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1. Introduction 

Starting in the 2024/25 academic year, Academic Advising (AA) expanded to support all 

full-time undergraduate (UG) students across all years of study. To manage this expansion, 

collaborated with OCIO to develop the Academic Advising Platform (AAP). This 

centralized platform streamlines all AA operations, including advisor-advisee mapping, 

meeting logs, attendance tracking, and survey data management for reporting and analytics. 

2. Login and access AAP 

 
• Go to the domain (https://pappl.eduhk.hk/AAP)  and login to your own account 

 

 
 

• If your account does not have access to AAP, you will get the status code 403  

 

  

https://pappl.eduhk.hk/AAP
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3. Advisor Page 

3.1 My Advisees (Home Page) 

 
 

• This page includes “Advisor Information” and “Advisees Information”. You may 

select by “Academic Year”, “Meeting Status”, or “Your role” as an advisor or 

Program Leader, or search by the student name/email/program code to view the 

meeting records of your advisees. 
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• Before the advising meeting, your advisees will send their “Information Sheet” 

showing their background and topics to discuss. An automated email will be sent 

to your inbox reminding you to accept the meeting invitation.  

 

 

• An indicator in the top-right corner will remind you of outstanding invitations. 
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3.1.1. Accept/Decline Meeting Invitation 

 
• Your advisees will schedule their advising meetings with you starting from the new 

academic year until the end of February. Although the platform will issue warnings 

requiring your advisees to check your availability before scheduling a meeting, some 

of them may ignore it. The platform provides an “Accept” or “Decline” option to 

reject a meeting invitation if you do not agree to it.    

 

 
• Once you “Accept” the meeting invitation, you will receive an auto email, and the 

meeting event will be sent to your Outlook calendar. 
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• A warning message will pop up if you choose to reject the invitation. Once confirmed, 

the meeting invitation will disappear. Your advisee will receive a message that you 

rejected the invitation and will need to contact you to reschedule the meeting. 

 

3.1.2. Reschedule/Cancel Meeting  
 

 

• You are allowed to “Reschedule” or “Cancel” those confirmed meetings before the 

start of the scheduled meeting.   A subsequent email will be sent to your advisee, and 

also your Outlook Calendar will be updated accordingly. 
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• Your advisees could only be allowed to schedule the meeting within Mon – Sat,    

8:30 am – 18:30 pm, to avoid any non-office hour timeslot. However, as an advisor, 

you may overwrite the meeting date and time before the meeting starts.  

 

 
 

• A subsequent email will be sent to your advisee, and also your Outlook Calendar will 

be updated accordingly. 

 

 
• The full invitation history of your advisees is logged. 
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3.2 First Meeting Scheduled Indicator 

 
• An indicator on the main page will show whether all your advisees have already 

scheduled their first advising meeting with you. 

4. Meeting Records 

4.1 View Submitted Information Sheet 
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4.2 Create Meeting Records 

 

 
 

• Please set up a ‘Meeting Record’ for each advising meeting by clicking the “+” button 

to mark the participation rate to be reported to VP(AC). Such a record will be retained 

in the platform until your advisee graduates. 

 

4.2.1. Step 1 (Information) 

 
• Click the “Next (Start to fill in the form)” button to continue. 

 

4.2.2. Step 2 (Schedule) 

 
 

• Select your advisee(s), and enter the Meeting Date and Time and click the “Next” 

button. You may select more than one advisee for group meetings. 
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4.2.3. Step 3 (Meeting Record) 

 
 

• Completed all questions and entered observation (if any), then click the “Next” button 

for submission.  

• Please note that a mass upload function is granted to the administrative staff of your 

department for multiple entries of meeting records. However, the upload function will 

be limited to the “First Advising Meeting” record with you only. Kindly contact the 

administrative staff of your department for details.  
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4.2.4. Step 4 (Preview) 

 
 

• You can preview the record and press “Previous” for additional input. Click the 

“Submit” button if ready. 

 

4.2.5. Step 5 (Finish) 

 
• An email notification will be sent to you and your advisees. Such a meeting record 

will be retained in the platform until your advisee(s) graduate. 

  



Academic Advising Platform (AAP) Version 2.0 

User Manual for Advisors                                                                                                                        AUG  2026 

 

Page 13 of 17 

 

4.3 Mass Upload Meeting Records 

 
• As a Programme Leader, Subject Coordinator, or advisor of the senior year, you may 

conduct an advising meeting in a group. In addition to taking attendance, questions 2, 

5, 6, and 7 can be uploaded directly to the platform. Please contact your department 

administrator to import Meeting Records for the FIRST advising meeting of your 

advisees. 
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5. Survey Form 

5.1 Advisors 

5.1.1. Step 1 (Information) 

 
• Click the “Next (Start to fill in the form)” button to start 

 

5.1.2. Step 2 (Part I: General Information) 
 

 
• Complete all questions and click the “Next” button.  
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5.1.3. Step 3 (Part II: Views on Academic Advising) 

 
• Fill in the answers and click the “Next” button. 
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5.1.4. Step 4 (Part III: Other Comments) 
 

 
• Enter the comments (optional) and click the “Next” button. 

 

5.1.5. Step 5 (Preview) 

 
• You may change the answer to the survey question(s) by clicking the “Previous” button 

or clicking the “Submit” button when ready to submit. 
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5.1.6. Step 6 (Finish) 

 
 

5.1.7. Survey Refill 

 
• If you choose to resubmit the survey before the closing deadline, all previous entries 

will be deleted. 

 


