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Part A. Registration 

1. Access the Admission Portal: https://hsitp-crm-incubatee.powerappsportals.com/ 
(please use chrome/ safari for the browser to ensure best view and functionality) 

 
2. Select the Registration and input the registration information. Please click the register. 

(After registration, you will need to confirm your email address, please go to Part C of the 
guide for guidance) 
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Part B. Forget Password 

1. Click the “Forgot your password?” in Sign in Page. Enter the email and click “Send” 

 
2. Check the Mailbox and access the link 
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3. Enter the “New password” and “Confirm new password”. Click the “Reset” bu on. 
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Part C. Email Confirmation 

 
1. Enter the Profile Pgae and click the “Confirm Email” 

 
 

2. Web Page will forward to Confirm Email page and please check the mailbox for receving 
the Email confirma on eamil 
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3. Access the Email Link 

 
4. Confirma on success will forward to the profile page. Success messages will show. 
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Part D. Change Password 

 
1. Enter the Username, Old Password, New Password and Confirm Password. Click the 

“Change Password” 
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Part E. Login to the portal 

1. Please input the username and password set when you register (please note you need to 
input the username instead of email address) 
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Part F. Programme Admission 

 
1. Please click the “Programme Admission” and Click “Add” to start the applica on. 

 

 
 

2. Please fill in the form in English 
 

 
 

a. Please click “Next” for the next Page 
b. Please click “Previous” for back to previous page 

(located at the bo om of each part, before the "Admission Form Comments" 
column) 
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Basic informa on (Example): 
 

i. Please scroll down to read all of the terms and condi ons and check the confirma on box. 
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ii. Choose the programme for applica on and fill in all informa on. 
iii. You must incorporate a private company limited by shares in Hong Kong before submi ng 

SPIN (Company), IGNITE & GAS programme. Please contact incu-pgm@hsitp.org for 
support on company registra on in Hong Kong if needed. 
 

 
 

iv. Click “Submit” bu on at bo om of the page (please note no change of programme 
allowed once “Submit” of this page). 
 

v. You will find the same page show again a er submi ed and a “Next” bu on will appear 
at the bo om of the page. 
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vi. If you are submi ng SPIN (Company), IGNITE & GAS programme, please fill the company 
incorpora on date and upload the related documents (Business Registra on, Cer ficate 
of Incorpora on (CI) & Cer ficate of Change of Company Name (NNC2) (if any)). 
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vii. If you would like to change the programme, you need to go back to Programme Admission 
page and cancel the original applica on before you submit the applica on. 
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Core Team Members (Example): 
 

i. Please Click “Add” for adding team members 
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ii. Click “Submit” for the basic informa on of the member 
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iii. A er submit, please scroll down for adding Educ on informa on and Work Experienece 

 
 

iv. For Educa on, please input the highest educa on cer ficate details or most relevant 
qualifica on. Click “submit” a er complete. 
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v. You can upload the educa on cer ficate and professional qualifica on (if any) here, then 
click “Submit”.  
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vi. In Working Experience, please provide the informa on with last 3 employment record to 
us (only one is fine if current one is your first job), and upload the Employment Proof (e.g. 
reference letter, employment contract). A erwards, please click the “Submit” again. 
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vii. Select the “Primary Contact” by clicking the magnifier bu on and upload the 
“Organisa on Chart”. Click “Next” when completed. 
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Business Ideas (Example): 
 

i. Input the informa on in English (word limit: 150 words each) 
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ii. Upload business deck and Supporting collaboration documentation (if any) 
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Shareholding (Example): 
 

 
i. Select the shareholder type and Input the shareholding informa on of the company. 
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ii. Upload related company documents (Shareholding Structure Chart (in hierarchical tree 
diagram), Ar cle of Associa on (AOA), Incorpora on Form (NNC1) or Latest Annual 
Returns (NAR1), Return of Allotment (NSC1) (if any) & Stamped Bought and Sold Notes 
and Instrument of Transfer (if any)). 
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Finanical (Example): 
 

i. Input the financial informa on of the company and upload the audited financial 
statement (if any). 
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Funding (Example and op onal Part): 
 

i. Please add and declare all funding received (including from Hong Kong Government/ 
other technology parks etc.) 
 

 
 

ii. If your applying R&D Project has not yet funded by any Private or Public funding, please 
select NO. 
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iii. If your applying R&D project is funded by Private or Public funding, please select the 
op on and fill in the funding details. 
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Core Technology (Example): 
 

i. Please add at least one core technology and describe it within 300 words. And you can 
submit the patent here if you have. 
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Outsourced Ac vites (Example): 
 

i. Please declare if the company has any outsourced R&D ac vi es 
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Milestone (Example): 
 

I. Please input all the rows and column, milestone target must be quan fiable and aligned 
with the SMART criteria – which should be Specific, Measurable, Achievable, Relevant, 
and Time-bound.  

 

 
 

II. You can input your milestone in the table or export the CSV and import it a er finished. 
 
Reference on Milestone content  

• Corporate Development (e.g., No. of employees, shareholding structure, etc.)   
• Product and Technology Development (e.g., Product design, prototype, market entry, etc.)   
• Business Development (e.g., No. of partners, no. of clients, no. of business matching 

conducted, sales volume, etc.)   
• Financial (e.g., cash balance, revenue, investment, funding, etc.) 
• Others (e.g. awards, patent) 
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Review (Example): 

i. You will be able to have an overview of the informa on filled in in each sec on 
ii. Scroll down to complete the “Applica on Declara on” 

 
 

iii. Click the “Submit” bu on to submit the applica on, success message will appear a er 
submi ed and will be redirect to the Programme Admission page, which show the 
applica on status as “Submi ed”. 

 
 

iv. “Submi ed” applica on is unchangeable and you can review your applica on any me by 
“Review”. 
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Admission Comments 
i. When we found something is incorrect or missing from your applica on, we will send you 

a portal remark. 
ii. You will receive a email like this. 

 

 
 

III. The admission status will change back to “Dra ” 
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IV. You can see our comments at the bo om of the applica on. 

 

 

V. Please click “Respond” and put your feedback on it a er you took the ac on. And go to 
the last page and re-submit the applica on again, otherwise you will stuck in the dra  
status. 

 

 


