IHQF System Operation Tutorial

2018.3.20



FOREWORD

Q

-
.

Seven brief steps to finish the Duan

Examination Registration

o
o



1.
Registration
Login

(Individual)

2. Real Name
Registration

(Individual)

3. Original
Review
(National
Federation
&Authorized
Examination
Center& IHQF)

Operation

Process

4.Examination
Registration

(Individual)

5. Final Review
(National
Federation
&Authorized
Examination
Center& IHQF)

6. Registration
Payment

(Individual)

7. Finish
Registration



Materials Requirement

O®A valid E-Mail address for registration

®Portrait photograph or scanning copy available in
registration computer. File size is recommended
between 50K-500K

®|D Certificate photo (front, back, photo of applicant
holding the ID certificate). File size is recommended

between 50K-500K

@ Current certificate photo or scanning copy. File size is
recommended less than 1M.

®Personal International/Regional competition

certificate photo or scanning copy. File size is

recommended less than 1M.



Registration Login

Registration

Enter IHQF website: ; Click “Registration” on the top right corner; You will enter this
page to create your individual account.

your current location: Home > Register

Register
Registration Agreement
E-mail *Please include '@'in E-mail address
User name *Please input a string of 6-16 characters or digits
Password *Please input a string of 6-16 characters or digits

Confirm Password *please enter the password again

Verification Code *input validation code, case insensitive

*gzc



http://www.ihqfo.org/

Registration and Login

Login

Login page ; Enter your account name and password:

your current location: > Login

ERREZIERESR

International Health Qigong Federation

Register Forgot Password




Real Name Registration

Fill in basic personal information

Once login, enter this page; Click personal information option on the left side; Fill and save the related
information accordingly

B EEenglish (%)) EFRRLAT IR AR Welcome: 159789 ®Edt SRefresh Back
i Gigor Federation

WY International Heal

Portrait Photo: 1 of - e d - ¢ =
® 2 File size is recommended between 50K-150k
My

Information
User name: 159789 Family NamTDO‘W
News Given Name on ID: Education: = Choose
Gender: Male ® Female Date of Birth:
Setup Preferred Name: Tel.:
c,]) Fax: Email:  123456456@qq.com
My Message
Y d Occupation: Organization:  Please choose your Associ ¥
= Country/Region: Chaose
Exit
! Resume:

Confirmation of modification




Real Name Registration

Fill in basic personal information

Option * must be filled. Please make sure the “UE{4F1E” and “UE{F44” refer to your “family name” and “given
name” on your ID certificate. Please don’t fill the name of the ID card or passport.

{@} EHRERATIBES Welcome: 159789 @ Exit o Refresh 4(Back

Inteenatonal Health Qigong Federation

Bl oz = English

*Portrait Photo: Upload

@

My
Information “Fomily N
*User name: 159789 amiy "F”TD? "
News *Given Name on ID: Education: | Choose v
Qg *Gender: Male ® Female Date of Birth:
Ay Preferred Name: Tel.:
c,’) Fax: Email:  123456456@0qq.com
My Message ) L
Occupation: *Organization: Please choose your Associ ¥

*Country/Region: Choose

C 3

Exit
Resume:

Confirmation of modification




Real Name Registration

Upload real name registration photo

After finishing the basic information, click the individual information bar on the left and enter the “real name
registration” page. Please save the ID Certificate photo (front, back, photo of applicant holding the ID certificate)
inside your computer before the registration.

= Personal information {@} L E‘E’/’ﬂ*%‘% Welcome: 79789 (M Exit £ Refresh 4 Back
*User name: 79789 “Family Name on E=
Personal information ID:
_ *Given Name on ID: {5 Date of Birth: 2018-03-06
_ Personal Ermopries “Gender: Female Tel: 18735366175
information
Certificate management Country/Region: China Organization: M7

News list

*Positive photo of
document: Select the uploaded file
RN .. < oioaica e |
of documents: Select the uploaded file

Notification

“Handheld photo: Select the uploaded file

C 2

Exit

current state:  Unsubmitted

=8, EERsTEESE.
f VrEM, IE=EEE: 139-1199-0598
0, ERNLHE R SR LS. WIERE R LIFEIE.

Submission of authentication




Real Name Registration

Upload real name registration photo

After you successfully uploading the photos, the page shall turn into status like this

A
a1 L FRMmtha: HE002
FBAIE
LA T TAMGD: 11233
EZIoNC) )
BHEED: o0 wis
i i
:' !.:‘\;'._‘ltm ;
f 2]
SHMEE T PEARREN
B R &Fh i
—1-.-,[

)

FHFIHNE




Real Name Registration

Real name registration pending

After finishing the real name registration, your information shall enter pending period waiting for your
federation and the IHQF to review. You will receive notification once the result is confirmed. Please pay
attention for the notification.

— Bl B2 English

® your current location: MNews list

e

11 asf

Home-
Member
Home

)

Personal
information

News list

o

Set up

¢

Notification

=

Exit




Original Review

Your National Federation (Login Official Website)
During the Duan Examination Registration time, national federations need to login the IHQF official

website daily to make sure there is no applicant’s registration information from your federation that

need to review.

@ ERUATIBRES Welcome: IHQF4254 (M Exit & Refresh 4 Bac

Intemational Health Qigong Federation

B ERenglish
it indicates that there is an application to be reviewed.

your current location: IHQF Brief It the number is not 0 hE‘I‘E.

Member Summation Duan Certification

To be audited 0 To be audited 0

Certified 1 To be audited 0




Original Review
National Federation Review

Enter applicant’s individual registration page by clicking applicant’s name on “operation” bar; get to know applicant’s detailed

information.

Clicking “V” shall make the applicant pass the original review and deliver it to the IHQF’s final review stage; Clicking “ X ” shall
make the applicant failed its registration; he/she shall receive the fail information in the

short future.This is the end of the “Real Name Registration” part.

If the national federation has its Authorized Administration Center, the information shall be delivered to the Authorized

Administration Center first and then the Authorized Administration Center shall deliver the information to the IHQF.

— Bl BREnglish {@3 -?rngiame-g-ﬁ- Welcome: IHQF4254 G Exit S Refresh 4 Back
International Health Qigong Feder:
your current location: Central Member > Real-name Authentication

Home-
Association Search Reset

m User Code Family Name on ID Given Nameon ID | Real name authentication state

News and
Notices 2046 Association Pending Female 2018-03-21 KT

Organization Operation

HITIETR

Central
Member




Original Review
IHQF Review

IHQF shall start the final review after receiving the applicants’ information from his/her National Federation.

Review result shall automatically be sent to the applicant.
Applicants shall be able to register the Duan Examination once pass the final review.
If the national federation has its Authorized Administration Center, the information shall be delivered to the

Authorized Administration Center first and then the Authorized Administration Center shall deliver the

information to the IHQF.

‘// IHQF \
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Examination Registration

Examination Option

Enter “examination information page” by clicking “News List” on the left side. You will
see the page in this status and can select your examination.

News list {@} EHFRE ST BER Welcome: 79789 (M Exit & Refresh 4 Back

International Health Qigong Federation

uan Exam List

RER AR 2018-03-15 ~ 2018-03-15 2018-03-16 ~ 2018-03-16 Preschool Level 3 ~ Intermediate @
ElfRER A chER I 2018-03-14 ~ 2018-03-16 2018-03-17 ~ 2018-03-17 Preschool Level 1 ~ Primary Level 3 M @
_ BEUHRSThAS 2018-03-13 ~ 2018-03-14 2018-03-15 ~ 2018-03-16 Preschool Level 1 ~ Primary Level 3 BEm @
b R e RISTh S 2018-03-12 ~ 2018-03-15 2018-03-16 ~ 2018-03-19 Preschool Level 1 ~ Preschool Level 1 BE @
News list Policy rules
BELSIhERE 2018-03-12 ~ 2018-03-21 2018-03-22 ~ 2018-03-31 Preschool Level 1 ~ Preschool Level 1 BUEeFRESE @
Setup BT SHSnE 2018-03-12 ~ 2018-03-13 2018-03-14 ~ 2018-03-14 Preschool Level 1 ~ Preschool Level 1 =W @
EESERSTIALEE 2018-03-12 ~ 2018-03-13 2018-03-14 ~ 2018-03-15 Preschool Level 1 ~ Preschool Level 1 =25 @
ot&'\?ation FERSIIAEERERE 2018-03-12 ~ 2018-03-14 2018-03-15 ~ 2018-03-15 Preschool Level 1 ~ Primary Level 3 LB @
\IFESIAE 2018-03-09 ~ 2018-03-10 2018-03-12 ~ 2018-03-13 Preschool Level 1 ~ Primary Level 3 RS ARG INEXEES @
&= EUSTsEER 2018-03-09 ~ 2018-03-13 2018-03-14 ~ 2018-03-15 Preschool Level 1 ~ Preschool Level 1 L REEALRE @

Exit



Examination Registration

Select examination registration

Choose the target “Examination Registration” on the right side and start your registration.

Personal
information

News list

Notification

=

B B English

your current location: Duan Exam List

WA RSThiing
Sl =S = |
BLEFSIT S
EFFEERHISITAE
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SSERShARE
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RESIAS
WEETTE

2HEERSITAE

20182 ERmE

FEERERSENRIEE

FE-HRsSThtEiERE) BIsArEEDuan

FRIE ST TR

@ International Health Qigong Federation

Look

Exam Name:

Host: WIEg

Contact Person:  /\&1

Registration Open

. 2018-03-21
me:
Exam Open Time: 2018-03-23
Exam Place: WFAFNS

Lowest Duan to be
Preschool Level 1

Applied:

Content:

2016-10-03 ~ 2016-11-07

2016-09-20 ~ 2016-10-14

Registration Close Time:

Exam Close Time

Highest Duan to be Applied:

1 want to sign up

2016-11-27 ~ 2016-11-27

2016-10-15 ~ 2016-10-16

x

18635165847
2018-03-22

2018-03-24

Preschool Level 1

Primary Level 1 ~ Primary Level 3

Primary Level 1 ~ Intermediate Level 6|

Welcome: 79789 O Exit

WEARNS
AEEE X
I
LSRR
B2
BUTEFREEE
-1
=25
ALFEHX
PR AR SR
=ilin 5214
REFER
At
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300 Silver Star Blvd, Scarborough ON M1V 0G2

=EA#INew York USA

< Refresh 44 Back
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Examination Registration

Finish Examination Registration

Fill and select the needed registration information according to the page’s requirement. Confirm

to deliver the information and wait for the review result. Pay attention to check the review result.

Duan and Form Examination information selections adopt the drop-down option mode. Please select

accordingly and click “save” after you fill all the options.

Bl s EEenglish

your current location: Duan Exam List

95 PSR STE
Persona = UFEARSHEE
ersonal
information
93 FRRRTERL
92 R TR
News list
91 ALERShAS
ol
o %0 EEERLUGCANTIAE
89 SIS
¢ ~
Notification e BESHRIRE
& ERSEEIIALE
f 86 IRERSIAR R
Exit Bl =iRE
85 WFSTRE
81 ST
g BESTAR
% ERRETE
78 SHEHRSAE

@ EFR ST AR

International Health Qigona Federation

il Declaration of Dan:

Form 1 to apply:
Form 2 to apply

Form 3 to apply:

Look
User Code: AFG425400001105
Organization: 7
A Family NameonID: & Given Name on ID:  £r
3§ Current Duan Level:
Practice years: |0 year

Preschool Level 1

Select your Form M
BA DUAN JIN
A WANG DUI
WU QN X
LIU 21 JUE
MA WANG DUI
DAO YIN YANG SHENG GONG
SHI ER DUAN JIN
DA WU
TAI JI ZHANG

he examination grade, test method.

Welcome: 79789 O Exit

x
Exam Place

5]

\LFEARINS

AbFTEHEE

EM

LSS

TE

BT FRESIE

REL

=25

ALFEAREX

WIFEEASRA VSR

JETSREALX

REFR

=il

=HE



Examination Registration

Deliver Current certificate

Applicant aiming to apply for second and above Duan Examination is required to deliver their
current certificate. Uploading the personal International/Regional competition certificates at
the same time may have chance to exempt from the related examination accordingly. Upload

the documents by clicking the “certificate management” on the left side of “Personal Information”.

Bl =r  EE English

your current location: Certificate management

I'm Dan grade: T gy Duan Certification

Personal

S
irormation Certificate of honor Select the uploaded file

News list

£




Final Review
National Federation

National Federation needs to login the official website of the IHQF and check the “Duan Examination

Review” according to the page layout to finish the “Duan Examination Review” for applicants from

your federation.
= B %Renglish {@ EFR I BT T EkA Welcome: IHQF4254 (O Exit S Refresh ¢ Back
W7 nrernstional Heatth Qigona Federation
# your current location: IHQF Brief
Home-
Certified 2 To be audited 0 To be audited 0 To be audited 0

News and
Notices

Association Notice Notices Management

‘E No information for the time being » ERSThirSA0rETIE 2018-03-14
Duan Exam > ESHSESEE HRAREADESSHERMAENEEC A, £ 2017-12-05




Final Review

National Federation Review

Enter the registration qualification review page by clicking the “Duan Examination Review” option. Please check

the applicant’s information. Applicant’s information passed in your review will be delivered to the IHQF and wait

= Bl g EEEnglish

for the final review. The one failed in your part shall be automatically sent to the applicant in the system
O mEnszanese
Exam Name: Registration Review

Welcome: IHQF4254 O Exit
Home-

Z Refresh 4 Back
Association Payment status ¥ Audit status Search Reset
News and
Notices 825 AFG425400001105 Female PR RSIhRIinE Preschool Level 1 Open
824 AFG425400001105 E= 4 Female BELUSTHERE Preschool Level 1 Approved Open
HIM2EICR
Central

Member

¢

Notification

=



Final Review

National Federation
Applicant aiming to apply for second and above Duan Examination is required to pay attention to
their “Duan Certification”. They are required to upload the current Duan certificate which shall be

reviewed in the “Duan Certification” by the federation.

B EEenglich @ ERERETYBRES Welcome: IHQF4254 ®Exit CRefresh 4 Back

International Health Qigong Federation

your current location: IHQF Brief

o ot
Certified 2 To be audited 0 To be audited 0 To be audited 0




Final Review

The IHQF Review

The IHQF shall implement the final review after receiving the applicants’ registration information.
The registration review results shall be automatically sent to the applicants.
If the national federation has its Authorized Administration Center, the information shall be delivered to the

Authorized Administration Center first and then the Authorized Administration Center shall deliver the

information to the IHQF.

4
V
N\

%
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Registration Payment

Enter registration payment page

Applicant can start to finish the registration payment once receiving the confirmation of his/her
registration. You can click the “payment confirmation” in the related examination “status” bar
after you click the examination list on the left side bar of the Duan Examination page.

Payment is charged offline, and is confirmed online by the IHQF.

Edit

Exam Name: BISHZineS

Payment status ¥ Audit status A Search Reset Excel Export
m User Code Family Name on ID Given Name on ID Target Duan Application Payment status Register Status m

821 CHN888800001103 Female Preschool Level 1 #1002 Registration Review Open

815 AFG2565500001091 7)\A B\ Male Preschool Level 1 MWizhe2 confirm the payment Approved Open

814 AFG2565500001091 FMB= FE= Female Preschool Level 1 Migtthe2 confirm the paymen Approved Open

824 AFG425400001105 E>4 i Female Preschool Level 1 M7 Paid Approved Open

HIMARIER



Registration Payment
Finishe Registration

Once you finish the registration payment, you will be officially registered in this
examination. Congratulations! You can start to download your entry form now.

[

521249



Authorized Examination Center

Authorized Examination Center

Authorized Examination Center is the middle-level management administration leadership sharing

the same authority with the IHQF. It’s affiliated National Federations’ review information needed to

be delivered to the Authorized Examination Center before delivering to the IHQF. When setting the new federation, the IHQF can
decide whether this federation shall be authorized as Authorized Examination Center or upper —level administration leadership.
Federations set by the Authorized Examination Center

shall automatically be governed by the Authorized Examination Center.

Moz BEEenglish Welcome: MOO1

oE: pewm
Edit I
Administ

FI33456789 UTETT L Es 2018-03-09
8888 002 * o 2016-03-21
66984442 cin 0 2018-03-09
555 tipes 0 2018-03-09
5548 Mitins6 Proschool Lawel 1 ¥ o 2018-03-09
e w23 o 2018-03-09
az54 a7 0 2018-03-09
25655 e 0 2018-03-09
25 JEEEEES marks: | - oT | A- M- B 7 U 2| W WIS = e g 0 2018-03-16
155 fdasdfa s 2018-03-16
123456 Mt 0 2018-03-09
23 SLES 0 2018-03-12
0098 0098 New York Yang Sheng Tai Chi Qi o 2017-11-03
0097 0097 Puerto Rican Association of e 0 20171103
0096 0096 VIL Wolfsburg e. 0 2017-11-03

0095 | 0095 Health Qigong Assaciation of B o 703




Authorized Examination Center

Upload Current Duan Certificate

Applicant aiming to apply for second and above Duan Examination is required to deliver their current certificate. Uploading the
personal competition certificates at the same time may enable the applicant to start a application to exempt from the related
examination accordingly. Upload the documents by clicking the “certificate management” of the “Personal Information” on the
left side. The IHQF needs to review these information. If there is a Authorized Examination Center, the information shall be
reviewed by the Authorized Examination Center before being delivered to the IHQF. If there are no Authorized Examination
Center, the information shall be sent directly to the IHQF. As shown in the picture below:

Bl EEEnglish

your current location: Certificate management

I'm Dan grade: 7T GIEgile:i Duan Certification

Personal

information .
Certificate of honor Select the uploaded file

News list

o




Authorized Examination Center

B o S English @ EREAT I BER Welcome: IHQF255 () Exit Refresh  «(Back
&7 vematonal eakn Gigona Fedetaton

your current location: IHQF Brief
———

oo coicnin i
Certified 1 To be audited 0 To be audited 0 Afte r d e | Ive ry’ e nte r t h e
Association Notice Notices Management fe d e rat I O n Syste m a n d

review the Duan
recognition info there

Photo 2

No information for the time being

News Policies
P ast 2018-03-14 » L 2018-03-09
Mo R English @ HRRAT IR ES Welcome: IHQF255 O Exit CRefresh 4 Back . 2
——— Review in the

G =l marked area, same
implemented by the
. = - . Ty
leadership
Photo 3




Authorized Examination Center

The Final Review shall be made by the IHQF. Recognition Time is needed to fill during the
recognition period. This date shall be printed on the certificate as the certificate releasing
date which shall be decided by the IHQF.

Bl sz 5 English q@; EREATIBEE Welcome: M00T () Exit £ Refresh

International Health Qigong Federation

#« your current location: Duan Certification
Home-About
Us Audit status v Key word of Name Search ==

News and Dan certification
Notices 1753 BAH25500001103 iz *= Level 4 Senior Level 7 2018-03-22 v x @
1752 BAH25500001103 = *= Approved Level 4 Intermediate Level 5 2018-03-22 v x @
L Time: |
gusiEen 1750 CHN888800001103 B KR ime level 1 Primary Level 1 2018-03-17 v x @
A Hint: this time is the certificate issuing time a
. 1741 CHN838800001085 ES E= when the certificate is printed! Primary Level 1 2018-03-12 v x @
Regional : | 1
organization 1740 ARG000100000165 Otranto Alicia Bed bvel 2 Preschool Level 2 2017-09-10 v x @
1736 BELO00400000237 Godfraind Fabienn Bve| 2 Primary Level 2 2017-08-31 v x @
Central 1735 BEL000400000703 Debie An Primary Level 3 2017-09-28 v ® @
Member i i
A 1732 SIN007200000569 Wong Sow Hol bvel 2 Primary Level 2 2017-10-18 v x @
o , .
Setup 1731 ESP002300000870 Verdaguer Salvans Raul Primary Level 3 2018-01-24 v X @
: 1730 BELO00400000700 Couturiaux Fabiar Primary Level 3 2017-08-31 v x @
» L |
1728 SIN007200000581 Chew Koe Hol Bve| 2 Primary Level 2 2017-10-18 v x @
L HWE xil B
1727 BELO00400000337 Egea Carrilero Carm 12 Primary Level 1 2017-10-10 v X @

Photo 4



Examination Results Input &

Review
Examination Results Input & Review

Examination content releasing, examination registration review and examination result input shall be
implemented by the IHQF. The Authorized Test Center shall review the information before the IHQF. The
related information shall be delivered to the IHQF directly if there is no Authorized Test Center in the
examination area.

Photo of the IHQF Examination Releasing Steps

W 58 English @)\flh‘:!l!.’ﬂl!ﬁ Welcome: IHQF255 @ Exit ZRefresh & Back

atonal Health Qigarg Federatian

your current location: Exam Management

RS )
Pendng " Examinalion state - +Add
The following information needs to be complete, otherwise the information can not be released
R More

8 jlable  Registeration List | Pending for IHQF Open
83 = Registeration List | Pending for IHQF Open
82 - Registeration List | Pending for IHQF Open
a5 jlable | Registeration List Approved Open
a4 ! jlable = Registeration List Approved Open
a1 et Registeration List Approved Open
@ % Select the test section v Highest Duan to be Applied: | Select the test section . B Reglsteration List et Open
a1 A2 B ErrielEEZAEEw= @ e Registeration List Approved Open
%0 ed Registeration List Approved Open
8 Registeration List Approved Open
88 et Registeration List Approved Open
87 e Registeration List Approved Open
86 et Registeration List Approved Open
s e Registeration List Approved Open
81 Bl = k Registeration List Approved Open




Examination Results Input &

Review
Examination Results Input & Review

The Authorized Test Center shall review the examination information after the releasing by the IHQF. Applicant can

check the examination information in the “Duan Examination” on the left side. The IHQF shall finish the Final Review.

Enter the IHQF account and review in the “Duan Examination” on the left side.

g@\ EHERSTIRER

Authorized Test Center Review
Screenshots

(@) EERALIRES

The IHQF Review Screenshots



Examination Results Input &

Review
Examination Results Input & Review

The applicant can start his/her examination after receiving the examination information released by the IHQF. How to input,
view and print the results?

The IHQF shall input the results by clicking the “Examination Management "in the “Duan Examination” on the left side. One
can view the result by selecting the corresponding examination name and check for the detailed information. As shown in

the picture below:

B S English D EEraLEee Welcome: IHQF255 @ Exit S Refresh € Back

international Health Qigong Federation

your current location: FHiBZRFRIGHIE

323 Primary Level 2 Intermediate Level 4 333333 Paid Approved Unapproved Edit

Notices Edit

User Code: BAH25500001103 Current Duan: Primary Level 2

Duan Exam

Family Namf;’" 7 Given Name on ID: =

Target Duan

. Intermediate Level 4 Written test score: 100

Central Application

Member
Form 1 to apply: BA DUAN JIN result: C
o
L Form 2 toapply: WU QIN XI result: | ¢
. DAOYIN YANG SHENG .

Form 3 to apply: GONG result: C

® Unapproved Approved

RE =il




Examination Results Input &
Review

Examination Results Input & Review

The Final Review shall be implemented by the Authorized Test Center and the IHQF. One can view the result and finish the
review part by clicking the “Examination Management "in the “Duan Examination” on the left side and select the
corresponding examination name for the detailed information. As shown in the picture below:

@ mrnszynee Weicome IHQFISS O Edt  SRefresh @ Back

Authorized Administration
Center Screenshots

Wz 8 english © =mszomes Welcome: M001 ®Ext ORefresh  #(Back

tlocation: MBMS@AR

The IHQF Screenshots




Examination Results Input &
Review

Examination Results Input & Review

One can print the certificate after the IHQF finishing the final review!

o B english (D) Emeszmes Welcome: 159789
W7F |ternational Health Qigong Federation

your current location: Certificate management

Certificate of honor Upload

No relevant certificate




| $966

THANK YOU
FOR YOUR TIME




