
ORGANISATION ACCOUNT MANAGEMENT
• VIEW ORGANISATION PROFILE

• UPDATE ORGANISATION PROFILE

• RESET PASSWORD

• FORGET PASSWORD

• ENABLE OF SUB-ACCOUNT

(only applicable to LCSD subvented NSAs)

QUICK GUIDE FOR SMARTPLAY
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Organisation user can 
log-in SmartPLAY system 
by using SmartPLAY User 
Account Number and 
password after 
registration approved.

1. Choose 
“Organisation” in the 
landing page of 
SmartPLAY；

2. Input SmartPLAY
User Account 
Number and 
password.

VIEW ORGANISATION PROFILE

1.2.
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1. Click “My account” 
after log-in to 
view profile

1.

VIEW ORGANISATION PROFILE
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1. Click “My Profile” 
to update 
organisation
details, password 
etc.

1.

VIEW ORGANISATION PROFILE
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1. Select “Account 
information”;

2. Click “Edit” to 
amend 
organization 
information.  If the 
information is 
mandatory, such 
as School code, 
valid date of 
registration 
certification, re-
submission to 
LCSD for approval 
would be required.

2.

1.

UPDATE ORGANISATION PROFILE
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1. Select “Security” 
to reset password.

1.

RESET PASSWORD
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1. Click “Reset 
Password” in 
landing page of 
SmartPLAY.

1.

FORGET PASSWORD
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1. Input organisation user 
ID.

1.

FORGET PASSWORD
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1. Verification code will be sent to 
organisation registered email；

2. Input New Password for reset.

1.

FORGET PASSWORD
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** Each LCSD 
subvented NSAs 
would has 3 sub-
accounts.

1. Click “ Sub-account”

2. Click “        ” button to 
enable sub-account

3. Click “Edit” to edit the 
details of sub-account.

ENABLE OF SUB-ACCOUNT

(ONLY APPLICABLE TO LCSD SUBVENTED NSA)

1.

2. 3.



11

1. Input information 
required for Sub-
account;

2. Click “Confirm” 
button to save

1.

2.

ENABLE OF SUB-ACCOUNT

(ONLY APPLICABLE TO LCSD SUBVENTED NSA)
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1. Click “Set 
Password” to set 
password of sub-
account.

1.

ENABLE OF SUB-ACCOUNT

(ONLY APPLICABLE TO LCSD SUBVENTED NSA)
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1. A verification code 
will be sent to 
registered email of 
the organization 
after select 
“Confirm”;

2. Enter verification 
code;

3. Password of sub-
account will be 
sent to email 
address of sub-
account holder.

1. 2.

3.

ENABLE OF SUB-ACCOUNT

(ONLY APPLICABLE TO LCSD SUBVENTED NSA)


