
2018.3.20

IHQF System Operation Tutorial

2 0 1 8



Seven brief steps to finish the Duan

Examination Registration
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Operation 
Process
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1. 
Registration 

Login

(Individual)

2. Real Name 
Registration

(Individual)

3. Original 
Review

(National 
Federation 

&Authorized 

Examination 

Center& IHQF) 

4.Examination 
Registration

(Individual)

5. Final Review 
(National 

Federation 
&Authorized 

Examination 

Center& IHQF)

6. Registration 
Payment

(Individual)

7. Finish 
Registration



Materials Requirement
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⚫A valid E-Mail address for registration

⚫Portrait photograph or scanning copy available in 

registration computer. File size is recommended 

between 50K-500K

⚫ID 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.
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Enter IHQF website: http://www.ihqfo.org/; Click “Registration” on the top right corner; You will enter this 
page to create your individual account.

Registration

http://www.ihqfo.org/
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Login page ; Enter your account name and password：

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

Fill in basic personal information
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Fill in basic personal information

Option * must be filled. Please make sure the “证件姓” and “证件名” refer to your “family name” and “given 
name” on your ID certificate. Please don’t fill the name of the ID card or passport.
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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.
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Upload real name registration photo 

After you successfully uploading the photos, the page shall turn into status like this 
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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.
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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.
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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 “√”shall make the applicant pass the original review and deliver it to the IHQF’s final review stage; Clicking“×”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.
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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.

Original Review
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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.

Examination Registration



延迟符

Select examination registration

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

Examination Registration
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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.

Examination Registration
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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”. 

Examination Registration
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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. 

Final Review
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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 

for the final review. The one failed in your part shall be automatically sent to the applicant in the system.

Final Review
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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.

Final Review
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The IHQF Review

Final 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.
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Enter registration payment page

Registration Payment

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.
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Finishe Registration

Registration Payment

Once you finish the registration payment, you will be officially registered in this 

examination. Congratulations! You can start to download your entry form now.
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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.
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Upload Current Duan Certificate

Authorized Examination Center

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:



延迟符

Authorized Examination Center

After delivery, enter the 
federation system and 
review the Duan
recognition info there

Photo 2

Review in the 
marked area, same 
shall be 
implemented by the 
upper-level 
leadership

Photo 3
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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. 

Photo 4
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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
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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.

Authorized Test Center Review 
Screenshots

The IHQF Review Screenshots



延迟符

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:
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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:

Authorized Administration 
Center Screenshots

The IHQF Screenshots
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Examination Results Input & Review

Examination Results Input & 
Review

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



THANK YOU
FOR YOUR TIME
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