
eRead Scheme

Update Contact Info of Teacher-in-charge 
& Select Books 

Applicable to: Submission of selected books using file 
upload by one or more teachers



1) Update Contact Info for Teacher-in-charge



Log into ‘HK Reading City’ website 
with school buyer account





Under ‘eRead Scheme’, select ‘Reading 
packages & subscription’



To update the chief teacher-in-charge 
info, click ‘Update Teacher-In-Charge Information’



The chief teacher-in-charge will receive book selection 
updates via email, and take up other follow-up 

and communication matters



Fill in or update information



Click ‘Next Step’ and verify the info



Then click ‘Submit’



Done



2) Select Books and Save



Log in to ‘HK Reading City’ website 
with school buyer account



Under ‘eRead Scheme’, select ‘Reading 
packages & subscription’



Click ‘Select Books’



Then click ‘Export / Import 
Selected Books in Excel File’



Click ‘Export my selected books’



Click ‘Export my selected books’



Download completed



Open the downloaded Excel file



For a better view, you 
can ‘hide’ the unnecessary columns



Mark ‘Y’ on Column to indicate the books 
you wish to add to your school’s reading 

package



Please select books according to the number of 
selective books in the subscribed package

[e.g. HKEdCity Reading Package 
(100 books) includes 100 selective books, so you 

should select 100 books]



If other teachers take part in the book 
selection, you can circulate this file for them 

to edit. When finished, save the Excel file.

Sample book selection process (applicable to book selection by multiple teachers)

Teacher A selects 35 books → saves the Excel file and pass it to Teacher B → Teacher 
B selects another 35 books → saves the Excel file and pass it to Teacher C … and so 
on, until the number of selected books reaches that of the selective 
books included in the subscribed package.



Go back to ‘Select Books’ page and click ‘Export / 
Import Selected Books in Excel File’



Drag the saved Excel file to the rectangle



Click ‘Import my selected books’



Verify the list of books, then click 
‘Import my selected books’





3) Submit Selected Books



After saving the selected books, 
please click ‘Submit Selected Books’



Confirm the reading package you would 
like to submit, then click ‘Next Step’



Confirm teacher-in-charge info, 
then click ‘Next Step’



Verify the list of books you would like to 
submit (no changes can be made upon 

submission)



Click ‘Submit Selected Books’



Finished


