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About this Operation Manual

This Operation Manual aims to provide a step-by-step reference for the operation of
ESDA. Content of this manual is grouped and categorized by the main modules of ESDA and
its respective operation tasks. Meanwhile, the appendices provide advanced operation tasks
facilitating the special usages of individual schools.

The target readers of this Operation Manual are System Administrator, Survey Manager,
KPM Data Manager and those who are authorized to view ESDA reports.

There are eleven chaptersin this Operation Manual; they are:-
e Chapter 1 Introduction to ESDA
e Chapter 2 System Tools (ST)
e Chapter 3 User Management (UM)
e Chapter 4 Survey Administration (SA)
e  Chapter 5 Do Survey (DS)
e Chapter 6 Survey Import (SI)
e Chapter 7 Datalmport / Input (DI)
e  Chapter 8 Report Viewer (RV)
*  Chapter 9 File Storage (FS)
e Chapter 10 Data Preparation for Submission (DPS)
e  Chapter 11 System Message Viewer (SMV)

Besides the general operation mentioned in the above chapters, there are some other
operations provided in the Appendices giving guidance to schools on these related featuresin

ESDA. They are:--
* Appendix 1. Procedures for Generating a CSV File for Survey Import from
APASO mdb File

e  Appendix 2: Update Data Package through WebSAMS CDS
e  Appendix 3: Extract KPM Items from WebSAM S
e  Appendix 4: Download ESDA Message from WebSAMS CDS

© Copyright 2005 Education and Manpower Bureau Page 6
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Chapter 1: Introduction to ESDA

ESDA is a web-based application built on the Self Evaluation Platform (SEP) on
Information Technology in Education (ITEd) for Schools, which is atool provided by EMB
in 2005 for schools to conduct I TEd-related and school-based questionnaire surveys. Some
functions (e.g. User Management) are shared among ESDA and SEP whereas some functions
are designed for ESDA and SEP separately. In other word, if there is any information updated
in common functions, it will affect both ESDA and SEP.

ESDA facilitates schools' to collection, management and transfer of data pertaining to
school self-evaluation and external school review. The ESDA, a web-application, can run on
both the schools' Local Area Network (LAN) and Wide Area Network (i.e. Internet) with
Internet Explorer 6.0 or above.

In ESDA, there are ten main component modules, namely, System Tools (ST), User
Management (UM), Survey Administration (SA), Do Survey (DS), Survey Import (SI), Data
Import / Input (DI), Report Viewer (RV), File Storage (FS), Data Preparation for Submission
(DPS) and System Message Viewer (SMV). A functional module overview is provided in
Section 1.2.3 Functional Modules Views.

“@ Notes:
Functions for Self-evaluation Platform (SEP) are not covered in this manual. For the
details of these functions, please download related manuals from
http: //www.emb.gov.hk/sep/eng/ or http://mamw.emb.gov.hk/sep/chin/

1.1 L ogon and L ogoff

Before introducing the details of the operation of ESDA, this section explains the steps
for usersto login and logout the ESDA.

© Copyright 2005 Education and Manpower Bureau Page 7
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1) Tologinthe ESDA, user must enter his/ her login ID and Password.
2) Click [Login] or press[Enter] for validation.

11.2 L ogout

Sraim Tooh » sl Salling

Schod Badga: | ||, Ipfumcd Fnmge o 240 & 77 Foisis [1PG Fim Enomet]}

Defmul Languag®! o prglah T Chrsmias

1) Tologout the ESDA, user must click [Logout] at the top right-hand corner.
2) Click [Confirm] to logout.

\_'a,}l A you s lngoat?
_hm |

12 Navigating ESDA
The ESDA layout is generally divided into two frames; top frame and the main frame.
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Main Frame
121 Top Frame
The top frame includes the following information
1) School Badge
2) Available Menu Modules
3) Logout
A pop-up confirmation message will be displayed. For more information, please refer to
Section 1.1.2.
4) Change Password
Change password interface will be displayed for changing personal password in ESDA.
Please refer to Section 1.2.6 for details.
5) Help (Online Help)
Operation guide / glossary for related functional modules will be displayed in pop-up
windows.
6) Other Links
7) Language Switch
Language could be switched to English by clicking the button [Eng] or to Chinese by
clicking the button[ ].
8) Switch between SEP & ESDA.
“&'\Warning:

When switching between languages, any un-saved data in the main frame
will belost.

€ platiorm T LT A
- tHi¥nccovatabilityl([ESDANY School

P v ';T \ swr Buruey Daka Aepmrt Dats
d " HManagemenk Admminisvtratios Importf Inpet Mimwmr Submission SRFLY

Swslem Noals = Interface Ssiling E
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(8) Switch between

/

(3) Logout

(4) Change Password
(5) Help

(6) Other Links

(7) Language
Switch

SEP and ESDA
(1) School (2) Available Menu
Badge Buttons
122 Main Frame

The main frame is the main part of the screen where input / output information to / from

ESDA isdisplayed.

© Copyright 2005 Education and Manpower Bureau
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1.2.3 Functional Modules Views
School
ESDA
| | L] i | 1 | | L
| Usor Survay Dala : Diata
I
Syslem tools { | Management | [Adminisiration| | Imparvingut 1| )Hﬁmn i ‘ Subemigsion el {
| {
irEare Giroap Sy aTipd] HFd | Daia J
Csllang il agETea -‘ A eten M 48 5] 1“"“" Virward Frapaisicn Survey "
_F;l;;“_ ey - :
| | S =]
- — e,
- i Prysical | |
Rashan | Parmsi gt Liney
Pasimond Aase L&l i b.*;q'lm' 1
il
I Ranlirwd
BstEn Ling 21 Suresy bnpor =
: Pialmied Lisany | !M:I[ﬂ:
% # funchions applicable to SEP
Eumsuhl lonly are not shown in this diagram
Ressah Inpid L

1.24 Browse/ Select Function
— |
I|'....

"AITFY  system User
-“ Tools Managenment

4

) - h |_' pasl = I L s Dl S B .1
Swalem Toal E:ﬁi =n:mli“:Ii . -
EmcmtiFarend Pmm&

Exstem Log

1) Mouse over to the menu button.
2) Mouse over to highlight the function.
3) Click on the function name to access that function.

125 Traceable Direction Path
The Traceable Direction Path is located at the top left-hand corner under the function

menu bar. It is designed to help users to locate current location as related to the module /
function navigation path. The standard format is as below:

Menu bar-menu button > function > sub-function (if applicable) > current step (if
applicable)
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q

B_P;qu_?fm_ C P R I Y L O T

far fehool Develop EfAccountalilitydi((ESDANY St &
: - - [-p=——
P e S R
AETEN . Gpstem il F— Dk Regaet Dats o Es
.- 'I.':ull | . d :Impurl‘:.l':npl.rt Himwar fubmissian Survmy
Survey Administratiaon = Surrey Adminisiration = Publisied Survey Delads E‘:‘Z
126 Change Passwor d

1) Click [Change Password] in the top frame.
2) The*"Change Password” interface will be displayed.

Passwand in use Illll-lllll-

Pl D5 |veerEranE

Confiem Faspsord IH-!HH!I

1) Input the “Original Password”, then “New Password”.
i) Input the “ Confirm Password” to verify the newly input password.

iii) Click [Save] to save changes.

“U' Notes:
The new password will be effective immediately in the next login.

© Copyright 2005 Education and Manpower Bureau
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1.3 Common Operations

Two common operations, user selection and records management, will appear across
different modules. As you may encounter them often, this section is devoted to explaining
their basic operations.

131 Select groups and usersfrom groups

This appears when selection of users or groups operation is needed such as selecting
target respondents for a questionnaire. It is also used for selecting a combination of group(s)
and some users of a group.

Group list for group
selection

User list for

HIL
1) B
. A
user(s) selection e
e

1) To select group(s), click on the group name and then click [>]

B Tips.
pressthe [Ctrl] or [ Shift] and then click the group(s) to select multiple groups.

2) Toselectal groups, click [>>]
3) To delete selected group(s), click the group name on the list of “Selected Group” and

then click [<].
vt igir
seleibed user grav
Selwcked uner

4) To select some users of a group, browse the group as shown in above diagram. Click
the user name and then click [>].

© Copyright 2005 Education and Manpower Bureau Page 13



ESDA-Operation M anual Version 1.0

D Tips:
press the [Ctrl] or [Shift] in the keyboard and then click the user(s) to
select multiple users.
5) To delete selected user(s), click the user name on the list of “ Selected Group” and then
click [<].

132 Select users
This appears when selection of user operation is needed such as selecting members of a
survey group.

S (1 wis i

SAL £1AH

1) To select some users of a group, browse the group, click the user name and then click
[>].
B Tips:
press the [Ctrl] or [Shift] in the keyboard and then click the group(s) to
select multiple users.

2) To delete selected user(s), click the user name on the list of “Selected user” and then
click [<].

133 The* Select-all” checkbox

Select-all checkbox appears when multi-selection operation is needed such as deleting
user accounts.

Once users check the “ Select-all-checkbox” on the first row of a table, all the check
boxes below will be selected. However, if one or more of the check box(es) for the records
below is/ are unchecked, the “ Select-all-check-box” will be unchecked automatically.

© Copyright 2005 Education and Manpower Bureau Page 14
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Gromp Select-all checkbox

@ wup Type  Code Name (Eng)  mame (Ch)
=t stam Group Administrator  AAEEILS
F System Group others ik

F Systam Group Parart TR

F System Group Speaalist nE,L

F Syztem Group chdent L

W Systam Sroup Teather il

(Note: The“ Specialist” group isapplicable to special schools only)

1.34 Delete Record

To delete record(s), user should check the respective checkboxes and then click [Delete]
button.

[ﬂ'ﬂ'ﬂ_ Type Code Mame (Eng)  Mame [Chi)
B Systam Group Administrator  AAEEILS
F System Group others ik
F Systam Group Parart TR
F System Group Speaalist nE,L
F Syztem Group chdent L
W Systam Sroup Teather il

(Note: The“ Specialist” group isapplicable to special schools only)
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Chapter 2: System Tools (ST)

2.1 About System Tools (ST)

The System Tools provides a set of tools for the System Administrator to manage the
system-level setting (i.e. System Interface Setting, Set School Year, Manage Password,
System Registration, Package Import and Default Language). In addition to the ones listed
below, details of administration functions can be found in the Administrator Manual.

211 Before You Begin

To access the System Tools for the management of the system setting, your account
should possess the “System Setting” privilege. To access this function to reset students
password, your account should possess the “Password Management” privilege. To view or
import system message, your account should possess the “System Message Management”

privilege.

212 Best Practice

Due to the functional module properties, it is recommended that only the System
Administrator can access the System Tools. To access the functional module, your account
should possess the “System Setting”, “Password Management” and “System Message
Management” privileges. In addition, al teachers accounts should possess a “Password
Management” privilege so that they can access this function to reset students passwords if
necessary.

2.2 Customizing Global System Interface

You can change the banner, color scheme, and default language of ESDA with the
interface setting function.
1) Mouse over to [System Tools] and then click [Interface Setting].
2) The"Interface Setting” template will be displayed.

Imipriare Setting
St Naagae | PR | (Uninad bmage of 530 % 70 Fivels [G Fls Format])

This 2 Tidke 2 Tt 2 Tikle 7
Delsutt Language: & Erimh i Chmnass
e e e — = ]|
i)  Click [Browsg] to upload the school badge.
i)  Atthe"System Color” section, select the desired color for table(s) in the ESDA.
iii) At the “Default Language’ section, select the default language of the system

© Copyright 2005 Education and Manpower Bureau Page 16



ESDA-Operation M anual Version 1.0

interface when user first login.

2.3 School Year Setting

School year setting is designed for defining current school year of the system. You
should update this information at the beginning of each school year before importing student
accounts and collecting information for that particular year. Not until that is done should you
start importing the annual Stakeholder Survey package to the system. For details of importing
Stakeholder Survey, please refer to Section 2.9
1) Mouseover to [System Tools] and then click [System Parameter Setting].

2) Alist of “System Parameters Setting” will be displayed.

System Parameters Setting

School Year Setting
Password Management
Dormain Mame /1P Setting
Other Links Setting

Folder Setting
System Reqgistration

3) Click [School Year Setting].
4) At the School Year List, check the appropriate academic year (i.e. 2004-05 for academic
year of 2004 to 2005) and “Enable Data Input” of a specific academic year.

“@ Notes:
” Enable Data Input” controls the KPM Item data which can be updated for
specific school years.

Current Schanl vear Schaal Year Enahle Data Input
r o004 |
r T8 =3
i ol isgi ] F
r SO0E-07 '

In the above example, the current school year is set to 2005-2006, i.e. you may start collecting
data (e.g. survey data) for the 2005-2006 academic year, but you may also input and update KPM data
for years 2004-2005 and 2005-2006
5) When finished selection, click [Save].

@' Notes:
- Change of current school year will change the users in ESDA. Therefore it
is recommended that the System Administrator make sure that all surveys
have been closed and announcement has been sent to all system users before
changing the current school year. Otherwise, the newly assigned class (e.g.
1A) may not reflect the original target users.

© Copyright 2005 Education and Manpower Bureau Page 17
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- Each Form Group and Class Group belongs to one school year (e.g.
2004-05) to form a unique group identity (e.g. 2004-05 1A). If the current
school year is updated, re-mapping is needed after importing a new student
CSV file.

- KPM Items can be updated only if the “ Enable Data Input” for a specific
school year has been checked. It can protect the KPM Item data from being
modified unintentionally.

24 Password M anagement

Schools can define their own password policy by setting the properties in “Password
Management”. They can define the length of passwords and user groups that can manage
passwords.

1) Mouseover to [System Tools] and then click [System Parameter Setting].
2) Alist of “System Parameters Setting” will be displayed.

System Parameters Setting

School Year Setting
Password Management
Domain Mame f 1P Setting
Other Links Setting

Folder Setting
Systemn Registration

(This screen only shows functions available before systemis registered; itemswill differ after registration.)
3) Click [Password Management].
A

Mraifeam Fas v bnd Lersgth |'

Masimum Password Length ; [I6

Can Change Fassword | M adminmtretor F Tesdsr B studers B parant B Otbers

. mm

4) Define the “Minimum Password Length” and “Maximum Password Length”.

5) In the “Can Change Password” section, select which user type(s) can personalize
password in ESDA.

6) To savethe setting, click [Save].

2.5 Other Links Setting

Some reference links related to ESDA and SEP can be defined in the system. In addition,
you can provide other links that you may find useful with this function.
1) Mouseover to [System Tools] and then click [System Parameter Setting].
2) Alist of “System Parameters Setting” will be displayed.
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System Parameters Setting

School Year Setting
Passwiord Management
Dormain Mame { 1P Setting
other Links Setting

Folder Setting
Systermn Reqgistration

(This screen only shows functions available before systemis registered; itemswill differ after registration.)
3) Click [Other Links Setting].
4) Revisethe URL of the links and then click [Save].

“U Notes:
To add linksin “ Other Links” section, use of simple html code is needed.

SEP o ITEd ‘Webs ke |k"h-'\-w-|-'-fﬂl'-.|:':'-'“'\'-'4ﬂ='h'
SEF Faig; |LI-|:.-\.W+'.|=:|1'=-\..|;¢'JH'.1|¢pﬂn'
[TEd Oversyl Shudy Webmte (19582003 ) |Lu,-. g At pid Wt s P hinmi b aip

KPH Websie: |LIt| Sreds fnh g ik pn wehE i Rdes hin
SRAED Wobsie: ||'h|:l Pz b gov Ak pnseshdipoathtiatank bin

Othar Links: [z hyefe’htip: /e ews, pov Bk =
tieghbm Lhagnt_blank  SENEC i

=
"leate a00 Cargok oo nned tag

{8y, =a hinad="Fip: iwws sonbogoy hiE” targer=_ blank>EMBeias]

2.6 Student/Parent Passwor d Reset

Student or parent may lose their passwords. You can help them to reset their passwords
with the “ Student/Parent Password Reset” function.
1) Mouseover to [System Tools] and then click [Student/Parent Password Reset].
2) Aninterface of “ Student Password Reset” will be displayed.

Student/Parent Passweord Reset

Student/Parent Mame Student/Parent Mame

3) Select “Class’ at the top right-hand corner.
4) Alist of students of respective classes will be displayed.
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5)

6)

7)
8)

9)

2.7

[ 1425] 91425 ™ [1428] SLA2E

s 51887 I [1a78] SLiEE

T [ L439] 91820 ™ [1430] SLa30

a1l 51831 ™ [1a37] 51433

™ L&) 51895 ™ [1554] 21454

| Lazs] 51835 I [ 1438] SLaz4

I La%?) S1a3F I [1858] 51 a%8

M L4za] 51438 I [ 1840] 5 L&

T Panswesr: o —— a-r, [4- d (-3 are sooe "
S I T e huvd b et edivann 5 and 1

To change password(s) of the student(s), select checkbox(es) of the student(s).
B Tips.

To select all student/parent accounts within the selected class, please
click the* Select All” button.

At the Password dlot, revise the desire password(s) for the selected student(s); otherwise,
keep the password as “ 123456 .

Click [Reset] to proceed.

A system dialogue box will be displayed, click [Confirm] to compl ete the operation.

|
__:J ron o et The passwont of The slected stodentis]?
[Cmz ] mw |

The password(s) of selected student(s) will be changed instantly.
Viewing System L og

This module is designed for reviewing daily operations performed. The system logs

various operation records in different modules. To facilitate administrator’s review of these

operations, a search function is provided for retrieving log records based on the log type and
the date range.

1)

Mouse over to [System Tools] and then click [System Log].

2) At the “System Log’ interface, select the date range and log type and then click

3)

[Search].

Das rancs: gy [EE ] {TEI{TE 1 [ {0 ET 5]

Lo Tvee: [ logs

13
210.0.193 40

LisiEr
larwiihar | 1ED

Respective logs will be displayed, click [Export] to export the log into acsv file.
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2.8 System Registration

Modules designed for ESDA are disabled by default. You need to register the system
with a registration key provided by Quality Assurance (QA) Division in order to activate
these modules. In addition, this key will be used as an identity of your school when you

submit datato QA Division.
1) Mouseover to [System Tools] and then click [System Parameters Setting].
2) Alist of “System Parameters Setting” will be displayed.

System Parameters Setting

School Year Setting

Password Management

Domain Mame § 1P Setting

Dther Links Setting

Folder Setting

Systermn Reqgistration

(This screen only shows functions available before systemis registered; itemswill differ after registration.)
3) Click [System Registration].
4) Atthe"System Registration” interface, input aregistration key and then click [Save].

System Reglstration

Ragistration Ky |

“@ Notes:

If you do not have the registration key, please contact the Indicators

Section of QA Division, EMB at 2892 6577.

2.9 Import Sakeholder Survey Package
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The Stakeholder Surveys will be updated every year. Therefore, you must import a set of
Stakeholder Survey at the beginning of each school year in order to publish the latest version
of Stakeholder Survey. You can download the Stakeholder Survey package from the ESDA
website.

1) Mouse over to [System Tools] and then click [ System Parameters Setting].
2) A list of “System Parameters Setting” will be displayed.

System Parameters Setting
Sehool Year Seming

Fassword Manaosment
Ciameain Mame [P Sefxing
Crther Links Setting
Eolder Sethng
Swysbem Regsiration

Package [moort

Sygbem Message

(This screen only shows functions available after systemisregistered; items will differ before registration.)
3) Click [Package Import].
4) At the “Package Import” interface, Click [Import Stakeholder Survey Package].
5) At the “Import Stakeholder Survey Package’ interface, browse a stakeholder survey
package file and then click the “ Import” button.

Imgart Stebatmldsr q a .
SUrvery Pachage Yiegr @ HO0S-00
Partage Fils: | “ |

“f Notes:
You should download a Sakeholder Survey package after you change
the school year of the system. Otherwise, you cannot administer any
Sakeholder Survey of that school year. For details of package
download, please visit the KPM website.

2.10 Import Reference Data Package (for Primary and Secondary
School only)

Reference data will be distributed to schools through the reference data package. The
system already contains the latest version of reference datawhen you first install ESDA. You
can download the latest version of the reference data from the ESDA website in subsequent
years.

1) Mouse over to [System Tools] and then click [ System Parameters Setting].
2) A list of “System Parameters Setting” will be displayed.
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System Parameters Setting

Sehool Year Seming
Password Manggpsment
Ciameain Mame [P Sefxing
Crther Links Setting
Eolder Sethng
Swysbem Regsiration

Package [moort

Sygbem Message

(This screen only shows functions available after systemisregistered; items will differ before registration.)
3) Click [Package Import].
4) At the “Package Import” interface, Click [Import Reference Data Package].
5) At the “Import Reference Data Package” interface, browse a reference data package file
and then click the “Import” button.

Imgart Releremoe Dhata Fmar = A0S0

The Reference Data package contains territory-wide reference data

of KPM items. The reports of KPM items show the updated
reference data once the Reference Data package is imported.

211 KPM ltem Setting (for Special Schools only)

Not all KPM Items are applicable to special schools. You should deselect inappropriate
KPM items in order to prevent inapplicable KPM data from being input or submitted to QA
Division.

1) Mouse over to [System Tools] and then click [ System Parameters Setting].
2) A list of “System Parameters Setting” will be displayed.

System Parameters Setting
Schionl Yasr Satting
Bassword Mansgement

Comain Hames [ 1P Sethng
Other ks Setming
Sw=tem Reqistration

EFM Item Sethng
Package Impart

Sysbam Massane

(This screen only shows functions available after systemis registered; itemswill differ before registration.)
3) Click [KPM Item Setting].
4) At the “KPM Item Setting” interface, check the checkbox(es) next to appropriate KPM
Item, click the “ Save” button.
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Chapter 3: User Management (UM)

3.1 About User Management (UM)

There are four core functions in User Management, namely, Group Management,
Account Management, Import User List and Restore Deleted Users. The Administrator uses
the UM functions to create user accounts, to define groups and to assign privileges to the
groups after installation of the ESDA. The user account is used for user authorization during
the login procedure, user authentication and identification in the operation of other functional
modules in the system. User accounts are then added into the respective groups and the group
users will possess the assigned privileges specific to these groups. A user and group search
function is provided in the UM to facilitate user and group management. A “Restore deleted
Users’ function is available for the Administrator to restore user accounts if accidental
deletion occurs.

311 Before You Begin

The user management is solely for maintaining user accounts and controlling users
rights in ESDA. Due to the functional module properties, it is recommended that only the
System Administrator can access this functional module. To access the UM module, you
should possess the “ User Management” privilege.

312 Under standing School Year

School year is a vital part in the ESDA system. As each Class Group belongs to one
school year (e.g. 2004-05) to form a unique group identity (e.g. 2004-05 1A) in ESDA, the
selection of school year controls the information of a particular school year (e.g.
student/parent accounts, survey results) to be displayed within ESDA. In order to avoid
mis-selection of school year, it is recommended that only the System Administrator can
access this function. For details of “ School Year Setting”, please refer to Section 2.3.

3.1.3 Understanding Group Types

There are five types of groups (System Group, Class Group, Form Group, Survey Group,
and Privilege Group). The System Administrator can create group(s) under these group types
(except the System Group).  Properties of each group type are listed in Table 1.

© Copyright 2005 Education and Manpower Bureau Page 25



ESDA-Operation Manual Version 1.0
Group Type | Group Type's Properties Group Example
System . It isinherited in ESDA and cannot be created/ | » Parents Group
Group edited /deleted. e Students Group
*  When batch students, parents and teachers| e Administrator Group
accounts are imported via *csv file, user | « Teachers Group
accounts will be automatically assigned to | « Other Group
respective system groups (i.e. students
assigned to “ Students’” Group).
ClassGroup |  When batch student accounts are imported via | « Example:
*csv file, Class Group will automatically be Class Name: 1A
created Class Code: 1A
OR
the Administrator can create it manually.
Form Group |+  When batch students accounts are imported via | Example:
*csv file, Form Group will automatically be Form Name: Primary
created 1
OR Form Code: P1
the Administrator can create it manually.
Survey e There are two types of Survey Groups; Global | =  Global Survey
Group Survey Group and Local Survey Group. Group: Pilot
e Globa Survey Group(s) is/ are created by the Students, Science
Administrator in User Management, in which Subjects Group and
Globa Survey Group can be assigned to al Arts Subjects Group
surveys.
e Local Survey Group(s) is / are created by
Survey Editor, in which the Loca Survey
Group will be attached to a particular survey
for result analysis purpose.
. It is created to standardize survey respondents
retrieval and survey results analysis across
years.
Privilege . Itis manually created by the Administrator. * Privilege Group:
Group . It is created to assign privileges to a group of Survey  Creators,

users.

Survey Item Bank
and Administrators.

Table 1 Group Typesin ESDA
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314 Understanding User Groups and Accounts

The Administrator can create different groups under the four group types (except the
System Group Type). A valid user account should have a unique “login ID” and “User
Identity”. The System administrator can create user account manually or import from the
“csv file” exported from WebSAMS.  User account should be assigned to at least one group
in the ESDA Platform. User of a particular group will inherit the group’s privilege(s).

315 Best Practices
To minimize the tedious jobs on group(s) and user accounts creation for initial system
startup, it is recommended that the System Administrator use the “batch user account
creation” to create student accounts, parent accounts and all school -based-group(s) (e.g. class
and form groups).
& Reference:
please refer to the instruction under “Batch User Account Creation” in
Section 3.3.7.
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3.2 Group Management
To access Group Management, mouse over to [User Management] and then click [Group
Management].

3.21 Create Form Groups

1) Mouseover to [User Management] and then click [Group Management].

2) At thetop right-hand corner, select Form Group from the pull down button.
3) The Form Group Management page will be displayed.

fomiyop @

" fGromp Tyge Cade Paame (Fag) b [Chi)

fom ean Pl 5] Pl

I

[ Fomn Geoun g1 PlParenss  PIOOEAD

© Form Groun PR 2 B

I Form Gecud g P2 PPy PRIERD

I Form Group P3 Pz F3

[ Fom Geoun g P9 PR PSERD

I© Form Group P4 Pa P

[ Fom Geoun g P4 Pafarent)  PHIERD

I Form Greun PS5 PR P

[ Fomn Gecasn 0 PS5 PEiPorents  PROERD

I© Form Greus PR pa, P

[ Fom Grods p_Pe PAPwFent PEIERD

— =3 m
i) Check if the form group has already existed in ESDA.
“f'Notes:

All form groups will be auto-created via batch student accounts import.
ii)  Click [Add] to add new form group.
4) Thetemplate of Form Group will be displayed.

Groap Ty | Foim Gooig
Flaires [ENQ): |T“rrr\-l-:r|
Hame [Chi) ; [
P o Cladd Lirai © FL—
Form Happrg : m

i) Input the form name in both the “Name (Eng)” and “Name (Chi)” fields.
ii)  Inthe “Class Level” field, input the unique code for this class level and select a
standard form “Form Mapping”.

“ Notes:
- Some ESDA functions need a mapping between user and Form Group
(e.g. target groups of APASO). Therefore, school needs to map its
existing Form Group with standard forms pre-defined in the system.
- This Class Level isto facilitate batch user import. It is recommended to
use the same pattern as the Class Level used in WebSAMS.

5) Click [Save] to save the group setting.
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322 Create Class Groups
1) Mouseover to [User Management] and then click [Group Management].
2) At thetop right-hand corner, select Class Group from the pull down button.
3) When Class Group Management page is displayed, check if the class group has already
existed in ESDA.
< Notes:
All class groups will be automatically created via batch student
accounts importation.
i)  Click [Add].
4) The respective Group templates will be displayed.

Al Groap
Codug Tepsd | Clags Groud

hame (Erg) 1 [IA

W (i [T
S o Claws Coda ||-"\-
Eramn G g |F| 'I

i) Input the group name in both “Name (Eng)” and “Name (Chi)” fields.

ii) In the “Class Code” field, input the unique code for this class. (Remarks. This
Class Code is to facilitate batch user import. It is recommended to use the same
pattern as the Class Code used in WebSAMS.))

5) Click [Save] to save the group setting.

323 Create Survey / Privilege Groups
1) Mouseover to [User Management] and then click [Group Management].
2) Group Management page will be displayed.
G LR

7 roep Type Tads Fame [Eag) Piame [Chi)
T Survay Growp Sursey Group S005 EEEI 005

i)  Atthetop right-hand corner, select Survey Group / Privilege Group.
i)  Click [Add].

3) Group template will be displayed.

e Tryps @ Gurvey Group

v (e ¢ [y 0

risns () ; [TV

! i
|

i) Inthe group template, input the group name in both the “Name (Eng)” and “Name
(Chi)” field.
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i)  Toassign existing users from central user list into the group, click [Select User].

& Reference:
For detailed instructions, please refer to Section 1.3.2 User Selection.

4) Click [Save] to save the group setting.

324 Modify Groups
1) Mouseover to [User Management] and then click [Group Management].
2) Select the group type at the top right-hand corner.

]
| T Groan Type Cwide  sape [Eng) higime [Chi)
[T Sasives Oioug Sisfesis Ordun 2008 IEE 200

= ¥y Imm
i)  Click [Edit] of the group to be modified.
3) Atthe"Edit Group” interface, click [Save] to save the modifications

Trous Type : Durvy rous
Fai g (Eg) ¢ [Frorees wop 305

Hatv [CHI) m-“:'-"

3.25 Delete Groups

1) Mouseover to [User Management] and then click [Group Management].
2) Select the group type at the top right-hand corner.

3) Onthegroup list, check the group(s) and then click [Delete].

(=] W '-
7 roep Type Tads Fame [Eag) Piame [Chi)
T Survay Growp Sursey Group S005 EEEI 005

“f'Notes:

A group, except Survey Group and Privilege Group, cannot be deleted if
it contains user(s). If you want to delete a group with users, you should
remove all user(s) from the group first.

3.2.6 Set Privilege(s) for Group(s)

‘B Tips:
Survey Group does not have privilege properties. To assign privilege to
users of Survey Groups, you can put theminto a Privilege Group.

1) Mouseover to [User Management] and then click [Group Management].

2) Select the group type at the top right-hand corner.
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3) Click [Set Privilege] of the group.

AT Ty pi | Foain Sa
My |Evu)l : 5L
Fama {Chi - 5L
oo : Gl

—perwnan Preiaes

TED Cre gy

RS PO

™ Svrvomm Saiting

I s Wgn agaaud

I b3 Gasves

™ Zywomre Log Mensgerari

I s o 0 P

™ Surves [mn denk Mersgrsn:
T Tumyur Warsrse

I Mwzn Irpast Msnsgement

™ 2L Enpert Wensprea=

I™ Dt oo nl WAL T

™ dedrm eeasweg Pubbichesd S orssy
I Twsme calrmrepdy e

I Duwes Dt ropeit

™ [o08, Faport: M agumani

™ paa =ik

™ Fils St32ngs

T Zvobars Mamsage dadrerepbrabon

i)  Check the privilege(s) for the group.

Click [Save] to save the privilege setting.

& Reference:
For the properties of each privilege, please refer to the Administrator
Manual.
3.2.7 Map Form Group to Sandard Form
1) Mouseover to [User Management] and then click [Group Management].
2) Select the Form Group at the top right-hand corner.
3) Intheinterface, Click [Standard Form Mapping].
[T roup Type  Code Sams (Eag)  Same (Cki])
C Forn Geoam 91 21 31
I© Fom frsin p_Si ElPmreT 1R
I Form Greup ak i 1
M FomGrsup  p_ 52 S3Parent) SN
[T ] ] g i)
[© Formeoin @ %3 S0 AR
I© Form i L Ea e
™ Form Grzup p %4 BaPmren LET) 2
I~ Form Greup 13 - -]
M Fombrsup  p T 2SPaent) SHER
™ P Betug 18 g g
[C Formeoup 058 ShPpo SRR
I~ Formn fangin a7 5T T
™ FormGrzup p_%7 &P mreni) Lhyl 2 N
= - - =]
4) Intheinterface, select a standard form for each form group and the click [Save].
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3.3 User Account M anagement

331 Create Individual Student / Parent Accounts
1) Mouseover to [User Management] and then click [ Account Management].
2) To add student account, click [Add Student] at the bottom of the screen.
“f Notes:

To add parent account, click [ Add Parent] .

3) “Add Student” or “Add Parent” template will be displayed.
Edit Sbadeest

Lagn (6 gledl

Mame 0Era ) IE1A0
Mame (Chiy: E1A0

* Fanpwond
Candfimm Password

Cusbe of girth : [T78 = {T0 400 5]

Gencar: W au T Famala
TN
Sr i i Paadretral on Frnlap o (HUSI00
A

L Gy

Clanx Fambar - f

Syshem Grou - FEucent

Privilige Wraup
He: R

SryEy Greap

M Sursay Group 3005
¥ Charackns wilhin [&42] [A-2] and [0-9] aie ecceptible, The lenpl of e oesrmoid siomld D= Tsesen 3 asd 19

i) Input al the fields of student information.

“U' Notes:
For adding parent account, please input “Sudent name
[Parent]” as “Name (Eng / Chi)’. (eg. Chan Tai Man
[Parent])

i) In the section of “Privilege Group”, select the privilege group(s) that the student
belongs to (Optional). You should create a Privilege Group if you need to assign
specific privileges to agroup of users. (e.g. Personnels who can view reports)

iii)  In the section of “Survey Group”, select the survey group(s) that the student
belongs to (Optional). You should create a Survey Group if you will create surveys
for agroup of users frequently. (e.g. boy scout)

iv)  To save/create the student account, click [Save].

332 Create Administrator / Teacher / Other Accounts
1) Mouseover to [User Management] and then click [ Account Management].
2) Click [Add Administrator / Teacher / Others| on the bottom of the screen.
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3) “AddAdministrator / Teacher / Others’ template will be displayed.

Lt Adminiviratar § Tesdher | Other
Login [0 ; fein

Hamie (Engl Il"‘-'l LN AN

Hame (Chi] ; Al
*password: [
Confem Password : [
Dabe ot Bt : [ A= 207 4

lander : R Eake  Femalke
Uisar ddentity : |
W ad e shrator
System Group | [ Teschar
[ orthars
Privilege Groug

Ka Reoord
Survey Group

™ Gurvey Group 2009

® Chagacmsrs wWithin |&<z), A~ ] amd [0 ] s eocagialos, The leagth of (e pasbwond daoukd B beiwesn 2 and 10,

i)  Input al thefields of users information.
“F'Notes:

“ Date of Birth” isan optional field.

ii)  Toselect “Date of Birth”, check the checkbox and then select the date.

“f Notes:
- In some ESDA functions, such as* Sudent Physical Development”,
age computation is required by using the Date of Birth field.
Therefore, you should provide the Date of Birth of students when you
create student accounts.
- To select a year that is earlier than the list provided, first select the
earliest year on the list and then re-select the year again. You will
see more year (S) available for select.

iii)  In the section of “Privilege Group”, select the privilege group(s) that the student
belongs to (Optional). You should create a Privilege Group if you need to assign
specific privileges to a group of users. (e.g. Personnels who can view reports)

iv) In the section of “Survey Group”, select the survey group(s) that the student
belongs to (Optional). You should create a Survey Group if you will create surveys
for agroup of users frequently. (e.g. boy scout)

v)  Tosave/ create the account, click [Save].

3.33 M odify User Accounts

1) Mouseover to [User Management] and then click [Account Management].
2) Click [Search].
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3) “Search User” interface will be displayed.

Us=1 Manapsmenl * Sooount banagepens = Ssach Uesr

Logn 1D

Faisd (Enl

l (..;.\:._::. LE3 3
- EmEm
i)  Search the user by input either his / her “login ID”, “Name’ or “Group” and
then click [Search].
4) Click [Edit] of respective user records.

e Managemen » Soiounl Manaps il

I Lagis IR Hame (Engl Fwme (Thil)
r it EaTT LT dackrid ri GTF kN Eai

5) At the respective user editing templates.

Lisgin 10 : e
Mama [Eng) : [adminbiiy
Hame (i) ; Pdnicki
* Parasnrd I—
Centrm Passsnr I—
pate of picth : [0 A7 24

Gandar | F Wale © Famasls

igar Idaniy : |
F afd=ristrgtor
Spstem Group ¢ T Taschar
[ COthars
Privileqe Group

FO Rasaznd
SurEed Group
T Surway Group 2005

¥ Characters wathin [az] [&-Z]2nd [0.3] me acceptabde. The leagth of the passwond should b= batwesn 3 and 15,

i) Input the information to be modified.
ii)  Leavethe password field blank for keeping user password unchanged.
iii)  Click [Save] to save the modification.
< Notes:
All modifications will be reflected to the system instantly after you have
saved the user record.

334 Delete User Accounts

1) Mouseover to [User Management] and then click [Account Management].
2) Click [Search].

3) Atthe"Search User” interface, input criteriato search the to-be-del eted user.
4) Check the checkbox of respective user records, and then click [Delete].
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5) All deleted users will be moved to delete user list.

335 Extract Sudent Account Creation from WebSAM S
1) Logonto WebSAMS, select “Data Management” > “Query Maintenance’

V= rpvacn. Bagis Thes- 1071 000 7 o 0 Hal | TEEDE
T Soboivdl Yisiw (000 2F Hawwwsmai JOO8 170020

o OAINIH| Vil B i el L Pl

T T =T

.k i sy R — [T T —
Lmidewdbae [ [ T el |
|_|'"-__:-'\'l'l'| |_|"_:|:-'|'l']

[ W mami | [t o i | R s | [ [ e |

i) Click [Add Advance].

2) Intheinterface of “Add Advance Query”

Hinrras

Sl Il Eneg I6- flata : "
v Serielendl M 2 o

+ Altwndence Duany Descrigtion me ~edont s Tor m
v Shiian] ACThaes
o i il ] FEwil )

+ Amrard & Punishme
Accisriirnpan]
+ Epecial Assess

SAwIT Diegdimamiai
+ DS

+ Report Manageme
Dl BlanargRivs il

ey Slianeg

i) Input the “ Query Name” and “Query Description”.
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i) In the “ SQL Statement” field, input the script as below-

SELECT b. SCHYEAR,
a. CHNAME as
DATEFORMAT( DOB,

where a.

CHNAME ||

stuid = b.

"#' || a.REGNODRB,s ®REGINDOSSNDO,

a. REXGNO ' sas REGKO N Iabs, P As

" YYWBY/FNRMYMD DT B _ SaTsU _[SOBU BETNUT._ Sa&4J S & H

stuid ANDA&DCbObASShYlealr==""208&rb¢

SSWORD, a.
RHC as b

a. CLASSNO

“U' Notes:
Copy of this script is provided in the “ (Online) Help” in the “ User
Management” . Make sure you change the last parameter “ b.schyear”
accordingly.
iii) Click [Save].

3) To execute query, click [Go To Execute].

&
F"' [ PR (bl Bl e - i Ml

By e ]

i

Oy Harmn I siadsst datms
Cwery esrzipion Enipacd goplest Saia for SEF Tlatfam
m - LA™
5l Gwirwrmt EL%ILJ: e Il TE -"I-r |"—l1|urr
|!n:-r L-.u un PR, miiag r|
I }-.-I AT vhere SLAGELAL [ seel SLACE

I.'\--n FF '\.I." ='l2l E"I'llf HHAEE

4) At the“Output Format”, select “Excel” and then click [Save Result].

[5-DATESE B]| G Marsgernae - i

F pludwrdd_dula

LBy R

I'I.El.l I:Il-liml-ll |

| Wi et "Inr!.-uurll : h-hl

5) Open the exported filein “Microsoft Excel”.

ety Liiris L1 ajiiashy Iricect risdesl dsis for DEF II-|I ™

SIH Rt erreerl HLET ' Nl r1'1r sy TEAN] CLASSIT.
l'Il-H.lI: .'-' TH_COT STEENT EDOMD e 210G “l

E"|I'.|'!|.'Ill.| = = EIL?I. r-nlll rul ':l.

I"' 'l "'|.'|."1r whesn CLAETLTL | B 1]

(gl Fiv s

T pea

T Tt Pl

F Ewces

™ Word

LA "J.'?ll 11I.'\.IF CHeSET &
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) Use [SaveAs..] function to save the fileinto *.csv file.
6) “Microsoft Excel” will pop up a warning message as exhibited below, click [OK] to save
thefile.
LU =
: The sebscted s by s ret suppert woriboaks that cortan rstls sheets,

_B o To s ik Hhe active shest, cick OF,
lTtmﬂmmmmﬂlﬂrﬂﬂmhﬂﬁhMiﬁlmMm‘ll

kgl shasds.
[ | cowes |

3.3.6 Download CSV Template
1) Mouseover to [User Management] and then click [Import User List].
2) Interface of “Download CSV Template” will be displayed.

Dowenload C5% Tem plate

3) To download csv file template for importing teacher accounts, click [Sample File for
‘Teacher’].

4) To download csv file template for importing student / parent accounts, click [Sample
Filefor ‘ Student’ and * Student and Parent’].

5) To download csv file template for importing other accounts, click [Sample File for
‘Others’].

6) A dialogue box will ask if you want to save or open the file, click [Save] to save thefile
in your workstation.
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3.3.7 Batch Student and Parent Account Creation from WebSAM S

L Prerequisite:
- You should have the csv file either exported from WebSAMS or
generated from a spreadsheet.

- The imported file should include ALL student accounts (e.g. both NEW
and EXISTING students). Any missing account in the imported CSV user
file will be automatically moved to the listed of deleted usersin ESDA.

1) Mouseover to [User Management] and then click [Import User List].

2) Interface of “Import Users’ will be displayed.

importwsers

Current Schcal Year | 2005-05

Growip i U Teacher T Student O Student and Parent T Othars
5 Fle | Eo |
. ij . Checi{ |f .t-h(-:- d|splayed “Current School Year” matches with the student data you
are going to import.
“@'Notes:

If the current school year does not match with the data, please
adjust the current school year in “ User Management > School Year
Setting” .

i)  To import student account solely, select “Student” in the “Group” field and then
click [Browsg] to select thefile.

iii)  To import student and parent accounts together, select “Student and Parent” and
then click [Browsg] to select the file.

iv)  Click [Upload] to generate / update / delete student accounts.

3) A pre-import summary will be displayed advising the number of records in the uploaded
file. Click [Next Step] to update / generate accounts.
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Currant Sofdol Fadr - SO0E-08
I3roiiD - Shadent §na Parent
C5 Pl - iud ik iy
Wuminar of Lars - &

4) A post-import summary will be displayed advising how many student accounts have
been created / updated / del eted.

Cumant kchool Year @ 2005-05
Groe | LR
ko, ot Shadent Gormuniie ) Cresbesd ; S0
MO, o Sk i Rt Uisd atiad : 0
W, ol Studeat Sscounils] Deedesd @ 6§

5 Click [Next Step].
6) Select a Standard Form for each Form Group and then click [Save].

Fisfish GFaLIp Srandard Faem
Bl |'r~|_3
21 PEmmnt]; rr-ﬁ'w_|_.|
P2 rm
P2 Parent]; ||-"a;|-—;.-|-.||_|
P 3
03 Panant]: m
pa: |p\.|__l
B Barant]: m
= LI |
7 Pl [FliFamd ]
P |'|:-7:,'__|
P Parant]: IW"_'I
. m

338 Batch Teacher Account Creation from CSV file

L Prerequisite:
Prepare a CSV file for teacher account importation according to the
sample as listed below:

LOGI REGNENNAICHNASEIDOB |PASS WORD|Standard

teacher 1 t 123 telachern 1 lJHeader Fields| 958/ 11
teacher 2 t 124 t elachern 2 2 F 1978/ 11
teacher 3 t 125 t elachernr 3 3 M 1966/ 11
teacher 4 t 126 t elachern 4 4 F 1972/ 11
teacher 5 t 127 t elachernr 5 5 M 1971/ 11
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“ Notes: The defined “ PASSWMORD” is the default password when users first login
to ESDA. Users can change their passwords after logging into ESDA.
If Password field is empty for existing user, the system will keep user's
current password unchanged. If Password field is empty, the system will
synchronize login ID as user's default password.

1) Mouseover to [User Management] and then click [Import User List].
2) Interface of “Import Users’ will be displayed.

Current Schioal Year | 2005-06

Growip i U Teacher T Student O Student and Parent T Othars

:.:'-.-'lll.-:l Eo |

i) To |mport teacher ;:lccount in batch, select “Teacher” in the “Group” field and then
click [Browsg] to select thefile.
3) Click [Upload] to generate / update teacher accounts.

3.39 Create “ Others’ Accounts
L Prerequisite:
- Group(s) used to contain these “ Others’ accounts should be
created in the Group Management.
- Prepare a CSV file for the other accounts import according to the
sample as listed below.
1) Mouseover to [User Management] and then click [Import User List].
2) Interface of “Import Users’ will be displayed.
B Tips:
Group ID isrequired to prepare the csv file for the “ Others’ accounts. The
Group ID can beretrieved in “ Import User List” of the User Management.

Current Schical Year | 2005-06

Group ;. T Taacher T Studant O Student and Parent © Othars

o5 File ;| fo |

i) To import other accounts in batch, select “Others’ in the “Group” field and then
click [Browsg] to select thefile.
3) Click [Upload] to generate / update accounts.

3.3.10 Restore Deleted User Accounts
1) Mouseover to [User Management] and then click [Restore Deleted Users)].
2) In the interface, the “Search Deleted User” and “Recently Deleted User(s)” will be

displayed.
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If the user(s) to be restored is/are not in the “Recently Deleted User(s)” list, input search
criteriain the “ Search Deleted User” table and then click [Search].

4) At the “Recently Deleted User(s)” / “ Search User Result”, click the checkbox of user(s)
to be restored.
search tiprogepaet |
T iLgpn M Fanme jeegh marme | rhil Dl Dale
P oepoaced [LALKI|CHELHE SHLH S Tl EER S PR T
A [ LRl CHE M W) L0 — SbaiL 1A
| F | oo [ LA i CHEUND Wia] (10 FCZ o B R T
= eannanca [LAD}CHR TTF w2 14 == EODs/L 1
C sooioss [LROF|E W CHI KEE ] 160 TR R TRl
I ezpmoeL [ LA s ki g 1% v BOD&/L118
I efaesy [ LA R R e iR e R PR T)
I siaita [Laafjuall wasl Torsd T Fut TR el
[ swas [RERE-TR PR T STTESIELE.L Lol S R AT
| s [LEATREF RHU CHEJ L 15T e AR iMA
O s [LaLAJL T CHR [ 4TEEN M0 L 11
[ wpoaoee (RS LAy T JLIkY Fls oL 118
I TG [EEiA TG e LIS JLGLE TR ol A
[ #2poioes [LeanfwrHD wal raM Al maE ot R TeL ]
[ e2n0300m2 [ L A L b YEE Ot L] SR AT
r (LI ENEE] [ B8 s il vE LW D] iy 1 L3 e Tt
T ooy [s=ozjau veomn waj o SELIRS .- 1 1 moeiuifia
™ sapoacsL [ LRCCI S &4 CHIL 184 1 R SODa/L 11
- HnIDe:s [ LB G O MG {104 s A LA
[ &poIpen [ a2y M IR EE mokiL1ia
5) Click “Restore’ to proceed.
< Notes:

The users personal information, i.e. Password, System Group(s), Survey
Group(s) and Privilege Group(s) will be resumed to the moment before the

deletion of account(s).

34

1)
2)

Download Privilege(s) and Group(s) to Users

Mouse over to [User Management] and then click [ Group Management].
List of groupswill be displayed.
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3)

4)

5)

[ Group Type Code Pese (Engl Pl (Chi)
Sdmiritrator TEEAE
Cihiors =ip

[ Eestam dnoug
™ Spstam Group
M Sysimm Group
[ Grsmm Group

T SpiERm Group

Parent TR

Student L
Tuachsar ##h

To download group(s) and privilege(s) of users of a particular group, click [Export
Groups and Privilege of Users|.
A dialogue window will pop up to ask if users want to save / open thefile, click [Save]

to save the file in your workstation.

| aEEREsaTaEEE

= AW cogumimem oy
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If users click [Open], a spreadsheet will be opened to display the list of groups and
privilege of individual users.
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Chapter 4: Survey Administration (SA)

4.1

About Survey Administration (SA)
This module is used to administer pre-defined surveys for various respondents. There

D FEW
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are two types of surveys and the differences between these two types are shown in Table 4.1.
After entering the Survey Administration module, a summary table shows a list of surveys
with “Start / End Date”, “ Target Respondents”, and “ Response Rate”. To administer a survey,
the administrator selects a survey from the survey list and defines the properties of the survey.
The administrator can define the start/end date of conducting the survey, choose the survey
mode (online or offline), and select target respondents. Online mode means target
respondents do questionnaires through the web interface in ESDA whereas offline mode
means target respondents do the questionnaires with other methods, such as paper format. To
facilitate random target respondent selection, the system provides a function to draw
respondents randomly. For details, please refer to sections 4.2 and 4.3.

41.1 Before You Begin

The survey administration management is solely for administering surveys and defining
target respondents of each survey. It supports both online and offline mode in order to cater
for different situations. To access the SA module, you should possess the “Survey
Administration” privilege.

4.1.2 Understanding Survey Types and Modes
There are three types of surveys, namely, Stakeholder Survey, APASO, and
Questionnaire on ESR. The following is the description of these surveys.

Sakeholder Survey - It is a measure to help schools collect views from teachers, students
and parents (random sampling of students and parents across different grade levels) on the
major aspects of school work to facilitate school self-evaluation process. The survey results
form part of the Key Performance Measures (KPM). Generally speaking, schools can decide
whether to administer the stakeholder survey annually according to the needs of the schools.
As schools need to collect all the KPM items for preparation of External School Review
(ESR), schools should plan to conduct the stakeholder survey at appropriate time once they
aretimetabled for ESR.

APASO - It allows schools to assess students' performance and development in the affective
and social domains. This tool is applicable to Hong Kong primary (P3 — P6) and secondary
(S1 — S7) school students. One of the assessment scales, Attitude to School, form part of the
Key Performance Measures. Please  refer to the KPM website
(http://svais.emb.gov.hk/kpmweb/eng/index.htm & APASO website
(http://svais.emb.gov.hk/kpmweb/apaso/eng/default.htm) for details.

Questionnaire on ESR— This survey is designed for collecting views from principals
and teachers after the completion of ESR in their schools. The results will be used to evaluate
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the effectiveness of ESR by the QA Division.

According to the properties of the surveys, the surveys can be classified into one of the

two typesasoutlinein Table 4.1.

“B Notes:

please refer to section 4.12.

You should export the responses of the surveys to KPM Items. For details,

Typel Survey

Typell Survey

1. Thesurveys can only be administered once per
year.

2. The collected responses can be submitted to QA
Division of the EMB for Externa School Review

through the Data Submission module of ESDA.

3. All surveys must be assigned to a system group
(Teacher, Student, Parent, etc).

W

The surveys can be administered more than once
per year.
The collected responses can be submitted to QA

Division on optional basis.
Surveys can be assigned to classes or forms.
Surveys can be assigned to specific groups or

users.

The duration between administrations of APASO Surveys should be at least half a year within the same

academic year.

Table 4.1 (Properties of Type | and Type Il Survey)

41.3 Best Practices

For Type | Survey, you can administer them once per academic year. You should select
the survey mode, target respondents and start/end date carefully. Although Type Il Surveys
can be administered many times per academic year, you should not administer these surveys
too frequently for the same group of target respondents.

© Copyright 2005 Education and Manpower Bureau

Page 45



ESDA-Operation M anual Version 1.0

4.2 Publish APASO Survey (Typel)
1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) Intheinterface, click [Publish Survey].
Published Sarvey Gureey Teon @ L=l | Vour: ot W
Gursay Tiths Gtarty Bl Dube Target Risspandents:  Mide  Response Rabe
Tesch e Cumshomngrs E-E-12 - 20E-08-17 Tescher Cmhne L Do | Ciels |
Sarent Quashonrars FO06-12 - INMS-0A-1E  Farent Cniine 3 [t |
Shucie nt: Cumshorngre FNOE-EE-12 - I00E5-08-12 Shadenk ithres 2. 3% | Ciels |
3) Intheinterface, click [Publish] button next to the “ Attitudes to School”.
Publizhed Survey Wiear ; 20054
APASCE
Afmtudes to Schaool | - | | Pkl b |
Self Carcept |  ry] v | | Pkl i |
stues o Learing
Cavsal Abtnbution B rawd i | P ek |
Irta | Faiarts hi [Soicial Skl d P &
Inaparoanate Azsertvenessh
E:tﬁ.:ﬁ?m conduct, sotal harmony, cic-oriented [Fraview | [Fubiien |
Intarpersonal Aelstonshps (Interpersonal Competence] |  ry] v | | Pkl i |
praiem solvo
4) Intheinterface, click [Publish] button next to the “ Attitudes to School (KPM 14)”.
|IPHI] - Kttitudes to School [ EPSI14) |
Diata for this guestionnare sre aollacted for use far ssternal school revies (ESR]. The redult il b submittsd o EMR a8 ane
of the kems m Key Performance Measures (KFM 14). The guestonaire can only be conducked once per year, and vou may
choosa arhar the shake school or a random sample of studernts (eeected by tha spstam] to complets the survay.
S I Fubist Il_.-..,-.I
5) Intheinterface, click [Draw User] or [All Students], select the “Mode” aswell as*“ start /
End Date”, input objectives, and then click [Save].
MiAudes 1o Schood { EPM14 ) [ Prmary Stedenl) Tear : 200508
Targst Lusrs: |7
HWode: & pnlire © Défline
St e o, [ 272 7] 1o [T 2]
Obpesctrees [EnQ E
1=l
il pnctrvira [ ) =
(=
Torget Aespondent [Eng): P3P0 shudents
Target Respandert [Chi): PEFATERE
B3 Ea
< Notes:

The system draws students randomly from each class and the user list will be
shown in the target user list. You can download the user list after publishing
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4.3 Publish APASO Survey (Typell)

4.3.1 Select Target UsersFrom Class or Form
1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) Intheinterface, click [Publish Survey].

Publdishad Survay ==
Survey THile Start/End Dakn Target Respondents  Mode  Respanse Reie

lasdnar o thannars ZU05401-17 ~ JUE-I-1F TaaEar orlre 1DLFS
Parer® Cusahonnare 20050817 ~ ZUCE-NA-1F Farant Crires L%
Shudsnt Quezhonngre 2003-02-12 ~ Z00-08-12  Shudent Ciflires e ]

3) Intheinterface, click [Publish] button next to the APASO surveys (e.g. “ Self Concept”).

Asieismant Program for Afective sl Social Outcomes ':}-
dafudes bo Sohenl ] ] I ] ‘

Sal Concapt
Attudes bo Laaming

Cousal snbuton

Intarpersonal Relationships (Socksl Skilks and Inappropnate
Essertreness]

akies [sohool conduct, social hamoey, chac-orented
bahawiors)

Irterperzonal Relgborships (Inkemarsonal Competence)

Froflem Solersg

“U' Notes:
There are two questionnaires for “ Attitudes to School” : “ Attitudes to School
(KPM 14)” and “ Attitudes to School” . You should click [Publish] button next
to “ Attitudes to School” .

4) In the interface, click the radio button next to “From Class or Form (All Users or

Random Selection)” and then click the first [Select User].

ST L O i L P L L o e el
- g Ik -
- r r -
e LA | ELCIE | wil it m i -r*l'rl

5) In the interface, you can select target users by selecting target groups (All students,
Form or Class) and selection method (All users within the selected groups or random
selection), and then click [OK].
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6) Inthe interface, select the Mode (either Online or Offline) as well as Start / End Date,
objectives, and then click [Save].

Sell @ ol al EPH R Sl
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DlaBregd iEngr

Dbjavee [

Targed Pariparakent (Engle dotorderg 1o salinfad Taped Uiy
TR SR perdent [ Chil Aogoachng T peiemed T et |insrs

“U Notes:
The system can only select target users from the first list (i.e. “ From Class or

Form™) or the second list (i.e. “From Group or Individual User”) but not
both.

4.3.2 Select Target Users From Group or Individual User

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) Intheinterface, click [Publish Survey].
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Publiched Survay Smreey Type ; W Year: .Ti"r'l !l

Survey THie Stert/End Date Target Respondents  Mode  Response Reie
T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS [RET |
Parer® GQueshonnars Z00E-41E-12 ~ Z00S-10-12  Farant Crilire % Dielaiks |
Shudsnt Jusshonnaire 20054-12 ~ Z00=-08-17  Student Cfflires e [ Detai

3) Intheinterface, click [Publish] button next to the APASO surveys (e.g. “ Self Concept”)”.

Wear: FS -0
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baahaxiorsh -

Imterperzonal Relaboriships Intemparsonal Competence) FrerAl e FPuhlizh

:

Frofiem Solerg Fubligh

4) Intheinterface, click the radio button next to “From Group or Individual User (Manual
Selection)”, and then click the second [ Select User].
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Digwciwe | Ol

Target Fapordent (Eng Aoording to eslscted Tagst Lasre’
Target Exrpardant | Thic soczrdng to sslscdsd Taugst Lasm’

5) In the interface, you can select target users by selecting target groups (All students,
Form or Class) and selection method (All users within the selected groups or random

selection), and then click [OK].
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6) In the interface, select the “Mode” (either Online or Offline) as well as “Start / End
Date”, input objectives, and then click [Save].
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Target Fespondant (ingl: fecording o selecied Targst Uasrn”
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“U Notes:
The System can only select target users from the first or second selection
method but not both.
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4.4 Publish Sakeholder Survey for Teacher

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Publish Survey].

Prubdiched Surviy by
Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie

T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Chasshonnars 20050812 ~ ZITCE-NH-17  Farant Crrs % |
Shudsnt ueshonnare 2003-02-12 ~ Z00eE-08-12  Shudent Cfflires e ] Details |
| _Pusieh ey
3) Intheinterface, click [Publish] button next to the Teacher Questionnaire.
|stakehelder Survey

Tandrar Jueshnnrares
Erudent Juest e

Parert Cusibonnsr e | | |
4) In the Interface, select the “Mode’ and “Start / End Date”, objectives, and then click
[Save].

Tearkssr (s stignmaire [ Prmary Sohoal) e S -DE

NElE & onine 7 OFie

StartiBrd D o Iﬂm-ﬂ To m-@m

iy ecirras (Engl I‘... Enlp 1he echoal collsci views fras cesciear, piadenis
]

ped paIEEis on |eming and iesching, sed The wajcad sopecia
? sekee] weak lor cordeciing salf-seslustzee

NERTERER - R AR e T T e (TR
FENFENRT -

Chsdser (CThil

Targed Reyspardent (Engl Tegohers [wahiding the prroos)
Targat Eppeoradant (Chi el feseRLH |

Tolal Mo, of Teadher : 1

s [Eng) e [Chil

Ewacherdl b pcranrDIL
“U Notes:

- The Teacher group is selected by default, you can select additional groups or users
by clicking [ Select User].

- The objectives (both Chinese and English) are provided by default, you can
change the objectives, if necessary.

- The system shows the teacher list within the teacher group. You should ensure that
all the teachers (except the principal) are shown in the list. Otherwise, you should
select the missing target users by clicking the * Select User” button.
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4.5 Publish Stakeholder Survey for Sudent

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Publish Survey].

Prubdiched Surviy by
Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie

T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Chasshonnars 20050812 ~ ZITCE-NH-17  Farant Crrs %

Shudsnt ueshonnare 2003-02-12 ~ Z00eE-08-12  Shudent Cfflires e ] Dl :
3) Intheinterface, click [Publish] button next to the Student Questionnaire.

|stakehelder Survey
Tegder Queshommare
Erudent Cuest rra e

Parert Cusibonnsr e

4) In the Interface, click [Draw User], select the “Mode” and “Start / End Date”, input
objectives and then click [Save].

Waar | PS-DE

gl et i et nn sl e | Peisaey Schaod |

TREL USErs |7

Moda: Gk O Offing
SratEndg 0o g N0 -.-Hll'l -I L B .I:"Tﬁ -H'I’. -.-H = -l

Choectiees |Engl: [T belp the soboal calleat elews faem 1eachess. sl
dre [ entd on |=hmlng wad eearhing. and 1he malogp aapesid
ol ictem | wafk Do conducriag peld-realasiion

Qibjeactivas (0N i ] ]

RN NE e -

Targid P Bl 1ERl: F3SE SDuSarly
Target Paspzrdent {Ca): "= X 1rgs

< Notes:
- The system draws students randomly from each class and the user list will

be shown in the target user list. You can download the user list after

publishing the survey.
- The objectives (both Chinese and English) are provided by default, but you
can change them if necessary.

B Tip:
Secondary school 5 & S7 students who have exited school after
examinations can be excluded from this survey.
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4.6 Publish Stakeholder Survey for Parent

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Publish Survey].

Prubdiched Surviy by
Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie

T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Chasshonnars 20050812 ~ ZITCE-NH-17  Farant Crrs %
Shadsnt (uszhonnare 200382-12 ~ Z00e-08-12  Shudent Ciflirs ]

3) Intheinterface, click [Publish] button next to the Parent Questionnaire.

|stakehelder Survey
Tegder Queshommare
Erudent Cuest rra e

Parert Cusibonnsr e | | |
4) Inthe Interface, click [Draw User], select the “Mode” and “ Start / End Date” and then
click [Save].

FarEnl QEsskanan s [ Prisay Soband
Tenget Lasrs
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ol dckmsl work Tor Cordmdiing d9lf -k ot ion
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Ll B BT L

Target Exmzondart [Engl: Fareris
Target Apaponswert [Cha): BR

“6' Notes:

- The system draws parents randomly from each class and the user list will be
shown in the target user list. You can download the user list after publishing
the survey.

- For Special School, all parents are requested to fill in the survey. Therefore,
instead of “ Draw User” button, it shows “ All Parents’ button and the system
assignsthis survey to all parent accounts.

- The objectives (both Chinese and English) are provided by default, but you
can change them if necessary.

B Tip:
Parents of secondary school S5 & S7 students whose children have exited
school after examinations can be excluded from the survey.
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4.7 Publish Stakeholder Survey for Specialist (for Special School
only)

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Publish Survey].

Prubdiched Surviy by
Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie

T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Chasshonnars 20050812 ~ ZITCE-NH-17  Farant Crrs %
Shadsnt (uszhonnare 200382-12 ~ Z00e-08-12  Shudent Ciflirs ]

3) Intheinterface, click [Publish] button next to the Specialist Questionnaire.

Stikehsl der Servey

T e v ol S il
Srmisdiesnk Crusd sTOnng ne
Perant Qusshorners

S D ol b S0 i

4) In the Interface, select the Mode and Start / End Date, input objectives, and then click
[Save].
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radmi (Erg P [Chi)
Spanialt 1 Sipmroalst 01
“@'Notes:

The Specialist group is selected by default, you can select additional groups
or users by clicking [ Select User].

- The objectives (both Chinese and English) are provided by default, you can
change the objectives, if necessary.

- The system shows the specialist list within the specialist group. You should
ensure that all the teachers (except the principal) are shown in the list.
Otherwise, you should select the missing target users by clicking the “ Select
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User” button.
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4.8 Publish Questionnaire on ESR

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) Intheinterface, choose“All” and the year in the pull-down menu located on the top bar,
then click [Publish Survey].

Prubdiched Surviy Swreey Type ; B

Survey THie Stert/End Date Target Respondents  Mode  Response Reie
T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Chasshonnars 20050812 ~ ZITCE-NH-17  Farant Crrs %
Shadsnt (uszhonnare 200382-12 ~ Z00e-08-12  Shudent Ciflirs ]

3) Intheinterface, click [Publish] button next to the Questionnaire on ESR.

Juestinraaire on E5R

s re an ESE

4) Inthe Interface, input aregistration key and then click [Save]. The Registration Key will
be provided by the ESR team leader when the draft ESR report isissued to the school by
mail. This survey is only applicable to schools that have undergone ESR in the current
academic year.

Wirdr D SRS

(ieslinimaire oh ESH Survey Adsiniratisn

Fagistracan kay: |

5) Intheinterface, click [Select User] to select target user and then click [Save].

Questiomalre om ESR Survey & dsinistretisn WEAr
ShartEnd Dube: From FOOS/IEET To 00505113

—

Tar el ILEirs

< Notes:
Schools can select target users but not Sart/End Date of the questionnaire.

The questionnaire should be completed within three weeks.
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4.9

Download Questionnaire

When schools choose to conduct a survey in offline mode, they can download and

distribute the survey questionnaire and corresponding answer sheet to target respondents by
following the procedures below:

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) Intheinterface, choose “ Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Details] next to the target survey.
Prubdiched Surviy Swrvey Type ; e
Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie
T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Qusshonnars 2005-08-17 = F00S-00-17  Farant CrilrE [ Cisla |
Shudsnt ueshonnare 2003-02-12 ~ Z00eE-08-12  Shudent Cfflires e ] Details |
3) Intheinterface, click [Download Questionnaire].
Sy TV 00T i e
ELAERG Lo 0060017~ 2006-10-17
Target Brapairaisnia: G
Ligsr Sedactizn Mesds: Fardami
Vixin: CHfira
Emparam Fate: % 35324
Poblii Dt 2O0%-20-17
i By S e
Lt s 2006 00=10 1h 5557
| TR | ] Arimnd | , [ | kgmdies b Qe ]
“U' Notes:

For Sakeholder Survey, the questionnaire sheet and the answer sheet are
divided into two files. You will need to download both files for offline mode

users.
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4.10 Download User List

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Details| next to atarget survey.
Prubdiched Surviy Swrvey Type ; e
Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie
T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Chasshonnars 20050812 ~ ZITCE-NH-17  Farant Crrs % Cisls |
Shudent Qusshonnare 200348212 —~ Z00-08-12  Shudent Cfflire e Dietais |
3) Intheinterface, click [Download User List].
i T SO e
SLyEnG Cuos 20060017 ~ 2006 10-17
Target Brapairaisnia: G
Ligsr Sedactizn Mesds: Fardami
Vixin: CHfira
Emparam Fate: % 35324
Pkl D DI0S-I0-17
i By S e
Lt Ugddane 2005-00-17 1) 55157
“@'Notes:

The user list contains target user list as well as submission status of each
target user. If a target respondent submits the questionnaire through web
interface (online submission), the submission status indicates whether target

respondents have submitted the questionnaire or not.
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411 Update Start / End Date

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Details|] next to atarget survey.

Pabdishad Sirvay Swrvey Type ; B

Survey THie Stert/End Date Target Respondents  Mode  Response Reie
T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS [RET |
Parert usshonnars 2005 -LE-12 ~ Z00S-N0-17  Farant Crilire [ [ielaiks |
Shadsnt (uszhonnare 2005-09-12 ~ Z00%-08-12  Shudent Ciflirs ] | Dietail |

3) Intheinterface, click [Update Start/End Date].

Fualisbed Survay Dbl

Sl T ST i D0
ErymEnG e 2006 00-17 ~ B00G-10-17
Target Brapairaisnia: G
Uigsr Sedaction Miode: Fandar
Micde: Ofra
Emparam Fate: % 35324
Pusbhsh Dufw: S00%-L0-17
Py e 1 By e L
Lt Uniine D005 00=17 55187

4) Intheinterface, select “ Start/End Date” and then click [Save].

Pl b Siireay Detalls

Swrapp Thi: Shudont Cuestionn aing
staryErd Date: [30 2 (0 7 3 - @ A7
Tarnget Rmsponderts: Shaienk
Lhigr Selechon Wode: Random
M Tk
Baspari Fata: O [OyI2a]
Puboksh Darta: 2005-10-17
Pjbksheed Byt Admirdstrabor
Las=t Ligesyte; 2005-10-17 177537

“BTip:

If you want to close the questionnaire immediately, you can do so by setting
the end date earlier than the current date.
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412 Export Survey Responsesto KPM Items

1) Mouseover to [Survey Administration] and then click [Survey Administration].
2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Details| next to atarget survey.

Prubdiched Surviy Swrvey Type ; e
Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie
T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Qusshonnars 2005-08-17 = F00S-00-17  Farant CrilrE [
Shadsnt (uszhonnare 200382-12 ~ Z00e-08-12  Shudent Ciflirs ]

3) Intheinterface, click [Export to KPM Item].

Fulsbed Survey Delalu

Sl T ST i D0
ELAENG Cunl 200%-00F1T - 20051017
Target Brapairaisnia: G
Uigsr Sedaction Miode: Fandar
Micde: Ofra
Emparam Fate: % 35324
Pusbhsh Dufw: S00%-L0-17
ST T T B RS E A T A )
Lt Uniine D005 00=17 55187

< Notes:
You should export survey responses to KPM Items when the response rate has

reached 100% before the End Date or the time for doing the survey has
closed, i.e. the current date is after the end date.
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Chapter 5: Do Survey (DS)

51 About Do Survey (DS)

After login, the user can view a list of surveys that is assigned to him / her. Upon
completion of a survey, the user can click the “Save” button to save his/ her responses in the
system. For Stakeholder Surveys, all surveys are anonymous and all survey items within the
surveys are compulsory. Target respondents must fill in all survey items before submitting
the responses. Responses of all APASO surveys are also anonymous but the survey items are
not compulsory. The system will alert the respondents of un-filled survey items and change
the background color of the un-filled survey items in the first submission of the survey. The
system will alert users again in the second submission but users can till submit the survey.

511 Before You Begin
To fill in an online survey, your account should possess a“Do Survey” privilege. If you
cannot access the “Survey”, please consult your System Administrator to acquire the

privilege.

512 Best Practices

The system pops up a new window when you start to do a questionnaire. It is
recommended not to click any button in the original window when you are doing an online
survey in ESDA.
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5.2

1)
2)
3)

Fill in Sakeholder Survey

Mouse over to [Survey] and then click [Survey].
On the not-yet-finished survey list, click [View].
View the instruction and then click [Start].

4) Fill inthe survey.
11. Thi Caatfan Gfhen Make cOMBEantE on my
pafamants to FeHD me understand my kearing r i = r r £
progress
32, 1 Omn Qi DF BT MY SHETDSE Dooks Tor rayi 5o r B = r _
11. The keschem can ok ot my miskaloss in the I - - - -~ -~
ASHY MBS chaars
34, ‘Wihed the Daaichers mark mip @6sgoments, they . .
niten give clear maggeshore ko Fedo me bo comest my f & [ s f o~
asLaoens.
15, Thi ceacthan oflen prae ny perdorn ancss m e ™ -~ -~ " -~ -~
AFRETIETE
16, Thi beachan &né an s oo oud B, l' & i r i i
37, Thia ST s rdspart i Tda e, r i [ i [
36, This teachars cang abol mie. r i [ r r _
39, 1 pet: along with my clas smabes r i = r T £
40, Caor wEFeEal greed prdivd Medpanies b e ™ -~ -~ " -~ -~
commats from the studerds
41. The taschan wark danouwily. i L [ i i [
42, 1 g my scho r [& i [ i [

5) To submit the survey, click [Save].

“€ Notes:

You must respond to all questions. Otherwise, you cannot submit the
guestionnaire. Please refer to section 5.3 for the difference between this
survey and APASO surveys in this regard.
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5.3

Fill in APASO Survey

1) Mouseover to [Survey] and then click [Survey].
2)  Onthe not-yet-finished survey list, click [View].
3) View theinstruction and then click [Start].

4) Fill inthe survey.
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- Em
5) To submit the survey, click [Save].

“@ Notes:

You are allowed to submit the questionnaire without responding to all
guestions. However, the system will remind you if there are any un-filled
guestions in the first submission. For the second submission, the system will
remind you if there are any un-filled questions but you can still submit the
guestionnaire. Please refer to section 5.2 for the difference between APASO
surveys and Stakeholder surveysin this regard.
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5.4

Fill in Questionnaireon ESR

When a school has undergone external school review, the principal and teachers of the
school are invited to fill in a questionnaire on ESR.

1) Mouseover to [Survey] and then click [Survey].
2)  On the not-yet-finished survey list, click [View].
3) View theinstruction and then click [Start].

4) Fill inthe survey.

10. TFe 5P has identfhed mp schaol @ abreegth. L i ™ [ l"'
19, 1 sgree with tha resnmmendshing mads in b EZR report T L - [ r
211, Tremre e 5 deguuyts fame dor the school bo preprs s wiriben = - r = r
CrEDdiTEE 00 thie dralt ESR reg o

£1, Sdegushs discussnn was nesis smoreg s _--rl\:-n--lh-lﬂ'n- - - - = "
Anabsing e 5000 WITTHAN PERONc T T draft EER napodt

22, T E'SR bl reat FR0r minch of ma dads duties r & r & r
2, ESE dud Fal soedn® dvach pradiund on e r L& r & r
F4. The prhre RS process wns open and Erarsparssk ™ [ f i "~
25, O they mibeabd, 1'm S50 BG wiEh thie SR e 55 r = r = r

1F yow here ather comsments, please specily belaw ©

5) To submit the survey, click [Save].

“@ Notes:

If you cannot load the questionnaire or cannot submit the questionnaire,
please contact your System Administrator to check the Internet connection of
the ESDA Server.
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Chapter 6: Survey Import (SI)

6.1

6.1.1

About Survey Import (SI)

This module is used for storing results from completed surveys in offline format. A
Survey Helper should be assigned by the school with the rights to enter the responses to
the survey items of a survey by a group of respondents in the offline mode (usually in
paper format). A CSV file is provided for the Survey Helper to enter the survey results
in the offline mode. The Survey Helper fills in the CSV file and imports the file into
ESDA. The system checks the content of the CSV file and saves the records into the
database if the data in the CSV file passes the data integrity checking. You may choose
either “Replace” and “Append”’ when importing the CSV file. “Replace” means all data
stored through “ Survey Import” are removed before importing the data in the CSV file
of a specific survey. “Append”’ means the datain the CSV file are ssimply added into the
database while keeping existing data. In other words, if you want to remove all stored
records before importing the recordsin CSV file, you should select “Replace”.

Before You Begin
To access this functional module, your account should possess a “Data Input

Management” privilege. If you cannot access the “Survey Import”, please consult your
System Administrator to acquire the privilege.

6.1.2
To prevent from importing the same CSV file more than once, you are recommended to

Best Practices

merge all offline data into a single CSV file and then import the CSV file with “Replace”

mode.
6.2 Import Survey Responses
1) Mouseover to [Data lmport/Input] and then click [Survey Import].
2) Intheinterface, click [Details] next to the target survey.
suver tmpert  sarvey vype s R veor - EEER [N
Survey TRle StartfEnd Dabe Target Respondents Mede Responde Rato
Parant Cussboninaing 20508-10 ~ 200508-10 Pangt Cfflina £ Do [
Teacher Cus=thiannsins s005-08-18 ~ Z0035-08-13 Teschar ffline L% Doet
3) Intheinterface, click [Download CSV Template].

)] If you have the CSV template already, you can skip this step.
i) After you download the CSV template, fill in the responses.
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Burepy Tride: Parent Qusshornasine
StamEnd Dama: 2005-08-1% ~ 2005-08-179
Ta et Peipsrafentd: Pasent
Liser Seledior Mode: Random
Mada: Offine
FaSlrra i Mate: 1U0%
Fubhzh Dste; 200°5-08-1%
Puplishiod By Kongia Lam
Last Updara: 2005-08-1%9 15: 5125

4) Click [Import Response].
5) Intheinterface, select an “Import Mode”, browse a CSV file and then click [Submit].

Survey Thke: Parent Quasthonnarns
[nipoem Mods: & dppand © Roolaca

L9 Fila: | LI

< Notes:
If you want to remove all imported responses from the system before
importing the new records, please select “ Replace” in “ Import Mode” .

6.3 Input Scale Results and Individual Survey Items

This function enables schools to input data of the teacher survey, student survey, parent
survey and Attitude to School (KPM 14) not administered by ESDA.
“U' Notes:
You are not allowed to input the scale results if the stakeholder survey has
been published in Survey Administration module.

1) Mouseover to [Data lmport/Input] and then click [Scale Result Input].
2) Intheinterface, select a survey and aschool year.

Stabahodersurve el sl oot survny - EETS
Sab-srale Valugp
Tuading strategias and skiks I_
Teaders tnowledgs s=d siffude I_
Studerk: keaming [
Laaming srae gks I_
Studerts' readirg habi [
Farformarce azsessmeant I_
Schoal autture e
- m [T

3) Input value for each sub-scale and click [Submit].

4) To input values of individual question associated with a particular sub-scale, click
[Expand].

5) Intheinterface, enter values of each sub-scale and/or question.
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= WWhan the teachars mark my Sssignments, they often give clear sugge sons to help me
o cormmet my rrosik ki

= Tre teachers often prms=e my perdformarcos n the assigrments,

Sohieod auming

= Tree Deaichars and on Paimmonious TeTns.

& Trer shudents resped the tmachars,

& Trer bmachers came sbout me

w0t alorag with my clisen atas

.1 Qur school Qives pOsitive FESPOTGEES T0 e Comments from the studants.
& Trer beachers work senouy

# [like my school,

TR 1T

Em i 1 KPM Hem Submit ) Bk
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6.4 Export Valuesto KPM Items

6.4.1 Export Values from Sakeholder Survey

1) Mouseover to [Survey Administration] and then click [Survey Administration].

2) In the interface, choose “Stakeholder Survey” and the year in the pull-down menu
located on the top bar, then click [Details] next to the target survey.

Publiched Survay

Swreey Type ;

Survey THie Stert/End Date Target Respondents  Mode  Respanse Reie
T&ssnas Cus-thnnnare AUNS4LE-1Y = JUE-N-12 Taather Crilire I0LFS
Parer® Chasshonnars 20050812 ~ ZITCE-NH-17  Farant Crrs %
Shadsnt (uszhonnare 200382-12 ~ Z00e-08-12  Shudent Ciflirs ]

3) Intheinterface, click [Export to KPM Item].
(Published Sy el |

Aurvde TIERS | ST O RS et D T
Tl tiEnd Dals: NI0F-06 -2 = 2 50823
Targel Pasparelents: Dudant
Uner Salmchzon Mode: Rardom
Hads: Offne
Fmnpairas Flsbs; rid
P o Dbyt SO06G 06322
Pubietiead Bp! Kl Lam
Lacl Uiedaln: MI0S-[8-20 123280

I | - =l | : Tl | : | peak ataibnd Duw  aw]

< Notes:
You are recommended to export the values to KPM Items after you have
imported all responses from target respondents. However, you can export the
values more than once in case updates are being made.

6.4.2 Export Values from Scale Results

1) Mouseover to [Data lmport/Input] and then click [Scale Result Input].
2) Intheinterface, select a survey and aschool year.

Stnknoiersuvey - e mesut ot surey - ST
Sab-srale Valugp
Taathing strabegos and shiks |_
Teaders tnowledgs s=d siffude I_
Studerk: keaming [
Lk 2T e T i (s I_
I

Studerits readrsg Rahe
Fermormance assessmant

Schadl ot

I
3) Click [Export to KPM Item].
“f' Notes:
You can only export the values to KPM Items if all values are provided. When
you export the sub-scale values, you are exporting the selected survey (as
indicated in the drop down box at the top of the table) only.

-1l

© Copyright 2005 Education and Manpower Bureau Page 69



ESDA-Operation M anual Version 1.0

6.5 Import APASO Data from APASO mdb File

This function enables schools to import the old APASO data from the APASO Windows

Application to ESDA.

6.5.1 Download the Windows Application for APASO mdb File Extraction
1) Mouse over to [Data Import/Input] and then click [Survey Import].
2) Intheinterface, click [Import APASO Old Data].

Lurvey Impurd Survey Type : _ Vear :E EW—

Suruey Title Start/End Date Target Respondenks Moide Resppase Rabe
Mo Pubbeled Siiras

w5
L

3) Intheinterface, click [Download ‘ APASO export old data’ program].

CEVFie | am. |

Cacrilina ol BP RS oged 11 40 o & SO a | ETTN |

4) Pleasefollow the stepsin Appendix 1 to extract acsv file.

6.5.2 Import APASO Data (Converted to CSV File) into System
1) Mouseover to [Data lmport/Input] and then click [Survey Import].
2) Intheinterface, click [Import APASO Old Data].

Saraey Import Survey Type ! Wear .-
Survey Tile Start/End Date Target Rospasdents  Mode  Response Rate

Pareit sk onnair SO0S-08-10 «~ JO05405-10  Parant Offhing 100% | Details |

Temchaatr Qusrstiannaira 20050818 ~ 200542210  Teachar Oifina .58 I Dot

3) Click browseto select the APASO CSV file and then click [Submit].

import APASO OWOats |
CEY Flr'[— o |
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Chapter 7: Data Import / Input (DI)

7.1 About Data Import / Input (DI)

In Data Import, the system can store data of KPM items (KPM01, KPMO07, KPM10.1,
KPM13, KPM 20, KPM21, KPM22, and KPM23.2) extracted from WebSAMS in CSV file
format and these CSV files can be imported into ESDA directly. Alternatively, the operator
can choose to input the data of these KPM items directly through the web interface. The
system can validate the data types and the valid ranges of the values on entry. In addition, the
valid range of datais shown next to each field to remind the operator the valid range for the
data. The operator can save the data of a specific KPM item as “Draft” if the data are not
finalized. Data marked as “Draft” will not be extracted in Data Extraction module. For the
details of data extraction from WebSAMS, please refer to Appendix 3.

711 Before You Begin

To access this functional module, your account should possess a “Data Input
Management” privilege. If you cannot access the “Data Import / Input”, please consult your
System Administrator to acquire the privilege.

7.12 Understanding KPM

Key Performance Measures (KPM) is a tool developed by the EMB under the “ School
Development and Accountability” framework. It is a school data system built on the “ School
Performance Indicators’ framework, providing objective and quantitative data to supplement
the performance indicators which are mainly qualitatively orientated. For details of KPM,
please refer to the KPM website (http://svais.emb.gov.hk/kpmweb/eng/index.htm)

7.1.3 Best Practices

To simplify the data collection procedures, it is recommended that you extract KPM
Items from WebSAMS. For the detailed procedures, please refer to Appendix 3. In addition,
you should save KPM Item as “Draft” if the data are not finalized.
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7.2 Import CSV Data Extracted from WebSAM S

1) Mouseover to [Data lmport/Input] and then click [Import KPM Data].

< Notes:
Before you import CSV file into ESDA, you should extract data from
WebSAMS. For details, please refer to Appendix 3.

2) Intheinterface, browse a CSV file, select a“Status’ and then click [Import].

Packmges =l-'| o |

SIS & pamaly Comoletedomoieted  © Draft

@3
“@' Notes:
You should select “ Partially Completed/Completed” in “ Satus’ if the data
are finalized. Data marked as “ Draft” will not be exported to QA Division in
the “ Data Preparation for Submission” module. Whereas Data marked as
“ Partially Completed” or “ Completed” will be exported to QA Division.
3) The system shows the uploaded data. Below is an example of KPMO1 extracted from
WebSAMS.

Dol s Suc sl

AL P Wales

EFAl L Cosposition of Schos Mansg esen Cosimirtee | S¥C)
Tortsl no, of mesmbare. m WG 12
Ho. cf schcal spormeonng body memberns Fj
I e prwipad & sl of e SMCT (e 1; Mo @) !
Ko, of T ach s 2
Ho, of peremts a
Ho. of slumm 1]
Ho. &l mdep el et mambans|

7.3 Import KPM Report Card

This function enables schools to import data kept in a KPM Report Card. The KPM
Report Card is provided to the ESR schools by the QA Division of EMB to facilitate their
preparation for ESR. Only the KPM Report Card with the correct version can be used in this
function.

1) Mouseover to [Data Import/Input] and then click [Import KPM Datal.

2) In the interface, browse the KPM Report Card with the correct version and then click
[Import]. You may find the version number on the top left corner in the “Data Collection
Form” worksheet in the original KPM Report Card Excdl file.

Patkags Fa [T B, |

SEECUST F partisly CompletedComplstesd T Draft
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14 Input KPM Item Data

1) Mouseover to [Data lmport/Input] and then click [Input KPM Data).
2) Intheinterface, click a KPM Item. (Below is an example for primary school. Items for
secondary and special schools will differ.)

Tadtery By HI0S-10-24 (0:06 s st
S10%-10-2 4 D008 Competad

Mamenemml & drgannaliae Domais
H Carpeiion of Sohod) M ererrnk Corsryties CIHCH S10%-10-24 (008 Corgisted
] ShTi s 20 sk lnadershp - [
] Tty sooluipsn deveoprmnt - Pt Shart
4 Tasecheer gl Foalos el & e g srce - Pt Shart
3 ashowy secsp-ahiure o= gy and sahink junoort - Pert Thart.
Leameng ard Teathing Domais
L] Taactery , paranls’ and Sudnk’ vew on lvareng L eakng —_ P Shart:
7 Peambiir of gctw e §chool dir - Pt Thart:
] e e for the B Tl - Pt Shart,
i ihrlerty read v babd - Mert St
0 Emaien of co-coroder mEm ey - Pt Thart:
oy el Sappart & Skl Elboy
Il Taactears, ibutherts' B panerits’ ssss o0 sl ouftue — Pt St
[+ ‘ vriwr on b chuyz| patrerysm —_ P Shat:
FES Shelerds atbodas b ool - Mot Shat
oyl Perfarmmarce Domein
20 Shderk oebioabon n oler-chod esink - Mert St
21 shederd p et ation n uedprrrdioos srel wountey e arouni - Fdert Shart
27 et abscdices MOE0R-21 19:08 Cureietad
23 Thudety sl desesd oot MOS.1003 7L Partidly Comphted

I - o | e

3) Intheinterface, enter the values and click [Save].

Total raz. of mamkers mSEC S {Fram 1 Ta 2}
ti. ol wchool spore g Do dy e b E— {Fram 1Ta 30}
I3 thw prircipal & mambar of the SHC? CFee: 12 Ria: O] — Fram ©°Ta 1
Ko, of keacamn E—— {Frarm 0 Ta 30}
k. of paTEmEr - {Frar 0 Ta 30}
Ko, of shurers F {Frar 0 Ta 20}
K, i indmperdet manberis| F— {Fram 0 Ta 20
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7.5

Validate the Values of KPM [tem

1) Mouseover to [Data lmport/Input] and then click [Input KPM Data].
2) Intheinterface, click [KPM Item Checking].
It CFd Naka
EFR ThEEs Lang Lipdate Stalis
Bawe [nlermetion
Tawcters Bauras S10%-10-24 0008 Corplebad
Tl g e ek g SI0%-10-324 D08 Completad
Mamegemml & drgannatias Domaks
1 Carmmdin of Totee ) Magn s ek Crar il OO0 SI0S-10-24 [0:08 Completad
2 TLATS sarw 20 dcho lnederihn —_ Pert St
1 e At Slart
4 Mt Shart
- — . s Slart
Lrameng ard Teadthing Domais
L] Tewctars |, panatls’ and Sudenty’ vew on lvarng b Batng Pt St
? Mynbier of e el der Pt Sk
a 5 o1 bres Ko bha B ELe Pt Shark
a N Pt Shart
D Sl o -y 1 A Pt St
Shydwnl Fuppart & Schoal Elbos Canesin
i1 Tawchery, sbuderrls’ B parerts” ssre on ool ouftus Pt Gt
i aranky v on home-ictos! pectrecs®n Pt St
s Thelerdy stbbuodes b schasl Mt Shark
Pt Shart
— Mt Shart
050921 1904 Corpletad
S10%-10403 21:33 Partalby Come etad
Tl | iFir
3) The system shows alist of KPM Item with inconsistent data. Click [Edit] to modify the
data.
KPM Them Checking
| EPM ltems Detalls
KPM 1 - Composion of School The calculanon of Total o, of mambers in SMC s sum of the KPMO T gam Iﬁl
Managament Committae [SMC) valua, check whethar tha numbier are antared =
k]
4) Intheinterface, enter new value(s) and then click [Save].
Compouiien of Schopd Maragement CommEiee [ SR ) FE RN - SRS SN -
e Craieal  ppws value  Acoegtable Velue
Tatal no. of menters i G 2 | iFrom 1 To 200
W, ol sora ol SEonsoeng body menta a | {Frame 1 To 300
[ ey prineckond | 3 rrearedier oF the SACT Cresr 1; Mo O) L I LFram O Ta 1)
B ol TRk 2 | dFrom D T 300
T o3 e S 2 | Pl O Tl 300
kg, & s o | e O T 300
Ho. ot inds pendant member|{x) el | {Fram O To 300
B Tips:

- The warning message is shown next to thetitle of the table.

- You should input “New Value” for sub-item that you are going to update

instead of inputting all “ New Value” for all sub-items.
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D Tips:

When all KPM Items input are validated, you can click “ Export KPM Item”
to export the KPM Items to Excel file for storage or future reference.
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7.6 Input Sudents’ Physical Development Data

There are three functions in the Students' Physical Development module. They are: “Set
Test Date”, “Upload Student Data’, and “Student Data Summary”. You should define the
date when the test is going to be taken for the classes and then download a CSV file with
student list. After filling data into the CSV file, you can upload the CSV file in “Upload
Student Data” function. Finally, you can view the data summary in “ Student Data Summary”
before exporting the Data to KPM Item. The following flow chart illustrates the procedures
of the module.

Define Test Date for Each
Class

y

Download CSY File

¥

Input Student Record into
No CSV File

y

Import Filled CSV File to
ESDA

Is all classes
completed?

Yes

Including Weight

and Height? Yes

Click “Export Physical fitness
test and Stwdents” Waeighi-For-
Height fo KPM™

Click “Export Physical fitness
test to KPM"

7.6.1 Set Test Date
1) Mouseover to [Data lmport/Input] and then click [Input Physical Development Data].
2) Intheinterface, click [Set Test Date].
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Student Physical Development
Set Test Date

Upload Student Data
Student Data Summary

3) Enter “Test Date” for each class and then click [Save].

r Chags Tesh Dabe | wpyy S dd )

= E OGN fI6

r 2B A0Sl 28

r 3 T N

r~ B S S S

r B, T N

r - ] T N

r~ BiC —

r ED T N

| Evport Shudemi List_| EX Em

4) Select the checkbox(es) next to the appropriate class(es) and then click [Export Student
List].

Sat Test Date Yaar: 200506
E Dlaay Tweall [hatw {yywymm fald |

=1 ExY 006/ D8 {7E

'; £ LD D8 25

'_ S — — —

r £ il

r e N S

r ] A

r S { i

~ 0 —

5) Inthe"File Download” pop-up window, save the CSV file and fill in the values.
“B'Warning:
- Some values in the CSV file are filled in by the system. The system will use
these values to match class and student when importing data. Therefore, you
must not change these values.

B Tips.
KPM item 23.2 contains the index of acceptable weight range. If you extract
KPM item 23.2 from WebSAMS and import it into ESDA, you don’t need to fill
in the height and weight of students. Moreover, you should use the button
[Export Physical fitness test to KPM] described in Section 7.6.3 to export
data to KPM item 23.1 only.
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7.6.2 Upload Sudent Physical Development Data
1) Mouseover to [Data lmport/Input] and then click [Input Physical Development Data].
2) Intheinterface, click [Upload Student Data).

Student Physical Development
Set Test Date

Upload Student Data
Student Data Summary

3) Upload the CSV file (created in Section 7.6.1) and then click [Submit].

Uplosd “qudinl Dhals Tiedr : PSR

AL I

4) The system shows the summary of data imported.

Mo, of Reoords Uploaded

Class Awaraga of wotal score of tha fress  Peroentapes of tho sbadants withn Ho, of Students
mams tha aceptanlo saight range

£ ¥ 7 40

7.6.3 Export Sudent Physical Development Datato KPM Item
1) Mouseover to [Data lmport/Input] and then click [Physical Development].
2) Intheinterface, click [Student Data Summary].

Student Physical Development
Set Test Date

Upload Student Data
Student Data Summary

3) Click [Export to KPM Item (KPM23.1)] or [Export to KPM Item (KPM23.1 and
KPM23.2)] to export datato KPM Item.

Sudest afa Summary Tear - FHES- &
Mo, of Repord s Uplasdsd

Clacs tmrage of botal score of the finess  Percerkages of B studerks within haz. of Srudants
Eami e acciaptabia wasght rangs
0, 7 7 0
i o n 0
= o n 0
] o 1} 0
[ o a 40
B u] 1} w]
&L [u] a &l
&0 o a 0
A - 1 ' C | Em

“U Notes:
- Click [Export to KPM Item (KPM23.1)] to export data to KPM 23.1.
- Click [Export to KPM Item (KPM23.1 and KPM23.2)] to export data to
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both KPM 23.1 and KPM 23.2.
- You should use [Export to KPM Item (KPM23.1)] if you have extracted
KPM 23.2 data from WebSAMS and imported into the system.
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Chapter 8: Report Viewer (RV)

8.1 About Report Viewer (RV)

This functional module is mainly designed for data analysis as well as the display and
output of the results. The display is in two formats (table and chart). Different forms of
displays will be shown on the monitor according to the types of surveys. The system provides
reports for Stakeholder Survey, APASO, and KPM ltems.

8.1.1 Before You Begin

To access this functional module, your account should possess an “ESDA Report
Management” privilege. If you cannot access the “Report Viewer”, please consult your
System Administrator to acquire the privilege.

8.12 Best Practices

To generate complete and meaningful reports, you should ensure the compl eteness and
correctness of data collection in related sections. For KPM Item, you can check the
correctness of KPM Item in “Data Import / Input” module. For Stakeholder Survey and
APASO, you should ensure all responses from respondents are stored in the system.

8.2 KPM Item Report

1) Mouseover to [Report Viewer] and then click [Report Viewer].
2) Intheinterface, click [KPM Item Report].

Report Yiewer

KPM Item Report

APASO Report
Stakeholder Survey Report

3) Intheinterface, select “From” and “To” for the year and select aKPM item.

Rar e [FRHE =] 5 [30E00 7]

EPM Fam: |I Corrsprniie of Sl Mo gimnd Cornemiee [SREC) j
- EmEmmEa
i)  To view the report of the selected KPM item on the screen, click [Submit]. A table
and a graph showing the data of the selected KPM item will be displayed.
i) Toexport the KPM itemto MS Excel file, click [Export All].

“@' Notes:
- When you export the KPM Items, the system exports a zip file with a MS
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Excel file and a CSV file with data. You should export two files into the same
directory and then open the MS Excel file to view the KPM Item report.

8.3 APASO Report

1) Mouseover to [Report View] and then click [Report Viewer].
2) Intheinterface, click [APASO Report].

Report Yiewer

KPM Item Report
APASO Report
Stakeholder Survey Report

3) Intheinterface, select a school year, a Questionnaire and a Time Frame if appropriate.

[ EET Tl T |_:.;|-_"_.-\.q;. .|

Time FREEY & proe: 0050502 Ta

N R-N-]
R

Fepart Trpe m
 whiok Sthi
® Fram
mra Fede Fes [ es
Regparadsnt: T Clyes

(-]

— -

. EmEmEen
4) To view the reports
i) Select a Report Type.
i) Select “Whole School”, “Form”, “Class’, and “Gender” of the respondents and
also choose the corresponding sub-items (e.g. P3, P4) if appropriate.
iii) Click [Submit].
iv) The system shows the “Means” reports related to the selected groups of
respondents.
V) Click [Print].
“@'Notes:
- Some options in “ Respondent” will be dimmed if the “ Respondent” is not
applicable to selected report type.

5) To export the reports
i) Select a Report Type.
i) Select “Whole School”, “Form”, “Class’, and “Gender” of the respondents and
also choose the corresponding sub-items (e.g. P3, P4) if appropriate.
iii) Click [Export].
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“@' Notes:
- When you export the KPM Items, the system exports a zip file with a MS
Excel file and some CSV files with data. You should export these files into the
same directory and then open the MS Excel file to view the APASO report.
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8.4

1)
2)

3)

4)

5)

6)

7)
8)

Sakeholder Survey Report
Mouse over to [Report Viewer] and then click [Report Viewer].

In the interface, click [Stakeholder Survey Report].

Report Yiewer

EPM Jtem Report
APASO Report
Sakeholder Survey Report

Select a“Report Type”. There are 3 types of reports, namely: Overall Report, Cross Year

Comparison, and Cross Questionnaire Comparison.
To view “Overall Report” of a specific Stakeholder Survey

Report Type ||_ra:|J Rt j

Stakeboloer Survey | |m|=ll|=w --I

veor: [X0HE -

i) Select “Overall Report” in “Report Type”.
ii) Select a Stakeholder Survey and a school year.
iii) Click [Submit].

To view “Cross Year Comparison” Report

Report Type: |[Choez e Conparson =

Stakeholder Survay; |Tﬂ::'m":*mﬂl:.m --|

LLE Ly F T TEr T Y P |

i) Select “Cross Year Comparison” in “Report Type”.
ii) Select a Stakeholder Survey and “From” and “To” of school year.
iii) Click [Submit].

To view “Cross Questionnaire Comparison” Report

Report Type |{'r'\e_: ety LOOnpRAITOn j

vear [ A |

i)  Select “Cross Questionnaire Comparison” in “Report Type”.
i) Select aschool year and then click [ Submit].

To export the reports, click [Export].

To print the reports, click [Print].

< Notes:
- When you try to export the Sakeholder Survey reports, the system exports

all types of stakeholders.

- When you select more than three years in cross questionnaire comparison
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report, the system exports data with the latest three years only.
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Chapter 9: File Storage (FS)

9.1 About File Storage (FS)

A file repository is provided for schools to store relevant documents. The system creates
folders for each academic year automatically. You can upload documents into a
corresponding school year folder. To submit these documents to QA Division when
undergoing external school review, you can pack the required files into a data package in
Data Preparation for Submission (DPS) and upload the data package to QA Division through
CDS.

9.1.1 Before You Begin

To access this functional module, your account should possess a*“File Storage” privilege.
If you cannot access the “File Storage”, please consult your System Administrator to acquire
the privilege.

9.12 Best Practices

You should store files in the corresponding school year folder so that you can retrieve the
files easily from school year folder when exporting a data package in Data Preparation for
Submission (DPS) module.

9.2 Upload File

1) Mouseover to [Data Submission] and then click [File Storage].
2) Intheinterface, click aschool year folder on the left hand side.

= AFjls Shorsgs

j‘ﬁu-‘:'-‘ Filae St Fila Size  Date Ugaaded by
_,m ™ Sc& Bagortdac 235 kS 2005-10-17 Acdministrano

Vet [
3) Click [Browse] to select files and then click [Upload].

Upload File

| oL | | et |
| ot | [ e |
| ot | [ -
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9.3 Download File

1) Mouseover to [Data Submission] and then click [File Storage].
2) Intheinterface, click aschool year folder on the left hand side.

g0 =_||-e Storsgs
j—f‘f“ﬂ— Filae St Fila Size  Date Ugaaded by
™ :.'JIL'E I 5548 Sepoitda; 235KS 2005-10-17 Administratod

3) Todownload afile, click the filename.

94 Delete File

1) Mouseover to [Data Submission] and then click [File Storage].
2) Intheinterface, click aschool year folder on the left hand side.

g0 =_||-e Storsgs
j—f‘f“ﬂ— Filae St Fila Size  Date Ugaaded by
™ :.'JIL'E I 5548 Sepoitda; 235KS 2005-10-17 Administratod

Ciz00s
3) Todeletefile(s), select checkbox(es) next to the target file(s) and click [Delete].
“G'\Warning:
- Please select the files to be deleted carefully because there is no function for
you to restore any deleted files.
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Chapter 10: Data Preparation for Submission (DPS)

10.1 About Data Preparation for Submission (DPYS)

This module provides functions for extracting data from APASO, Stakeholder Survey
and KPM Items to support external school review and preparation of reference data for
reference of schools. It shows all school years which are enabled in the “ School Year Setting”
and shows the status of each item of these years. An operator can export data from any of
these years into a package. In addition, the package can aso include documents required for
external school review, such as the School Self-assessment Report (SSA Report). This
package can be submitted to QA Division through CDS in WebSAMS.

10.1.1 Before You Begin

To access this functional module, your account should possess a “Data Submission”
privilege. If you cannot access the “Data Preparation for Submission”, please consult your
System Administrator to acquire the privilege.

10.1.2 Best Practices

KPM Item with status “Draft” will not be extracted to the data package. You should
ensure that the status of finalized KPM Items is changed to “Completed” or “Partially
Completed”. For example, there are four sub-items in KPM4 (KPM4.1 to KPM4.4). If you
input and save KPM4.1 only, the status of KPM4 becomes “Partially Completed”. Not until
you have input (and validated) all these 4 items will the status be changed to “ Completed”.
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10.2 Export KPM Data
1) Mouse over to [Data Submission] and then click [Data Preparation].
2) Intheinterface, click [Data Preparation for Submission].
Data Preparation
Data Preparation for Submission
Export Responses from APASO
3) Select the checkbox(es) next to school year and then click [Next Step].
Dala Fregaration far Sshmisvies
e
™ 20m3-na [~ mn4-ns
Clabed
APASO
Ariitadas o Sohool (EER514) Mot Start Ciomiplarbed
Slakiheddar Surviy
Terache Qusthormsaams Mot Shart Mot SEart
Budent Queshormsm Mot Shart Caompierhed
Fgrant Queshonnaine Mot Start Complated
mMakagiiment & Organisation Desidin
Compasition of Schiool Manapemment & ommihoe (562 MO SLafT Pairtaally Soim pla b
Tadathers paleiuons dess Spimsnt MOt SEarT Mot SEart
4. Teache qualficatior and = perisrcs Mot Shart Mot Skart
% Bonwool ecpenciiune on lesming s studert support Mot Shart Mot Start
Learning and Tesching Damain
Kurnbear of activie schaol dayvs Ot Start Mt Start
B Lesson tine for tha B KLAs MO St Mot SCart
= FuderEs meadng hatst qMot Shart Mot SEart
10. Provizion of to-maslsr adrebes Mot Shart Mot Start
Student Pertarmance Domein
15, dsaraga HCET raw soones of siudonts in the ooro-froo subjeds Mot Start Mot Start
0. Srudent patcpeat on i nber-Ednool ants T SLat Mt Start
T, Mudent pabcpsbon m ufslamiicas and valunksry fSry S grougrs Mol SEart Mot SEat
2. Fudents’ stterdance Mot Skt Mot Shart
23, Fudents phvysical desslopment Yot Start Craft
< Notes:
-You should select data set which you are going to submit to QA of specific
school year (s).
- Data marked as “ Completed” or “ Partially Completed” will be extracted to
the data package only.
4) Toselect files, e.g. SSA Report, for data submission,
i)  Click aschool year folder on the left hand side,
ii) Select checkbox(es) next to target file(s),
iii) Click [Next Step].
=Cvesr Year; Z004-03 selected Flle |
e Filw s FileSizn | File Nas File Siae
S Repnrroo 23,5 W Mo Hecords.
5) Intheinterface, click [Export] and save thefile.
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Dats Preparathon fer Sebmission Sumsssry

EPM ftemiYesr): 200403
Filgs; negi ey s ciy
sycent_phy=ca _cevelopment_O50811 o3y
Tabts ks 11%.e0 KN

Facaimaim Siza: 10 ME

6) For details of uploading the data file to QAD, EMB through WebSAMS CDS, please

refer to Appendix 2

“G'\Warning:
- Thefile size of the data package should not be larger than 10MB.

10.3 Export APASO Data

1) Mouseover to [Data Submission] and then click [Data Preparation].
2) Intheinterface, click [Export Responses from APASQ].

3) Select aschool year.

4) Click the checkbox(es) next to the appropriate APASO survey.

Expart Reagaonses from BRR500

r Survey Tithe bp. ot Admmdaistratian
T e Coromph 3

I Inmmpeanonal Belatenshps (Tooasl Shok and Inapprepnats Asverineran)

I values (Echodl condict, social hamding, ovie-Dranmad Bdhameans]

I Penblen Sobeing

5) Click [Export] and save thefile.

6) For details of uploading the data file to QAD, EMB through WebSAMS CDS, please

refer to Appendix 2.
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Chapter 11: System Message Viewer (SMV)

11.1 About System Message Viewer (SMV)

This module provides functions to import system message package which can be
downloaded from WebSAMS CDS. The messages provide information related to the ESDA
or special announcement. Each system message has an expiry date and disappears after that
date.

1111 Before You Begin

To access this functional module, your account should possess a “System Message
Administration” privilege. If you cannot access the “System Message”, please consult your
System Administrator to acquire the privilege.

11.1.2 Best Practices

Since system message disappears after the deadline, you should import the system
message in the system once you get the message from WebSAMS CDS. Otherwise, you may
miss the system message.

11.2 Import Message File

“@' Notes:
-Before you import message file, you should download the message file from
WebSAMS CDS. For details, please refer to Appendix 4.

1) Mouse over to [System Tools] and then click [ System Parameters Setting].
2) Intheinterface, click [System Message].

System Parameters Setting

Schoal Yaar Safing
Password Manajdemernt
pmain Mame [P Satting

Qcher Links Sething

Folder Setbn

Susterm Reqistrabor
Papt s mp
Syatern Message
3) Click [Import System Message].
4) Intheinterface, browse the system message package and then click [Import].
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[impors Systerasessage |
Parkagm Fla: |— o |

11.3 View System Message

1) Mouse over to [System Tools] and then click [ System Parameters Setting].
2) Intheinterface, click [System Message].

System Parameters Setting
School Yaar Setting

Password Managemert
Domagin Mame [ [P Satiing
ocher Links Setfing
Folder Settng
Syshen Registration
Parxage [mport
Syatermn Message

3) Click [View System Message].
4) The system shows alist of messages, if any.
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Appendix 1 — Procedures for Generating a CSV File for Survey
Import from APASO mdb File.

“@'Notes:
- Windows version of APASO application must be installed in the machine that
you are going to extract APASO data.

1) Download the windows application (ReadAPASOData.exe)

2) Copy the “APASO.mdb” and “SYSTEM.MDW” (from existing APASO program; the
default instalation folder is C:\Program Files\APASO) to the directory where the
“ReadAPASOData.exe” islocated. (e.g. C:\Program Files\ReadA PA SOData)

3) Runthe“ReadAPASOData.exe” program.

[—.L Read APASODeh o5 ‘ 3 i

- APASO.mdb j“a SYSTEM MDW
4) Click the “Generate CSV file” button.
S i=lE3
| meswomEs |
[ Genesie C5Y Fie |
WERC
Fie Path
]
Opesn

5) A CSV fileisgenerated.

P s ) TYSTEM MDW
T H o= TE] 'y
E:l Pl AP ASTI Dk e % ZTEUNET.LOD
‘ - L
w AFARC Wb 4 ZYSTEM Wb
IE % T e

@ .iu'FJ..'!l.-.l_uH_-Ith'.'.-
i,

© Copyright 2005 Education and Manpower Bureau Page 94



ESDA-Operation M anual Version 1.0

Appendix 2: Update Data Package through WebSAMS CDS

1. Tosynchronize transmission list (you need to do it once only), access the “CDS >
Transmission > Ad hoc transmission” page and then click [Start].

Award & Punishmefiy]

e [5-CD515-01] CDS > Transmission > Ad hoe Transmission

Special Assessme —
Schedule Transmission

SISIiERivREnt Click “Start™ to trigger transmission
= CDS

Outgoing Msg

Incoming Msg

2. Tosendfilesto QAD, access“CDS > Outgoing Message > Maintain Message” page
and then click [Add] button
3. Intheinterface,

)] Enter the description
i) Select “ESDA data pack to QA (ESDA) Data (DAT) from “Subject (Code)
Type (Code)”

iii) Browse the data file (ESDAData.dat) extracted from ESDA
iv) Click [Add File] button.
V) Click [Save]

Theew speaibemin Lagin
|

e 3 DD s s e - s P M e

dd New Qusgoing Mewsage
[ie-ps g o e
=D datn File From ABC Echeal

N St (el EST® (ESTE) Dmss [BAT| e

o Typee il milak

j Ty Fie Amschiiisi
- G
B bl e oo 4

1 Reph Deadaye I
E—r = Aaldl T | | Dickebe File |

4 misy
L= Mo |

o

- Fepent

(sawe | [Pt |
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4. Inthe message list interface, click the description of the message that you have added in

step 3.
5. Intheinterface, the system shows the message details. To send the message, click
[Encrypt].

Pl T, Fs o ﬁ_ﬁ Updeed Data
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Sl B[] Ry
x EFBA data Torom REC Schoal
“.-l [ ] 1 Recelved f Subject {Coidap EEI% (EZDW )
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Appendix 3: Extract KPM Items from WebSAMS

To extract KPM Items from WebSAMS, please follow the following steps:

1. Select “KPM” under “ School Management” menu on the left-hand side.

2. Intheinterface, select appropriate “ School Year” as well as“ School Section” and select
appropriate “KPM Data’ from the list.

3. Click the “Export” button to extract the KPM datainto azipfile.

| Wk e e | 0 (0 T g | it Pty ALTE T |
ErE By eRT mEnkny kT B -
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4. Savethezipfileto hard disk.
& ' 9 §
T >
Qe-n s ) W B See e g -0 @l R A
S ElwE s =
T e i B | o . Ll | R 1 PR
Compmt Trimal Fyas Pl 11 o FEA G148
&
=  JLE:- T
= (CE |
w |
..... 4
g R

5. Unzipthezipfiletoretrievethe CSV files
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Appendix 4: Download ESDA Message from WebSAMS CDS

1. In“CDS’ >* Incoming Message’ interface, click the description of the message
submitted by QAD.
2. Intheinterface, click [View] button next to the attachment to download the datafile.
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3. Toimport the message file to ESDA, please follow the proceduresin Section 11.2
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