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About this User Manual 

 

This User Manual aims to provide a step-by-step reference for the teachers, students, parents and 

other stakeholders as users to complete online surveys in the SEP Platform.  
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Chapter 1 Introduction to SEP 

 

1.1 Logon 

 

 

1) To login the SEP, user must enter his / her Username and Password. 

2) Click [Login] or press [Enter] for validation. 
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1.2 Logout 

 

 

 

1) To logout the SEP, user must click [Logout] at the right top corner. 

2) Click [Confirm] to logout. 
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1.3 Navigating SEP 

The SEP layout is generally divided into two frames: top frame and main frame.     

 

 

1.3.1 Top Frame 

The top frame includes the following- 

1) School Badge  

2) Available Menu Button(s)  

3) Logout  

With a click of [Logout] button at the right top corner, a pop-up confirmation message will be 

displayed.  For more information, please refer to Section 1.2 Logout for details. 

4) Change Password 

With a click of [Change Password] button, the change password interface will be displayed. 

For changing personal password in SEP, please refer to Section 1.3.3 Change Password for 

details. 

5) Help (Online Help) 

Operation guide / glossary for related functional module(s) will be displayed in pop-up 

windows. 

6) Other Links 

7) Language Switch  

Language can be switched to English by clicking the [Eng] button or vice versa.  

Top Frame 

Main Frame 
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1.3.2 Main Frame 

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

displayed. 

 

1.3.3 Change Password 

1) Click [Change Password] in the top frame, the “Change Password” interface will be displayed. 

 

2) Input the “Original Password” and then “New Password”. 

3) Input the “Confirm Password” to verify the newly input password. 

4) Click [Save] to save changes. 

 

 

 

� Warning: When click to switch language, any un-saved data in the main frame will be lost. 

���� Postscript: The new password will be effective upon your next login 

(1) School 
(7) Language 

Switch 

(3) Logout 

(4) Change Password 

(5) Help 

(6)Other Links 

(2) Available Menu 

Buttons 
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Chapter 2 Doing Online Survey(s) 

 

2.1 About Do “Survey” 

After login, the user can view the list of surveys that is assigned for him / her to complete.  

Upon completion of the survey, the user can click the “submit” button to save his / her responses in 

the system. 

 For named questionnaires, the user is allowed to save the responses temporarily and re-do / 

continue with the questionnaires at a later time.  All submitted / completed named and anonymous 

questionnaires will be removed from the survey list. 

 For log sheets, the user can select a log sheet and a log date before completion.  For named 

log sheets, the user is allowed to revise individual log sheet records that have already been 

submitted. 

 

 

2.2 Before You Begin 

To fill in an online survey, your account should process a “Do Survey” privilege. If you cannot 

access the “Survey”, please consult your System Administrator to acquire relevant privilege. 



SEP-User Manual   Version 2.0   

 

© Copyright 2005 Education and Manpower Bureau  Page 9 

 

2.3 Online Survey 

 

2.3.1 Fill in Named Survey 

1) Mouse over to [Survey] and then click [Survey]. 

2) On the not-yet-finished survey list, click [View]. 

3) The cover page of the survey will be displayed, click [Next] to view the survey content. 

4) Fill in the survey. 

 

 

5) To save the survey temporarily, click [Save Temporarily]. 

 

6) To submit the survey, click [Submit]. 

7) The system will perform a logical check of your submitted survey.  If an error has been 

detected in your submitted survey, a dialogue box will direct the screen to the error of the 

survey item. 

 

 

 

���� Notes: With a click of the [Save Temporarily] button, you can store up your input data 

/ complete the rest of the survey / revise your responses at any other time(s) 

before the deadline for submission of online survey. 
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8) If there is no system-checked error, a dialogue box will pop up asking if you want to 

submit the survey.  If so, click [Confirm] to submit survey. 

 

 

 

2.3.2 Fill in Anonymous Survey 

1) Mouse over to [Survey] and then click [Survey]. 

2) On the not-yet-finished survey list, click [View]. 

3) When the cover page of the survey is displayed, click [Next] to view the survey content. 

4) Fill in the survey. 

 

 

 

 

 

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

6) The system will perform a logical check of your submitted survey.  If an error has been 

detected in your submitted survey, a dialogue box will direct the screen to the error of the 

survey item  

���� Tips: To unselect the ‘checked’ radio button, you can simply click on the same radio 

button. 
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7) If there is no system-checked error, a dialogue box will pop up asking if you want to 

submit the survey.  If so, click [Confirm] to submit survey. 

 

 

2.3.3 Fill in Log Sheet 

1) Mouse over to [Survey] and then click [Survey]. 

On the not-yet-finished log sheet, click [View]. 

2) When the cover page of the survey is displayed, click [Next]. 

3) In the “Input Log Sheet” section, select the date of log sheet you want to fill in and then 

click [Add]. 
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4) A “Log Sheet” template will be displayed. 

 

i) At the right top corner, select if the selected date is a school day or not. 

ii) Fill in the log sheet. 

iii) To add new row, click [Add a New Row]. 

 

iv) To save the log sheet, click [Save] at the bottom right corner. 

v) A message confirming that the log sheet has been successfully saved will be displayed 

at the left top corner of the log sheet. 

vi) Click [Back] to input log sheet of another date. 

(i) 

(ii) 

 (iii) 

���� Notes: All empty row(s) will be erased once you [Save] the log sheet.  

���� Notes: Due to the properties of anonymous surveys in the SEP, modification of Anonymous 

Log Sheet is not allowed once you click [Back] to exit the log sheet. 
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(v) 
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2.3.4 Delete Named Log Sheet 

1) Mouse over to [Survey] and then click [Survey]. 

2) When a list of not-yet-finished surveys are displayed, click [View] of the log sheet. 

3) A list of submitted log sheet(s) will be displayed. 

 

4) Select the log sheet and then click [Delete]. 

5) A dialogue box will be displayed asking if you want to delete the selected record(s).  If so, 

click [Confirm] to delete the selected log sheet(s). 
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2.3.5 Do Questionnaire in PDA 

1) Open [Internet Explorer] in PDA. 

2) In the Internet Explorer, browse the SEP PDA login page.  

(The URL is http://domain-name/sep/pocketpc/) 

 

3) Enter “username” and “password” and then click [login]. 

4) On the not-yet-finished survey list, click [View]. 

 

5) Fill in the questionnaire and then click [Submit]. 

 

6) To logout the system, click [Logout] on the top-right corner. 


