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A. General Guidelines on Using eForm for Student Information Management System

(STIMS)

l. How to enter the eForm for Student Information Management System (STIMS)

The eForm for STIMS is an application of Education Information System (EdIS). To access
the eForm page, you have to logon through Common Log-On System (CLO). You may
access the logon page at the following URL:

clo.edb.gov.hk

Alternatively, the CLO logon page can be accessed through the Education Bureau (EDB)
Homepage (www.edb.gov.hk > School Administration and Management > Administration
> IT Systems for Schools > Common Log-On System) as shown in the following screens:

\ Education Bureau y Q = c Text Size
" The Government of the Hong Kong Special Administrative Region ke b v =
Education System Curriculum Students and seheol Pablic ond
Latest News | AboutEDB | Press Release Y Teachers Related | JAdministration and Administration Access to Information | Contact Us
and Policy Development Parents Related
Management Related
<Back ‘

(Administration )

l About Teaching I About School IT Systems for Schools Project on Enhancement of Complaint
Management in Schools

l About School Staff I About Activities Newly-Arrived and Non-Chinese Speaking
Children

¥

Education Bureau ‘

- . . ) _ PN \ Y = C & Text Size
The Government of the Hong Kong Special Administrative Region 2 — z

Education System Curriculum Students and . $chool Public and
Latest News | About EDB | Press Release : Teachers Related | Administration and Administration Access to Information | ContactUs
and Policy Development Parents Related
Management Related

Home > School Administration and Management > Administration > IT Systems for Schools

IT Systems for Schools

¢] common Log-On System (CLO) l
® WebSAMS

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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https://clo.edb.gov.hk/
http://www.edb.gov.hk/

At the logon page, enter the Username and Password and click <Logon>.

(Please note: To use the eForm, you must use the user accounts of school administrators® or
the personal user accounts? as delegated by school in CLO.)

N naR
.‘ Education Bureau

Common Log-On System
B—sNF & (CLO)

Username/BESE
(username)

Password /=5

Logon / BA FAQs/&=Bf55E

Self Register/ S EIEHR

Click here to register a new e-Services Portal School Account/

T EHEREIE TR SRRSO

The CLO Main page will be shown. Choose the tab <Survey & eForm> to access the eForm
for Student Information Management System (STIMS) through the shortcut.

547 Dk
N

FAQs

5 A Common Log-On System (CLO)

“WLY: Education Bureau

Home Survey & eForm School-based System

eForm for Student Information
Management System (STIMS)

School users who can access the selected eForm for multiple schools will be redirected to a
page for school selection before entering the eForm.

In the drop down list for school selection, only the schools that the school users have access
right to the eForm will be listed. Select the appropriate school and click <Enter> to access the
eForm for the school.

1 These accounts refer to the e-Services user account of the School Head or the Master School Administrator,

and the CLO School Administrator account.
2 These accounts refer to the e-Services or Training Calendar System user account, and the CLO User account

of school users.
Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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5  Education Bureau
] ' HER

eForm for Student Information Management System (STIMS)
BEENERRRET RIS

edish01

[Cnnﬁrm."Se\act school to represent FESRARBIER LFRRE I - l

Confirm/Select school to represent 2RISR
(PENDING)(A PROPOSED PRI CUM SEC SECONDARY SCHOOL IN SHATIN) (560561000133) WHOLE DAY £H SHATIN (P EE
(PENDING) (PROPOSED SCHOOL SITE AT INVERNESS ROAD, KOWLOON CITY) (567469000133) WHOLE DAY £H KOWLQON CITY NEE%E

For school users who can access the selected eForm for one school only, they will

be redirected

to the corresponding eForm right after clicking the eForm application shortcut at CLO.

The interface of the eForm is displayed in both Chinese and English, so changing of language

is not necessary.

Please note that eForms for Student Information Management System (STIMS) have been
revised. The data item names and descriptions are displayed in both Chinese and English.

FAE ) BEENEERASTIMS) EFRECFLEN  BEFEIBERBESARRPX
REEET -

X

After logging on to the portal, the following selection menu will appear.

Education Bureau
D wER School Name School Number

COLLEGE hE -0001-3-3)
AIDED £Rf) - WHOLE DAY £H - 5
] eForm for Student Information Mangement System (STIMS)
Category of . ‘ e -
school District of schoBE BRI BB A MEF RIS
School Language 23S ANGLO-CHINESE z=328E -
Form A Report of Student Leaving / Absence from School
TIEA BaE / BREESER
Form B Form for Reporting Admission of Students with Student Reference Number
=B ERCHEBERENARBETR
Form C Form for Reporting Admission of Students without Student Reference Number
=HEC ERFEERERENAREETE
Form D Student Particulars Amendment Form
=HED BEERTIEEE
Form E Enrolment Survey
T E =E3l 6

Exit 2265

Enter A

Enter A

Enter A

Enter A

Enter A

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
i TREERNEBERARK . N8 TBEAENEEAM .,

Page 4/17



Il. Select the School Language and a particular eForm

If your school operates more than one Language Group (e.g. one Anglo-Chinese and one
Chinese), you must select the appropriate Language Group before selecting any eForms.

Click <Enter> on the right to select a particular eForm.

Education Bureau
HER
Exit 2
COLLEGE hE -0001-3-3)
AIDED £Rf) - WHOLE DAY £H - 5
eForm for Student Information Mangement System (STIMS)
BEENEEAREFRIE
[ School Language 2355 ANGLO-CHINESE =308k ~ ]
Form A Report of Student Leaving / Absence from School ( \
Enter A
TiE A BaE BEESEN
Form B Form for Reporting Admission of Students with Student Reference Number
Enter i A
=15 B ERCABRERENABRBLERS
Form C Form for Reporting Admission of Students without Student Reference Number
Enter A
=B C ERFERERFNARBETH
Form D Student Particulars Amendment Form
Enter A
=D BEEREIFEE
Form E Enrolment Survey
Enter A
FIEE BELWRERRE \_ Yy,

Remember: Always save your work before switching to work on another Language Group.

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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lll. Points-to-note/tips before you start

Download a copy of the latest edition of the Guidelines for the Student Information
Management System (STIMS), (Path: www.edb.gov.hk > Education System and Policy >
Primary and Secondary Education > School Places Allocation Systems > Student
Information Management System) and read it carefully. You may need to refer to the
Guidelines in updating the eForm.

Education Bureau Text Size
The Government of the Hong Kong Special Administrative Region

Education System
and Policy

Grimury and Secondary Educqti@ +

Scheol Public and
Teachers Related | Administration and Administration Access to Information | Contact Us
Management Related

Curriculum Students and

Latest News | AboutEDB | Press Release Development Parents Related

< Back

| Primary Education Applicable to Primary and Secondary q School Places Allocation Systems ' I Healthy School Palicy
Education

| Secondary Education

¥
School Places Allocation Systems

Primmary One Admission System

Secondary School Places Allocation (SSPA)_Systom

Secondary Four Placement Mechanism

| Student Information Management Sysa

Back to Index

IV. Save the eForm regularly and frequently

e Please save the eForm REGULARLY and FREQUENTLY.
= This helps to prevent data loss due to system problems.

= The eForm will conduct a checking on the data when it is saved. If the eForm contains
errors, it will display error messages with reason for failure. Please read the error
messages carefully, then correct the errors and save the eForm again.

= |f the eForm contains many errors, it will take a long time to correct all errors one by one.
You should therefore save your eForm regularly and avoid updating too many student
records without saving your eForm.

= |If the eForm is saved successfully, the “Form Status” will become “Save” and the “Last
Update Time” will display the time that you save the eForm. The message “Record
updated successfully” will also be displayed.

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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B. Guidelines on Using eForm A

“‘eForm A” is for reporting students “leaving” or “absence for 7 consecutive school days or more”.
Schools should report this form without delay on the 7" school day of the student’s continuous
absence. For details, please refer to the EDB Circular on “Upholding Students’ Right to
Education”.

The “last day of attendance” to be entered should be the last date that the student attends
the school.

For any student whose absence (i.e. reason code 51 to 58, 98) has been reported before by
eForm A, the school should report his/her leaving by using eForm A (i.e. reason code 02 to 06,
08 to 13, 99) again if the student has left the school later on.

For any student who has been reported non-attendance with a reason “Pending
confirmation of reason behind the student's absence (reason code 97)” before by Form A
in the eForm A, the school should report his/her absence with the confirmed reason by
using Form A in the eForm A again in due course after the reason of non-attendance has
been confirmed.

For a student whose period of absence spans across the previous and current school years,
school may either

i) submit another eForm A for leaving by the end of the previous school year; or

ii) report the student in enrolment survey (Note: The school had reported absence during last
school year) and the student is regarded as continuously absent in the current school year.
If the student is confirmed as “departed”’, school should submit eForm A for leaving with “last
day of attendance” in the previous school year. Or, if the student returns to school, school
should submit eForm B for re-admission in the current school year.

l. Tips for filling in the eForm A

e In the eForm, all the fields marked with asterisk “*” are mandatory and you must fill in to
provide sufficient information for further processing. If there is any unfilled mandatory field,
the eForm cannot be saved. Therefore, please make sure that all the information is ready
before you update the eForm.

e Please input all Date fields with the format ‘DD/MM/YYYY’. Inputting slashes “/”, spaces or
symbols between DD, MM and YYYY is not required. For example, to input the date 215t
September, 2016, enter “21092016”. On the other hand, you may use the calendar tool to
select the exact date.

0 [Oct v[2016 v

Su Mo Tu We Th Fr Sa

e Once an eForm A is submitted, all the data in this eForm cannot be retrieved, amended and
re-submitted. Please make sure you have verified all records and printed them (either in the
form of hardcopy or softcopy) for filing purpose before submitting the eForm A.
Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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Add a new record of student leaving/absence from school

When you open a new eForm A or you have submitted your eForm A last time, a blank eForm
will be displayed.

Education Bureau
HER

Guideline 55| Exit B8
A-Form A - Report of Student Leaving / Absence from School 4% A - 243 | SRR RETIS
COLLEGE hE _0001-3-3)
AIDED ZEf - WHOLE DAY =H - &

School Language BHi8E=

1-ANGLO-CHINESE 23720

Form Status 5 Submit Submit Time FHIEIEE:
* = Mandatory fields #/8E%E
Add Record #igZ#l
Save &% Submit &3 Reset % Download Saved Record TEERFZHR Print FUE] Back to Main Menu EE1¥H

Last Update Time FXEWHRE

To add a new record of student leaving/absence from school, click <Add Record>.

Add Record #iigZ#

Save %7 Submit &3z

Reset E:%

Download Saved Record T #B @74

Print FIED

* = Mandatory fields #EEE

Back to Main Menu iBEI T8

A blank student particulars data form will be displayed. You must fill in all mandatory fields (with

an asterisk “*” marked) for each student.

possible.

Please also input as many non-mandatory fields as

*$RN BLERRE

*L¢ aving / Absence
meason

1. Student Particulars 24&#

Further Information E{thZ)

Please Select

Sex #RI

[ddimmiyyyy)
*Chinese / English *Class Level Last *Lz st Day of Attendance
Student Name Artended Please Se = =E FEAM
B mEEa =EER (ddimmiyyyy)

BHEBRERE
Home Telephone SGO/SGT/ISGP/Social Worker Case
HTEARSE BEaE R A STH TEE

Parent/Guardian Information - Please fill in either Chinese or English
ERISEAEN - AEEEPEREY

English 237 Chinese 37 English =32 Chinese 3L
Parent/Guardian
Name Flat =
ERIGEEALE
%e'!gtion Please Select M Floor i
Occupation
e Block &
Contact Teleph -
HDE?‘EEE elephone Building XE &8
Mobile Telephone Estate/Village
MEER Ef
Street/Street No.
EiEREER
District
HE Please Select

* = Mandatory fields 4 /81EE
Delete B

Please Select | » |  Date of Birth 14-H

=

Student Home Address - Please fill in either Chinese or English
B4 N - REEEPIHET

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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Completing the new record in eForm A

In completing the new record in eForm A, please note the following points.

All data items should be entered. The name, telephone and/or mobile phone numbers,
occupation of Parent/Guardian and the Student Home Address entered are to facilitate the Non-
attendance Cases Team to enforce the policy on universal basic education.

* = Mandatory fields #483E%

1. Student Particulars B4&H Delete Bk
. s - Date of Birth h4-H &
STRN B4 RSE AQ000003 Sex #5I M-MALE £ (ddimmiyyyy) 01/01/2000
*Chinese / English *Class Level Last *Last Day of Attendance
Student Name CHAN SIU MAN Attended 51 - Ei& FEHE 1811072016
BYPEEVES =E AR (dd/mm/yyyy)
*Leaving / Absence
Reason 01-FURTHER STUDY @S2 M
SEBBIRERRE
Home Telephone 21234567 SGO/SGT/SGP/Social Worker Case
ETERERE BB HEM ASHH T ER
Parent/Guardian Information - Please fill in either Chinese or English Student Home Address - Please fill in either Chinese or English
FRIEEHENER - RREEPEIE B4t - RRAEPEEL
English 33 Chinese 3 English 353 Chinese 93
Parent/Guardian
Name CHAN TAI MAN Flat & A
ERIFEZEANESR
Relation
i 01-FATHER %37 Floor i2 33
Occupation
o TEACHER Block
Contact Telephone F—
rophavel 21234567 Building XE-&1§ GRACEFUL HSE
Mobile Telephone ) Estate/Village
s OEEET A B EDB GARDEN
Street/Street No.
BHERIER
District [vp— -
HE B-WAN CHAI Eff &

Further Information E{thZ#|

Add Record Fhig&EHR

Save 7% Submit iE3X Reset E&% Download Saved Record TEEREFHEH Print FEQ Back to Main Menu EFI+ 8§

If there is more than one student leaving/absence from school, you can click <Add Record>
again to create another record. Remember to save the eForm A after inputting data for each
record.

Further Information E{h2#]

Add Record Fi&ZHl t\
Submit az-e Reset 5 Download Saved Record T&HEREZEHR Print FEp Back to Main Menu :EEITH

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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IV. Delete a record of student leaving/absence from school

If you have added a new record that is not required, click <Delete> on the right-hand side of the
record to delete it.

* = Mandatory fields 2/EEE

1. Student Particulars B4 Delete Bl

- o - Date of Birth Hi4=HE
STRN S24iR5E AD000003 Sex # 5l M-MALE £ {deimmiyyyy) 01/01/2000
*Chinese / English *Class Level Last “Last Day of Attendance
Student Name CHAN SIU MAN Attended S1 - B FEAM 18/10/2016
SEPEEIR S ERMETS (dd/mmiyyyy)
*Leaving / Absence
Reason 01-FURTHER STUDY #5522 M
BHHRGERREA
Home Telephone 21234567 SGO/SGT/SGP/Social Worker Case
EEEFRE SR hEMmASHH T ER
Parent/Guardian Information - Please fill in either Chinese or English Student Home Address - Please fill in either Chinese or English
FRIEZEAER - RABEEPIEEL B4 - ARERPIHIES
English #3Z Chinese P English 32 Chinese 137
Parent/Guardian
Name CHAN TAI MAN Flat = A
ERIFEANESR
Relation 01-FATHER %33 - Floor & 33
(o
Occupation
oy TEACHER Block &
Contact Telephone P
reyose 21234567 Building X E&#§ GRACEFUL HSE
Mobile Telephone ( ) Estate/Village
RV (123467 %] =X EDB GARDEN
Street/Street No.
GHERER
District B-WAN CHAI 27 & -
e 2 =

Further Information E{th 55|

Add Record HigZ#

Save & Submit B35 Reset & Download Saved Record FTHEREFZER Print FER Back to Main Menu EFEIEE

A confirmation message will pop up. If you click <Yes>, the record will be deleted.

Confirmation x

~  Are you sure to delete the student record? R E2FEEMEBILEH ?

% No

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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V. Save the eForm A

Please save the eForm A frequently and regularly. To save the eForm A, click <Save> at the

bottom of the eForm.

Further Information E{th3Z#]
Add Record Zig=l

l Save RTF l Submit ¥E3E

Reset i

Download Saved Record T & E@EEH

Print FED Back to Main Menu iZEI+8

The system will pop up a message to seek user’s confirmation. Press <Yes> to confirm.

Confirmation

~ Are you sure to save the form? REFEERELTSE?

% No

If there is/are any student record(s) not yet updated or confirmed, you will NOT be allowed to
submit eForm A. An error notification will be shown on the top of the screen, with reason for
the failure shown below the student records concerned with invalid datainred. Please read the
reasons carefully, correct the errors and submit the eForm again.

m Mandatory Input: STRN #4EE55: STRN
Mandatory Input: Student Name $#7%#%: Student Name
Mandatory Input: Class Level Last Attended $4752352: Class Level Last Attended
Mandatory Input: Last Day of Attendance $#%815%; Last Day of Attendance
Invalid input data. Record update failed. H#H&FMFIFRE » ERETEM

a2

Notify unsuccessful
saving and reason(s)

A-Form A - Repert of Student Leaving / Absence from School % A - S5 31 | BFEEEE

1. Student Particulars S£2E#

*STRN 24 &% Sex 5]

*Chinese / English Student

Name [
BEPHEEE

*Leaving / Absence

Reason

BrERisERA

Home Telephone

EEERERE

Parent/Guardian Information - Please fill in either Chinese or English
EREZA ST - HEEEPIaSET

] *Class Level Last Attended
SEMERE

01-FURTHER STUDY E5h78

21234567

English #37 Chinese 3
;?;'ggﬂzi;“ Name CHAN TAI MAN
R tion 01-FATHER 4% -
?E;“P"ti"" TEACHER
%"é%%m‘*ph"“ 21234567
:"}ﬁ;g;'ephme 91234567
Further Information Eft =
Add Record #1525
Save B Submit E=F Reset 233 Download Saved Record T &C@&EER Print FED

COLLEGE HE -0001-3-3)
AIDED B8 - WHOLE DAY =H - E
School Language SHiEE=: 1-ANGLO-CHINESE Z3T88 Last Update Time —==S275:
Form Status 555 Submit E3Z Submit Time FHEEZTRE:

M-MALE & ”‘

Guideline 55| Exit #8

* = Mandatory fields #EE%

Delete iz
Date of Birth i HH
(dd/mmlyyyy) 01/01/2000 ’
“Last Day of Attendance [:]
& FiR A (dd/immiyyyy)

SGO/SGT/SGP/Social Worker Case
2EHRTEIEMASHHTEE

Student Home Address - Please fill in either Chinese or English
B - ARERPRSNT

Flat =2
Floor 18
Block E

Building AEZiE
Estate/Village
Ett

Street/Street No.
L SR
District

HE

Back to Main Menu EEITE

English 330 Chinese 37
A

14

2

LUI KEE BUILDING

QUEEN'S ROAD EAST

B-WAN CHAl EFE

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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If the eForm is saved successfully, the message “Records updated successfully” will be shown on
the top of the screen. The “Form Status” will become “Save” and the “Last Update Time” will

display the time you save the eForm.

. Education Bureau
HERB
Record updated successfully. ZRE&& : Notify successfully saving x
Guideline 55| Exit EEq
A-Form A - Report of Student Leaving / Absence from School F15 A - 245 | BERRETE
COLLEGE FE -0001-3-3)
AIDED ZEf - WHOLE DAY £H - E
| _School Lanquage S2iF22= 1-ANGLO-CHINESE 23781 Last Update Time 3R E RS- 2016-10-25 156:57:27
Form Status =557 Save &7 l Submit Time FEEREFRE: 2016-10-25 12:46:46
* = Mandatory fields %/EHE
1. Student Particulars B4£&E 1 Delete Bl
. o - Date of Birth i B
STRN S24R5E A0000003 Sex #5l M-MALE £ {ddimmiyyyy) 01/01/2000
*Chinese / English *Class Level Last *Last Day of Attendance
Student Name CHAN SIU MAN Attended 51 = £ FEAH 18/10/2016
BYPHEES =1 aR (ddimmiyyyy)
*Leaving / Absence
Reason 01-FURTHER STUDY &5M1E2 v
BYSBIRERA
Home Telephone 21234567 SGO/SGT/ISGP/Social Worker Case
HEBFERE BY@ETAEmAREH THESE
Parent/Guardian Infermation - Please fill in either Chinese or English Student Home Address - Please fill in either Chinese or English
ERIGEZEAER - AREEPIEEN BE I - ARBERPIEEL

Back to Index

V. Reset the eForm A

You can click <Reset> to reset all the information entered after the last save action.

Add Record Fig=i

Save EF Submit IE3Z Reset &E:% Download Saved Record FEEREZH Print HIED Back to Main Menu {25

The system will pop up a message to seek user’s confirmation. Be careful, all the actions
performed by users after the “Last Update Time” will be cancelled without saving to the eForm A

when you press <Yes>.

Confirmation x

~ Are you sure to reset the form? {REEREERIEFTHE 7

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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VIl. Print and download the eForm A

Before submitting eForm A, you can print hardcopy or download softcopy of the eForm A for
checking and filing purpose. Once the eForm is submitted, you cannot retrieve it again.

a. Print hardcopy of eForm A

To print hardcopy of the eForm A, click <Print> at the bottom of the eForm.

Further Information E{thZ&}

Add Record gzl

Save @ATE Submit JE3r Reset Ein Download Saved Record T & 2 @EEZR Print FED Back to Main Menu BB+ 8

The “printing” dialog box will pop up. The content of the dialog box will depend on individual
PC’s configuration. Please select an appropriate printer from the printer list and confirm

printing.
o= Print X
General QOptions

= CutePDF Writer M Kyocera TASKalfa 6053ci
7@ HP Laserlet 400 h401 PCL 6 = Kyocera TASKalfa 6053ci
[ Kyocera TASKalfa 6053ci KX (REQ) M Kyocera TASKalfa 6053ci
< >
Status: Ready [JPrinttafile | Preferences
Location:

Comment: Find Printer...
Page Range

@Al Number of copies: |1 =

Selection Current Page
O Pages: 1 Collate
: ¢ : 1 2 2 3 3

Enter either a single page number or a single 1 ; f
page range. For example, 512

b. Download softcopy of eForm A

To download a softcopy of the eForm A, click <Download Saved Record> at the bottom of
the eForm.

Further Information E {3l

Add Record Frig=l

Save fTF Submit B3z Reset 5% Download Saved Record T&H 2 REEZN Print FED Back to Main Menu :EEITH

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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The following dialog box will pop up. User is required to input a key with at least 8 characters
which composed of the all 3 categories OR with at least 10 characters which composed of
category A and either category B or C to protect the downloaded content. Click <Continue>
after the key has been input or click <Cancel> to go backwards.

Assign Password SHEES

Please assign a password o protect the document content:
FEREEEL RS

© Continue 825 @ Cancel A&

Password Guideline BFS:ERI:

Use passwords with at least 8 characters which composed of the all 3 categories OR

EFEFTE 3 EEEHEARED 8 EFrraEiEg

Use passwords with at least 10 characters which composed of category A and either category B or C:
FEERSER AR B EL C EMNES 10 B EE:

A. Mixed-case alphabetic characters ([a-z] and [A-Z])
FIEEESETFEFR (-2 #[A-Z)

E. Mumerical digits (0-9)
= (0-9)

C. Non-alphanumeric characters (which are |, 5, #, %, @, -or _)
EFEFEFE EL S A % @ -F;)

A “file download” dialog will be shown on the bottom of screen. On the right hand side of
the <Save> button, there is a pull-down menu button. Select <Save as> on the pull down
menu.

Do you want to open or save DownloadFormDataA_20200929.ZIP from cloedisuat.edu.gov.hk?

Open Save | ¥ Cancel

e
Save /

Save as

Open Save %
Save and open

The “Save as” box will pop up. Select the file location for saving the softcopy, enter the file
name and click <Save> to save the file.

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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& savess

&« 1T E

» Ths PC » Daocuments

v & ’ Search Documents

Organize »

v Bl This PC

B 30 Objects

» [ Desktop

> 7 Documents

> & Downloads
D Music

+ &) Pictures

> B Videos

' s Windows (C)
- Datz (D)
e Local Disk (F)
- Local Disk (G

New folder

» == EdIS Project_Del v +

Name

Date moddied

Type

Sze

-]

File nama‘ DownloadFormData®_2020052% )
——

A Hide Folders
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Please use the key to open the file that has been downloaded to your computer.
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Vill. Submit the eForm A

After updating the eForm A, you should make sure that all the data entered are accurate. If you
are sure that the entered data is correct, you may submit the data to the EDB by clicking
<Submit> at the bottom of the eForm.

Further Information E{th&Z#

Add Record Zi&=EH]

Save @1 Submit iB32 Reset =5 Download Saved Record THEMFZEH Print FEp Back to Main Menu :EEIFE

The system will pop up a message to seek user’s confirmation. By clicking <Yes>, the eForm
A will be submitted.

confirm ®

Have you printed a hardcopy or downloaded saved records of the
eForm for checking and filing?

Important Once the eForm is submitted, all the data will be sent to
EDB and cannot be revised again.

Are you sure to submit the eForm?

FESEREEFREIN—HE TN FEEEENERLUFEHES

&2

| EEE . EFEREERET  EEREeEEENER  MIn-fEE
BEIamManiE -
FEEEEEZILERE?

| Yes MNo

L 4]

If the eForm is submitted successfully, the message “Record submitted successfully” will appear
on the top of the screen. The “Form Status” will become “Submit” and the date and time you
submit the eForm will be displayed.

Education Bureau

Y WER

Record submitted successfully. FRIEEE ﬁ Notify successful submission L

Guideline 55| Exit B
A-Form A - Report of Student Leaving / Absence from School F=#8 A - S48 | BRREETE

COLLEGE hE _0001-3-3)
AIDED ZE1 - WHOLE DAY £=H - &

EipE= LANGLO-CHINESE 2=3750 | ast Undate Time 27 S i765R 2016-10-25 16:02:24
Form Status SEERAAT: Submit E33 Submit Time FHEEZFEE 2016-10-25 16:02:24

* = Mandatory fields #/EEE

Add Record #rigZ#l

Save %7 Submit &3 Reset % Download Saved Record THERFER Print ZiEp Back to Main Menu iZE+H

Once the eForm is submitted, you cannot retrieve it again. Therefore, you should save or print
the eForm A before submitting it for filing purpose.

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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IX. Exitthe eForm A

To exit from the eForm A and go to another eForm, click <Back to Main Menu> at the bottom of
the eForm A and select another eForm for updating.

Education Bureau

nER

Guideline 55| Exit 2
A-Form A - Report of Student Leaving / Absence from School =15 A - B4R | BRBIRETAE
COLLEGE hE ( -0001-3-3)
AIDED #87 - WHOLE DAY £H - E

2016-10-25 16:02:24

School Language E#EE=" 1-ANGLO-CHINESE 3788 Last Update Time =& B o5 -
Form Status {EE#5: Submit 3E3E Submit Time FAEIEZZRRE 2016-10-25 16:02:24

* = Mandatory fields HEEE

Add Record Fig&ER

Download Saved Record T#iEa# @ || Print 7 || Back to Main wenu wE1tE |

Save @& Submit B3 Reset &7

If there is any unsaved change, the system will remind you and request your confirmation.
Press <No> to save updated data, or press <yes> to exit without saving of updated data.

Confirm x

Data has been changed. Are you sure to exit without saving? EXRCHER (FEEEEERE N~ REEH7

Yes No
4

To return to CLO, click <Exit> on the top right hand corner of the eForm.

Education Bureau
nE8

Guideline 59| Exit 2|

A-Form A - Report of Student Leaving / Absence from School %218 A - S48 | BRRHEERE

COLLEGE P8 ( -0001-3-3)

AIDED =81 - WHOLE DAY =H - E
School Language 84325 1-ANGLO-CHINESE 25323 Last Update Time EREMER: 2016-10-25 16:02:24
Form Status 85535 Submit FEZ Submit Time FEIEZRERE: 2016-10-25 16:02:24

* = Mandatory fields #45EE

Add Record #ig&H

Download Saved Record TEHEREZH Print 7k Back to Main Menu iZEIF R

Save &7 Submit &3z Reset &7

If there is any unsaved change, the system will remind you and request your confirmation.
Press <No> to save updated data, or press <yes> to exit without saving of updated data.

Back to Index

~END ~

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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