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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/

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

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

The CLO Main page will be shown.

N %55
Education Bureau

Common Log-On System
B—sNF & (CLO)

Username/BESE
(username)

Password /=5

Logon / BA FAQs/&=Bf55E

orgot Username/Password
= 2E/EE

Self Register/ BB

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

T EHEREIE TR SRRSO

Choose the tab <Survey & eForm> to access the eForm

Ac - Confirmation of Student Departure Cases Reported with Reason “99 — Left School
(Other Reasons)” through the shortcut.

N RS
Education Bureau

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

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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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.

4N Education Bureau
QY a=m

eForm Ac - Confirmation of Student Departure Cases
Reported with Reason "99 - Left School (Other

Reasons)"
EFHiHAC - MRl [90 - Bl (RfLFE) | Bmfe
BZREEREE

edish01

| Cenfirm / Select a school FERBARIE—[FPH ‘ ']

Confinm / Select a school HESH/IEIF—HISRK:

LUEN KWONG PUBLIC SCHOOL 221883682 (112593000133) WHOLE DAY £:H YUEN LONG uifiE
S.KH. GHI FU CHI NAM PRIMARY SCHOOL B34S/ (513431000123) WHOLE DAY £ SOUTHERN FilE

(PENDING)(A PROPOSED PRI CUM SEC SECONDARY SCHOOL IN SHATIN) (560561000133) WHOLE DAY £ SHATIN iHE

(PENDING) (PROPOSED SCHOOL SITE AT INVERNESS ROAD, KOWLOON CITY) (567468000133) WHOLE DAY 2H KOWLOON CITY NEEEE

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.

x

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.

FIE  BEEREERARSTIMS) EFRECFLEN » BERSEESASERL P
REEET -

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

) - Education Bureau

HEB

Guideline 55| Exit 258

eForm Ac - Confirmation of Student Departure Cases Reported with Reason "99 - Left School (Other Reasons)" EFEHEAC - B2 [99 - 8t (EfRE) | HBEMSH2EHRRES
SHAU KEI WAN EAST GOVERNMENT SECONDARY SCHOOL &SR/ 4 (510220-0001-3-3)
GOVERNMENT E/ - WHOLE DAY £H - EASTERN HE

School Language 24#5385: ANGLO-CHINESE 2358 h Last Update Time |REEBH5/H:
Form Status HE#RikIR: Submit Time FHETHSMH:
Departure
Class Level Reason Do you agree with the
Home District Last (Proposed departure reason
School Student Name Student Name Date of Board Attended Admission Last Date of = Departure by EDB) proposed by EDB?
Year STRN (English) (Chinese) Sex Birth 2EREEEE RIS FRELE Date Attendance Remark BHREREA (2 EEREHEREEZ A
SRR SHEE BEHBE (8X) 2EHE (RX) R3] HERM BE & AEEH =% LA AEREE BREEH) BEE?
A - CENTRAL -
2023/24 80074564 TEST FIVE F 01/08/2012 AND WESTERN | S1 01/09/2023 28/09/2023 TEEE EMIGRATION ® ves2 O NoE
1. R BR
Reason for Disagreement RRERE:
A - CENTRAL 12 -
2023/24 80074557 TEST FOUR M 01/01/2012 AND WESTERN S§1 01/09/2023 29/09/2023 =7 SICKNESS O Yes 2 ® No &=
hFEE A

Reason for Disagreement AEERE: * [UnwiHing to disclose the reason by parents BR = EEG=/EE

Save (i#fF Submit &3 Print FUER

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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Il. 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 when updating the eForm.

Education Bureau r o Q = ¢ B Text Size
The Government of the Hong Kong Special Administrative Region tnd = = -

Edlucation System Curriculum Students and . sehool PU.”‘I ©and
Latest News = AboutEDB | Press Release ~ Teachers Related | Administration and Administration Access to Information | Contact Us
and Policy Development Parents Related
Management Related

<Back
Grimqry and Secondary Educqtky +

| Primary Education Applicable to Primary and Secondary q School Places Allocation ByvstomD I Healthy School Policy

Education

| Secondary Education

-
School Places Allocation Systems

Primmary One Admission System

Secondary School Places Allocation (SSPA)_Systom

Secondary Four Placement Mechanism

| Student Information Management S\/SR

Back to Index

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

= If 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.

= |f the eForm is saved successfully, the “Form Status” will change to “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 Ac

I. Confirming whether to agree with the departure reason proposed by the EDB for

departure cases reported by schools

When schools submit student departure cases, schools have to choose reason code “99 — Left
School (Other Reasons)” and fill in the departure reason under “Remarks” if the schools could
not choose an appropriate departure reason from the reason codes 02 to 13 in the “Student
Leaving Reason Code Table”. The EDB will review student departure cases reported with
reason code “99 — Left School (Other Reasons)” submitted by schools periodically and propose
more suitable reason codes for individual student departure cases which will be shown in eForm
Ac so as to let schools confirm whether they agree with the departure reasons proposed by the
EDB. The EDB will issue a circular letter via Fast Information Transmission System — School
Messaging Module (SMM) to inform schools to access eForm Ac via the Common Log-On
System (CLO) to take follow-up action as appropriate.

One of the following situations will occur after accessing eForm Ac:

(a) No student information is shown in the form
There is no recommendation from EDB for student departure cases reported with reason
code “99 — Left School (Other Reasons)” by schools. As such, schools do not need to
submit eForm Ac to the EDB.

(b) Student information is shown in the form
Student particulars, leaving school records and the departure reasons recommended by the
EDB will be listed out in the eForm Ac. Schools must confirm whether they agree with the
departure reasons proposed by the EDB for ALL students shown on the list. If “No” is being
chosen, please fill in the reason under the field “Reason for Disagreement”.

If schools agree with the departure reasons proposed by the EDB, relevant leaving school
records in STIMS will be updated accordingly.

- Education Bureau
nEE

i
m
I
L

eForm Ac - Confirmation of Student Departure Cases Reported with Reason "99 - Left School (Other Reasons)" EF0Ac - B2l 99 - 3B (BRFE) | SHASS72480ES

GOVERNMENT B3z - WHOLE DAY 25 - EASTERN =&

School Language 2555 ANGLO-CHINESE =733 - Last Update Time _E/REEpESRG:
Form Status IRESIRR: Submit Time FHIETHRE
Departure ’ Do you agree wrth‘
Student Class Reason the departure
Name Student Name Home District Level Last Last Date of {Proposed reason proposed
School (English) (Chinese) Date of Board Attended Admissi Attend Departure by EDB) by EDB?
Year STRN FERE (= 2402 (R Sex Birth BEQREES mEmsd Date == EEa Remark ERE & EEPENERER
FigE  EhEs 30 ) T2y HERE =0E 3w AZEAHE BE b3 R ZEEEIRER
A-CENTRAL
AND ey |8 ® Yes N
2023124 = 01082012 | western= | S 010012023 | 28i00/2023 | oo EMGRATION ¥ Yes 7 Ne
Reason for Disagreement AEMISE:
A- CENTRAL
AND 12- ® Ve N
2023124 M 01012012 | \=sTean= | ST 0110872023 | 200082023 | &F- SICKNESS e
= ! - = =
2 == =5 \= 2 /

Reason for Disagreement AEEEE:

Save &5 Submit EZE Print Z4Ep

Back to Index

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

To save the eForm Ac, click <Save> at the bottom of the eForm.

Reason for Disagreement AEEISE:

Save &5 Submit EXX | Print 7JED

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

Confirmation X

& Are you sure to save the form? (RESEEHETHER?

If there is/are any student record(s) not yet updated or confirmed, you will NOT be allowed to
submit the eForm Ac. 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 data in red. Please read
the reasons carefully, correct the errors and submit the eForm again.

Notify unsuccessful
m Case 1: Reason for Disagreement is required q x
saving and reason(s)

Guidefine $£3| Exit 227

| (Other R )" EFEEAC - BEELA [99 - B (REH) | BHAESRZBEREER

eForm Ac - Confirmation of Student Departure Cases Reported with R "99 - Left Sch
GOVERNMENT 37 - WHOLE DAY £5 - EASTERN =&

School Language B4:5=: ANGLO-CHINESE #5758 v Last Update Time 5 EE4E3R8:

Form Status {E#gAiR: Submit Time FHHEZSESRG:
Do you
agree with
the
departure
Class Departure reason
Student Student Home Level Last Date Reason proposed
School Name Name District Last of (Proposed by EDB?
Year (English) (Chinese) = Sex Date of Board Attended = Admission = Attendance = Departure by EDB) BEREEH
iz STRN BEE BEHE % Birth BESEE BEEm Date &S Remark EEE (2 BREEEZ
B PR (E374) (%) B SRR EESE R AZEH H ST BRES) S=REE?
A-
CENTRAL T 03- L) (O]
202324 F 01/08/2012 AND S1 01/09/2023 28/09/2023 e EMIGRATION Yes No
; WESTERN ) = =
: FEE
Reason for Disagreement FAEIEE [ ﬁ
E: -
A-
CENTRAL 12- ® C
202324 M 01/01/2012 AND S1 01/09/2023 29/09/2023 == SICKNESS Yes No
. WESTERN == = =
: FEE

Reason for Disagreement FEEE
B:

Save {#F Submit JEZS Print FIEp

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 change to “Save” and the “Last Update Time”

will display the time you save the eForm.

Education Bureau
NEB

) Record updated successfully. ENTHF <=II Notify successfully saving

Guideline 23| Exit 2838
| (Other R )" BFEEAC - BE2U 99 - B (REH) | BlmERzPEskESR

eForm Ac - Confirmation of Student Departure Cases Reported with R "99 - Left Sch

GOVERNMENT =37 - WHOLE DAY £8 - EASTERN &

School Language SEEES: ANGLO-CHINESE =728 - Last Update Time REEpapsig: 2023-11-08 17:03:22

[ Form Status B8R Save §&F ] Submit Time EHHEZSEERE:
Do you
agree with
the
departure
Class Departure reason
Student Student Home Level Last Date Reason proposed
School Name Name District Last of (Proposed by EDB?
Year (English) (Chinese)  Sex Date of Board Attended = Admission = Attendance = Departure by EDB) BEREHN
HiE STRN BERE FHRE = Birth BEREE @ BEES Date B&REEA Remark (2 BREEZ
B BHER O = (B | HEHE =20E R AZHE ) nfEEE | ARER) SEEE?
A~
CENTRAL i | 8- ® O
2023124 F 01/08/2012 AND S1 01/09/2023 28/09/2023 : EMIGRATION Yes No
1_ WESTERN 22 2 =
FHEE
Reason for Disagreement FREIEE
B:
A-
CENTRAL 12- ® O
2023/24 M 01/01/2012 AND St 01/09/2023 29/09/2023 =5 SICKNESS Yes No
> WESTERN =5 b3 =
: FHEE

Reason for Disagreement FEIEE
=H

| savef@##F | SubmitiEZ | Download Saved Record RETHF&EH | Print FIE

Back to Index

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

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

again.

a. Print hardcopy of eForm Ac

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

Reason for Disagreement FAEEE
=H

Save {#F Submit ¥EZS Download Saved Record FEEFEFEE Print FIED

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.

= Print

General  Options

Select Printer

=1 CutePDF Writer = Kyocera TASKalfa 6053ci
7@ HP Laserlet 400 M401 PCL 6 i Kyocera TASKalfa 6053ci
[ Kyocera TASKalfa 6053ci KX (AEO) M Kyocera TASKalfa 6053ci

< >

Status: Ready [JPrinttofile | Preferences
Location:
Comment:

Find Frinter...

Page Range
(O] Nurmber of copies: |1 =

Selection Current Page

O Pages: 1 Collate

Enter either a single page number or a single

page range. For example, 512
feoe '&'?‘F"‘fv'

11 92 33

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

Reason for Disagreement FREIEE
=H

Save @F Submit ¥EZS [ Download Saved Record FEOHEFRE ] Print FIER

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
composes of all 3 categories OR with at least 10 characters which composes 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 SREEE

Please assign a password to protect the document content: [
EREERLERT RS

O Continue 2855 @ Cancel BVi&

Password Guideline Bi5%E8:

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

EEEAES 3 BEEERAED 8 ErrosiEt

Use passwords with at least 10 characters which composed of category A and either category B or C:
EREER AFIEE 8 5 ¢ EFED 10 EFEIEE:

A. Mixed-case alphabetic characters ([a-z] and [A-Z])
FPEREEFEFE (a2 [AD)

B. Numerical digits {0-9}
F=F (0-9)

C. Non-alphanumeric characters (which are |, §, #, %, @, -or_)
EFBHTEF B bR % @. -T)

A “file download” dialog box will be shown at 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 DownloadFormDataAC_20231108.ZIP from cloedisuat.edu.gov.hk?

Open Save E] Cancel ’
Save

Open Save % [Save z j

Save and open

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

& saveAs X

— t €| » T™is PC » Dacuments v ‘:_;’ Search Document o)

Organize » New folder v o

v Bl This PC o Name Date moddied Type Sze &
is PC

P 30 Objects

I Desktop
Documents

& Downloads

D Music

| Pictures

B videos

- Windows (C:)

s Datz (D)

s Local Disk (F)

- Local Disk (G:) ‘

= EdIS_Project_Del v v

Filenamefl DownloadFormDataAC 20231108

Save as type: Compressed (21p older v

A Hide Folders | Save Cancel

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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IV. Submit the eForm Ac
After updating the eForm Ac, you should make sure that all the data entered is 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.

Reason for Disagreement FEEE
B:

Save #%F Download Saved Record FEEREEE Print FIEp

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

Confirmation X

A 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?
FEIE: ESTEEEER, FESEEEEEENER. MUUNTEEBENEHCE. SETESERHER?

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

submit the eForm will be displayed.

H%2ZN: Education Bureau
Py HERE

Record submitted successfully. S TESD ¢£| Notify successful submission

Guideline 1£3| Exit 278

eForm Ac - Confirmation of Student Departure Cases Reported with Reason "99 - Left School (Other Reasons)" EF&H8Ac - B2l 99 - B (H@EH) | SHmESRZE4SESR

GOVERNMENT =37 - WHOLE DAY £5 - EASTERN =&

School Language SHEES: ANGLO-CHINESE =5 v Last Update Time /e paRE: 2023-11-08 17:31:38
[Fonn Status {BIRIER: Submit EI] Submit Time FHHELESRE: 2023-11-08 17:31:38
Do you
agree with
the
departure
Class Departure reason
Student Student Home Level Last Date Reason proposed
School Name me District Last of {Proposed by EDB?
Year (English) (Chinese)  Sex Date of Board Attended  Admissi Departure by EDB) BEREH
R STRN BENE FEEE 3 Birth BESEE = BEER Date BEESEE Remark EEREHE (39 BREERZ
B BEER (=0 (H37) ) HEHE HELE BB AZHE -} Rt BEER =REE?

A-
CENTRAL TR 03-
202324 F 01/08/2012 AND S1 01/09/2023 28/09/2023 Cas EMIGRATION Yes No
WESTERN T = =
1
’ FHEE
Reason for Disagreement AEIEE
=H
A-
CENTRAL 12-
2023124 M 01/01/2012 AND S1 01/09/2023 29/09/2023 =5 SICKNESS Yes No
. WESTERN =5 2 =
: FHEE

Reason for Disagreement ARIEE
=4

t WS Download Submitted Record FECER RS Print FIED

Back to Index

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

To exit the eForm Ac, click <Exit> at the top right hand corner of the eForm Ac to go back to the

CLO.

Education Bureau
S §=)5]

w Record submitted successfully. S CED

)

3| Exit 3838

Guideline 1£3

eForm Ac - Confirmation of Student Departure Cases Reported with Reason "99 - Left School (Other Reasons)" EF&8Ac - BEZIY [99 - &1 (HEEH) | SHMSRZS4SBNESR

GOVERNMENT =17 - WHOLE DAY £8 - EASTERN E&

School Language SBHEE=: :ANGLO-CHINESE == [+ Last Update Time B/ EBRE5E:
Form Status {H#iRiR: Submit B3z Submit Time EHHELSESRE:
Class
Student Student Home Level Last Date
School Name Name District Last of
Year (English) (Chinese) Sex Date of Board Attended  Admission  Attendance
BrE STRN BEBE FEEE 1% Birth BRES Date SR 30
B Es (=) (#xg) | HEEE =ESE 1B AZHHE M
A-
CENTRAL
202324 F 01/08/2012 AND S1 01/09/2023 28/09/2023
1 WESTERN
: FEE
Reason for Disagreement FEIEE | |
B:
A-
CENTRAL
2023724 M 01/01/2012 AND S1 01/09/2023 29/09/2023
> WESTERN
: TR
Reason for Disagreement FREIEE
B:

Download Submitted Record FECHEREE | Print FIER

Back to Index

~END ~

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

B

BREM

=5

Departure
Reason
(Proposed
by EDB)
EEH (3
BRER)

03 -
EMIGRATION
BR

12-
SICKNESS
5

Yes No

Yes
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