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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 : Q S > @ Text Size
© The Government of the Hong Kong Special Administrative Region ko - ] =
School Public and
Latest News | AboutEDB | PressRelease | cducation System Cumosum Siudents ond Teachers Related | |Administration 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 AR = o @  Textsize
The Government of the Hong Kong Special Administrative Region b =4 — -
Education System Curriculum Students and sehool Pudiic.and
Latest News | AboutEDB | Press Release A5 Teachers Related | Administration and Administration Access to Information | Contact Us
and Policy Development Parents Related
Management Related

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

IT Systems for Schools

¢] Ccommon 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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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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¢ Education Bureau
]  8ER

eForm for Student Information Management System (STIMS)
BEFNEERGET R

edisho1

[Cunﬁvms‘Se\eut school to represent FEEZAEEF TR J M l
Confirm/Select school fo represent FEBMBEATHERE
(PENDING)(A PROPOSED PRI CUM SEC SECONDARY SCHOOL IN SHATIN) (560561000133) WHOLE DAY £E SHATIN i+EE
(PENDING) (PROPOSED SCHOOL SITE AT INVERNESS ROAD, KOWLOON CITY) (567469000133) WHOLE DAY £H KOWLOON CITY fLEEHE

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.

AT BEERERRA(STIMS) EFRECELEN » R RSAERBL P
BERET

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

- Education Bureau
NEB School Name School Number
Exit 255
COLLEGE £2 -0001-3-3)
AIDED B/ - WHOLE DAY £H - B
eForm for Student Information Mangement System (STIMS)
Category of . ‘ o
school District of schoBEi BRI EE R FET RIS
School Language 2#3E= ANGLO-CHINESE =388 >
Form A Report of Student Leaving / Absence from School
Enter A
=HEA ST | fREEEEE
Form B Form for Reporting Admission of Students with Student Reference Number
Enter A
=B ERCHEERERENAREETE
Form C Form for Reporting Admission of Students without Student Reference Number
Enter i A
=& C EHEFAARIERNARETRS
Form D Student Particulars Amendment Form
Enter i A
=& D B EHTIEES
Form E Enrolment Survey
Enter i A
IS E BLWEERRAS

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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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 2#:3ES 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 \. J/

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 EducqtioB +

School 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

q School Places Allocation Systems ' I Healthy School Policy

| Primary Education | A

| Secondary Education

b
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.
m This helps to prevent data loss due to system problems.

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

m |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.

m 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 C

eForm C is for reporting the intake of new students who have never studied in any STIMS
primary/secondary school in Hong Kong. These students usually have no Student
Reference Number (STRN). Schools should submit eForm C within 10 days after the student's
first day of attendance.

Never use eForm C to report new admission of a student with an STRN. Otherwise, it will
create multiple records and STRNs for the same student, schools need to submit a eForm B
instead to report new admission of a student previously studied in a STIMS school.

For newly admitted students (with STRN who) start schooling on or before “Enrolment Survey
Day”, schools need to include his enrolment information on eForm E.

Never use eForm C to amend the student particulars you have recently reported his/her
admission. Schools need to report via eForm D.

I.  Tips for filling in the eForm C

e The Class Name to be entered should be one of the Class Names reported in the “Class and
Subject Details (C&SD) Survey” eForm. Please liaise with the colleagues in your school
who are responsible for C&SD Survey for using the same set of class names in both the
C&SD Survey and Enrolment Survey.

e In the eForm, all the fields marked with asterisk are mandatory. This means that you
must fill in all these mandatory fields. If there are any unfilled mandatory fields, 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.

Wk

[ x

0 [Oct v[2016 v

Su Mo Tu We Th Fr Sa

e Once the eForm C is submitted, all the data will be submitted and cannot be retrieved and
re-submitted again. 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 C.

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 Admission of Student without Student Reference Number (STRN)

When you open a new eForm C or you have submitted your eForm for the last time, a blank

eForm will be displayed.

Education Bureau

nER

PRIMARY SCHOOL
AIDED 1 - WHOLE DAY £H - =

School Language £ 2=:
Form Status E&E#:

ME (

2-CHINESE #3Z8}

Submit E3E

C-Form C - Form for Reporting Admission of Students without Student Reference Number 1% C - BHABELERMNABELERE
-0001-2-3)

Last Update Time EXE s
Submit Time EFEZEE:

Student A
3 = *Class “First Day of e F
*Student English Name c:';:,::e I(_:elszls Name Attendance *Sex Da;;: é%rth *Home DC
BLENE (EX) e P e e BREERH 31 ( ddfmmi ) FEEEESTERE
*(‘q,y ) - ( dd/mmiyyyy ) yyyy
Add Record FigZ#
Save B Submit IE3E Reset E3f Download Saved Record THEREZR Print ZI Back to Main Menu EEIFE

Guideline 155

2016-11-07 15:01:22
2016-11-07 15:01:22

* = Mandatory fields #4EIEE

To add a new record for admission of a student without STRN, click <Add Record>.

Student 3
B = “Class *First Day of - .
*Student English Name cn:::e I(_:EI:ZIS Name Attendance *Sex Damte; é?m']“h *Home DC
B4EE (EX) s5ns PR HEE B EERH MR ( ddimmt ) FEEEEIE
T'PS{ ) 4 ( dd/mmiyyyy ) yyyy
l Add Record FiS=# l
Save &7 Submit i3 Reset E3:% Download Saved Record FHERFZEH Print ZIED Back to Main Menu igEl+H

* = Mandatory fields #EEE

A blank student record will be displayed. All fields marked with an asterisk “*” are mandatory.
You must fill in all mandatory fields for each student.

*§1 ident English Name Student Chinese Name *Cl 35 Level *Clé 35 Name
SHER &R SHEE (0 ABZE
Please 5¢ » Please 5¢ v
;ggm Please Select
*8f sken Language at
1. Héime Please Select
FERRES
;}E_%NEIU Please Select
;&:\;mup Please Select
Add Record iS58
Save Bty || Submit®3E | Reset3 | Download Saved Record TEDEESSE | PrintAM | Back toMain Meny BEIE

Back to Index

“Fil  Day of Attendance 81 *Di e of Birth
ZUcERE (ddmmiyyyy) el 17 (ddmmiyyyy)
Please Select | » Please select
. “Dog iment No.
T
Date of Entry from Mainiand

T mEEERE (dimmyy)

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

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

a. “Document Type” and “Document No.”

When the student has more than one kind of identity documents, the school need to fill in
only the number of one identity document in the following priority order:

i. HKID Card;
i. HK Birth Certificate;
ji. Other Identity Document (Note: HKID Card / HK Birth Cert. No. not included in this type)

The school should report the HK Birth Certificate No. or Hong Kong Identity Card No. of the
student concerned if he/she was born in Hong Kong.

b. “School Group”

For the item “School Group”, schools may leave it blank for reporting the student admission
except for the following group of school:

i. Schools need to input relevant data when reporting new admission of P5 and P6 students
participating in Secondary School Places Allocation (SSPA) system.

c. “Date of Entry from Mainland”

i. The data field Date of Entry from Mainland is required for and only for students who do
not possess a Hong Kong Birth Certificate, newly arrive from the Mainland and are
admitted to the STIMS schools (e.g. public sector schools) for the first time.

i. For all students who arrive from the Mainland and hold the One-way Permit, the school
should report their Date of Entry from Mainland, otherwise, you will receive warning
message when you save/submit the eForm.

ii. Inorderto extract correct and complete students’ records for use in the Survey on Children
from the Mainland Newly Admitted to Schools, you are advised to report the Date of Entry
from Mainland for all students who arrive from the Mainland and hold the One-way Permit
accurately.

d. “First Day of Attendance”

It is the first day when the student attends the school, but not the day when the school
registered student admission. The school should not submit eForm C before the day that
the student actually attends the school. The class start date is usually by default 1
September each year. Therefore, the first day of attendance cannot be marked earlier than
that date. The year-end date is usually by default 15 July each year. Therefore, the first
day of attendance cannot be marked beyond that date.

e. “Student Name” and “Date of Birth”

The data input must tally with those listed on the original copy of the student's identity
document. [Note: Schools need to check against the student's HK Identity Card (or HK Birth
Certificate if the student has not yet had the HK Identity Card). Only when the student does
not possess these two documents, school may refer to his /her other identity documents.]

f.  “Home District Council (DC)”

It is the district in which the student usually resides during the school days. For students
who live in the Mainland and travel daily to schools in Hong Kong, their Home DC should be
reported as “Mainland China” (or Home DC code reported as “X").

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 admission of student with STRN

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

- Education Bureau
HER

C-Form C - Form for Reporting Admission of Students without Student Reference Number 12 C - SRFASEERNAZREETE

PRIMARY SCHOOL 2 ( -0001-2-3)
AIDED EE) - WHOLE DAY 25 - £

School Language $12EE: 2-CHINESE & Last Update Time =3 EEE: 2016-09-23 11:03:04
Form Status EHE R Save B= Submit Time REETED: 2016-08-04 11:35:26

= = Mandatory fields BEEE
Student *First Day of

*Student English Name Chinese Name *Class Level *Class Name Attendance *Sex ‘Daﬂl:‘lngélgénh *Home DC
SAME (2X) SAME (¢ R HEEE BREREH R ZEEFEAE
) Cadmmiyyyy ) ()
CHAN SIU MING LB P1 - ic - 01/08/2016 M-MALE 5 - 15/0812010 A-CENTRAL AND WESTERN HE - Dﬁ;;e
*Document Type Jrap— - *Document No.
SH=EES 00-HK BIRTH CERTIFCATE 2 £ RFEE ZHRE 51234562
*Spoken Language at >
1. y — - Date of Entry from Mainland
;‘%ﬂ%mgg CHI-CHINESE Z:2 PiREBH (ddmmiyyyy )
*Ethnicity K -
=i CHI-CHINESE EA
School Group -
=ipmE) Please Select

Add Record HZHEF

Save &% Submit #37 Reset £33 Download Saved Record FECEFEH Print FIED Back to Main Menu EEI+E

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

Confirmation x

~ Are you sure to delete the student record? (2 E R ERIEEILEHR 7

+ Yes ® 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 C

Please save the eForm C regularly. To save the eForm C, click <Save> at the bottom of the
eForm C.

Add Record Fi5 =i}

Save BT Submit iE32 Reset £ Download Saved Record FE D EFZHR Print FIED Back to Main Menu iEE¥E

The system will pop up a message to seek user’s confirmation. Press <Yes> to confirm. While
the amended data was saved successfully, it can’t be reverted back.

Confirmation x

~ Are you sure o save the form? {REFEEREILFES ?

% No

If there is/are any student record(s) not yet updated or confirmed, you will NOT be allowed to
submit eForm C. 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 C again.

: " Education Bureau
Y HER
E3 Mandatory Input: Student English Name BEEE: 2EHH (%7) ®
Mandatory Input: Sex BEEE: 15l 3
Mandatory Input: Spoken Language at Home HEIER: ETEHRZEES NOtlfy unsuccessful
Invalid HK Birth Certificate Number. ZiEHESBEFFRE i
Invalid input data. Record update failed. EHERFER  EREERN BENILIS and reason(s)
Guideline 53| Exit 3288
C-Form C - Form for Reporting Admission of Students without Student Reference Number £ C - B RES S EENASDEEE
PRIMARY SCHOOL M ( -0001-2-3)
AIDED 2B - WHOLE DAY 28 - B
School Language 23S 2-CHINESE $& Last Update Time E3ENERE: 20M6-11-07 15:01:22
Form Status EEAT Submit IEZ Submit Time FEEZERE 2016-11-07 15:01:22
* = Mandatory fields %3E%
Student *First Day of 5
*Student English Name Chinese Name *Class Level *Class Name Attendance *Sex lmfgégé““ *Home DC
FEHRE (8X) BEER (P B HEZE BRLEREN j3:) T EFEEZFETE
3) ( dd/mmiyyyy )
/ p— Delete
Ex P = 58 o D1/11/2016 01/01/2001 D-SOUTHERN EE - i
*Document Type r—— - *Document No. //
SEEEE 00-HK BIRTH CERTIFCATE Eg =R e A1234 T
*Spoken Language at ~
1 Home Flease Select - %agﬂggaggﬁjgmmr:ﬁla"%
SEEAES wy
*Ethnicity R VB s
=i 999-OTHER ETHNICITIES NOT CLASSFIED ABOVE Eftikl HeH K B0NEE M
School Group y e — -
=EE 3-SCHOOL GROUP 3 S##851=

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

o9 i
Record updated successfully. SHEE=E : NOtlfy successfully saving x
Guideline 3 xit E2ES
C-Form C - Form for R i ission of without Student Reference Number %12 C - SR AREERNAZRERE
PRIMARY SCHOOL N ( -0001-2-3)
AIDED ZE] - WHOLE DAY 20 - E
e cupssE e Last Update Time £ B2 2016-08-23 11:22:54
Form Status EEHR Save EF SULITICTITE e 2 . ZOTE0s 05500

* = Mandatory fields %E8E%

Student *“First Day of *Date of Birth
*Student English Name Chinese Name *Class Level *Class Name Attendance *Sex HEEE *Home DC
REER (EX) 2huE (p HE HEEE BR LR Bl FEEESIE
%) (ddimmiyyyy ) (G
CHAN SIU MING [t P1 - ic - 01/08/2018 M-MALE B - 1510812010 A-CENTRAL AND WESTERN = EE D;;;e
*Document Type = *Document No.
- LSRR - 2 51234562
SAERES 00-HK BIRTH CERTIFCATE B8 E£2HE ZOHEE
1. ;.?)[:‘t,l):en Language at CHI-CHINESE == - Date of Entry from Mainland
SESEES = PHFEL S (ddimmiyyyy )
*Ethnici
@E"'C'W CHI-CHINESE A, -

Back to Index

VI. Reset the eForm C

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

Add Record SISER

Save @ E Submit &7 Reset Eif Download Saved Record TRECEFHEH Mrint F/ED Back tz Main Menu EFITE

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
C when you press <Yes>.

Confirmation x

~ Are you sure to reset the form? {RE S TET E ST ¢

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
O TBEEENESEEAAS, NI TBEEREEAR,
Page 12/17



VIl. Print and Download the eForm C

Before submitting eForm C, you can print hardcopy or download softcopy of the eForm

C for checking and filing purpose.

Once the eForm is submitted, you cannot retrieve it again.

a. Print hardcopy of eForm C

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

Add Record Si8HEH

Save B Submit #E37

Reset Eid

Download Saved Record TEEEEEH

Print HED

Back tz Main Menu EFITE

The “printing” dialog box will pop up. The content of the dialog box will depend on individual

PC’s configuration.
printing.

o= Print

General QOptions

Select Printer

= CutePDF Writer
7@ HP Laserlet 400 M401 PCL 6
[ Kyocera TASKalfa 6053ci KX (REQ)

<

Status: Ready
Location:

Comment:

Page Range
[OF
Selection

O Pages: |1

Current Page

Enter either a single page number or a single

i oY

page range. For example, 512

M Kyocera TASKalfa 6053ci
= Kyocera TASKalfa 6053ci
M Kyocera TASKalfa 6053ci

>
[JPrinttofile | Preferences

Find Printer...

Number of copies: |1 o

Collate

11 22l 33

b. Download softcopy of eForm C

Please select an appropriate printer from the printer list and confirm

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

of the eForm.

Add Record EiS8#H

Save @7 Submit #&3z

Reset EiF

Download Saved Record TEEEEEH

Prin AIED

Back tz Main Menu iEFITE

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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The following box will pop up, which requires users 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 3EEE

Flease assign a password to protect the document content:
EEEERELESECEAE:

© Continue 2855 @ Cancel BUiE

Password Guideline g %8I

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

FEEE 3 EERERNED & BFEER

Use passwords with at least 10 characters which composed of category A and either category B or C:
FERRER AFIER B H C EmNEL 10 EFEEE:

A Mixed-case alphabetic characters ([a-z] and [A-Z])
FNEEEIFEFR ([az] #(A-Z])

BE. Numerical digits (0-9)
= (0-9)

C. Non-alphanumeric characters (which are !, 8, # %, @, -or_)
EFEFFFE (DL 5 2 %@ -FWD)

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 DownloadFormDataC_20200929.ZIP from cloedisuat.edu.gov.hk?

Open Save | ™ Cancel

)
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)"
O TBEEENESEEAAS, NI TBEEREEAR,
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& save As

L * | » This PC » Dacuments v 0, Search Documents

Organize » New folder Ei v

A Name Date modified Type Se

v Bl Tis PC

» 30 Objects

» [ Desktop

> | Documents

> & Downlozds
D Music

» =] Pictures

B Videos

' e Windows (C:)
s Dats (D)
- Lol Disk (F)

' Lotal Disk (G:)
» == EdIS_Project_Del v

R

File namef]| DownloadFormDatC_202003235

Save as type:  Compressed (zipped) Folder

A Hide Folders

Please use the key to open the file that has been downloaded to your computer.

Back to Index

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

After updating the eForm C, 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 EDB by clicking <Submit>
at the bottom of the eForm.

Add Record S8

Save &% Submit E3F Reset £ Download Saved Record FEHCETEH Print Back to Main Menu EEEZH

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

confirm x

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?
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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.
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Once the eForm is submitted, you cannot print and download it following the procedures in Part
VIl again. Therefore, you may save or print the eForm C before submitting it for filing purpose.

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
O TBEEENESEEAAS, NI TBEEREEAR,
Page 16/17



IX. Exitthe eForm C
To exit from the eForm C and go to another eForm, click <Back to Main Menu> at the bottom

of the eForm C and select another eForm for updating.
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Download Saved Record THERHEZH Print [ Back to Main Menu REI+ 5 ]
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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 updated data.
Confirm x

Data has been changed. Are you sure to exit without saving? ERCIEER, FEESEEERN ~EEER"?

Yes No
y

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