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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:

A\ Education Bureau 4 Qs & o° Text Size
© The Government of the Hong Kong Special Administrative Region i S — > L

Education System Curriculum students and S0ho0] Public and
Latest News | AboutEDB | Press Release oS Teachers Related | |Administration and Administration | Access to Information | Contact Us
and Policy Development Parents Related
Management Related
< Back
Administration

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

I About School Staff | About Activities Newly-Arrived and Non-Chinese Speaking
Children
~ Education Bureau A = y @ TS
The Government of the Hong Kong Special Administrative Region 2 =2 — > -
s School Public and
Latest News | AboutEDB | Press Release Eavcatior S.YAON Suricuium iticants ood 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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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

? 0 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 l 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.

EIE BEEREERASTIMS) EFREEFELEN  HEEIBERBEEARLPX
BEEET

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

Education Bureau
BB School Name School Number
Exit 253
COLLEGE B -0001-3-3)
AIDED EEf - WHOLE DAY £H - E
eForm for Student Information Mangement System (STIMS)
Category of BERNERARET TS
school District of school | FEXHES = =
School Language 2#3E= ANGLO-CHINESE =358 =
Form A Report of Student Leaving / Absence from School
Enter #EA
A SN | FREEEEE
Form B Form for Reporting Admission of Students with Student Reference Number
Enter #EA
=B ERCEEERENARESTH
Form C Form for Reporting Admission of Students without Student Reference Number
Enter A
=EC BERFAEBERENARBERR
Form D Student Particulars Amendment Form
Enter A
=HED EBEEHNEIERE
Form E Enrolment Survey
Enter A
TIEE BENEENRE

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 operate 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 &
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 i 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 BERFEBERENABRBETR
Form D Student Particulars Amendment Form
Enter A
=D BEEREIFES
Form E Enrolment Survey
Enter A
FIEE BLRERRs

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

h o
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
message(s) carefully, then correct the error(s) 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.

» 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 D

eForm D is suitable for reporting amendment of student particulars.

I.  Tips for filling in the eForm D

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 of 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 11th
August, 1995, enter “11081995”.  On the other hand, you may use the calendar tool to select
the exact date.

Wk

0 [Oct w2016 v

Su Mo Tu We Th Fr Sa

10| 11 12(| 13| 14

24|| 25| 26| 27

e Once the eForm D is submitted, all the data will be submitted and cannot be retrieved 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 D.

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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Il. Add arecord of amendment of student particulars

When you open a new eForm D or you have submitted your eForm D last time, a blank eForm

will be displayed.

Education Bureau
BB

o 2
e

D-Form D - Student Particulars Amendment Form 548 D - BAZREERE

Back to Main Menu ZEEE

SCHOOL 2 ( -0001-2-3)
AIDED #§) - WHOLE DAY £H - =
School Language 82835 2-CHINESE $3788 Last Update Time -RE 215/
Form Status JE3§HRR: Save @& Submit Time FAZ BRI
Add Record Hig&R
Save R Submit iE32 Reset E:% Download Saved Record T & @ FZE Print 7IEp

Guideline 155

2016-09-26 10:46:19
2016-08-04 11:35:39

* = Mandatory fields %/BEE

To add a record of amendment of student particulars, click <Add Record>.

| AddRecord miman |

Save # % Submit ¥ Reset i@ Download Saved Record TECHME AR

Pint 540 | Dack to Main Meau BE$H

A blank student particulars amendment form will be displayed.
“Student Name” (mandatory fields marked with an asterisk “*”))

You must fill in “STRN” and

1. [ _*STRN 24 5%

*Chinese / English Student Name

=Mandatory Tields ZEER |

Delete Ik

SLEPEME

First Day of Attendance
BREFEE (ddimmlyyyy )

Update ltem EHIE5 Please select

Add Record 5=

Student Particulars S5 (Fill in data items to be amended only REBHEAIEL) / Student Particulars
Student English Name :I:jr::m B e
EEEA (L) BERE (i)
Sex Date of Birth Home DC
e Please Select - e EE ( ddimmiyyyy ) SEEZASE Please select -
Place of birth
1 Please select
Ethnicity .
P Please select
Spoken Language at Home -
sEEmEs Please select
Delete New Arrival Children Indicator Date of Entry from Mainland
BEFEEREERD AlEsEEEE (dd/mmlyyyy )
Identification 57328 (Fill in data items to be amended only REZEHEENIER) / Identification I
Delete HKBC
Delete HKIC Number from record 'rueucrgrt;er {iver
MEEESHERE [ ——
SHIE
Document Type - D t No.
SEZERES Please Select Cl I f BEmwE
Class Information 8 Z# (Fill in data items to be amended only 2ESEFENIEH) / ass 1nio.

Date of Transfer
WITHMH
(dd/mmiyyyy)

Class Level {2

Class Name HE£R
&

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 D

You should input data for item(s) to be amended only. Please note the following when you

fill in the new record for eForm D:

a. Amendment to data items related to general student particulars
To amend general student particulars (‘Student English Name’, ‘Student Chinese Name’,
‘Sex’, ‘D.0.B.’, ‘Home DC’, ‘Place of Birth’, ‘Ethnicity’, ‘Spoken Language at home’), just input
the updated data to the data field(s) concerned.

( Student Particulars 24-2%4 (Fill in data items to be amended only REEREHNIEH) \
Student English Name :::_::m s
BawE () SERE ()

:;;\l loaselSctoct M Du“:'ua;Ecl';qB:rllir:ﬂmmiyyyy ) ;‘;ﬂé;%ﬁﬁ Gleaselzslact M

Ezg:ﬂof (i Please select -
EE};HW Please select -

\ ;pg;nﬁg;;uageatHame Please select - )

B wrEEE L mRREN (dammyyy)

Data input for the items ‘Student Name’ and ‘Date of Birth’ must tally with the original copy of
the student’s identity document. The Schools need to check against with 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 other
documents.
Please ensure that the Home District Council (DC) of a student is the district in which the
student usually resides during the school days. For the students who live in the Mainland and
travel daily to schools in Hong Kong, their Home DC should be reported as “Inapplicable” (or
Home DC code reported as “X”).

b. Amendment to data items related to New Arrival Children

Please note the following points in amending data items related to New Arrival Children,

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.

Student Particulars 24 Z# (Fill in data items to be amended only REEFEHIEEH)
Student English Name :I::gsm Bz
PLEE (#HX) S24EE (PX)
Sex Date of Birth Home DC
e Please Select - s B ( ddimmiyyyy ) SEEESSE Please select -
Place of birth
) Please select Lo
Ethnicity
prsee Please select
Spoken Language at Home -
SESFEEs Please select
Delete New Arrival Children Indicator Date of Entry from Mainland 05/07/2012
BEmEEREIET AmFEEES (dd/mmlyyyy )

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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iv. If the student is not newly arrived from the Mainland, please “v” the “Delete New Arrival
Children Indicator” check box.

Student Particulars 24£Z# (Fill in data items to be amended only RAEREHIEH)
Student English Name :;l::znt Hilieee
B4ER (&) BEESE (X))
Sex Date of Birth Home DC
e Please Select - e EE ( ddimmiyyyy ) SEEZASE Please select -
Place of birth
b Please select
Ethnicity
puses Please select
Spoken Language at Home -
SEuEEs Please select
Delete New Arrival Children Indicator v Date of Entry from Mainland
BERMEEREIST Pt 3 H R ( ddimmiyyyy )

c. Amendment to Identification data item
In making amendment to data items in the Identification, please note the following points.

e |If the student possesses more than one identification documents, always select the 1D
document to be provided in the following priority:

» HKIdentity Card
» Hong Kong Birth Certificate
» Other identification document

e The school should report the Hong Kong Birth Certificate Number or HK Identity Card
Number of the student concerned if he/she was born in Hong Kong.

e “Other Identification Document” should not be a HK Identity Card or Hong Kong Birth
Certificate

e To add/amend the HK Identity Card Number, select “HKIC” in the ID Type pull down menu
and input the HK ldentity Card Number in the Document No. Skip the bracket in the last
digit of the HK Identity Card Number. For example, if the HK Identity Card number is
A000000(3), please enter AOO0O0O003 instead.

Identification 5175288 (Fill in data items to be amended only IEEHFEIIEH)
Delete HKBC
Delete HKIC Number from record :‘Iel::rgzjm from
HixSESHERE Bl = Em e B0
E=
R 01-HKIC F254E v] erua GO0C00003 *

e To add/amend the HK Birth Certificate Number, select “HK Birth Certificate” in the ID Type
pull down menu and input the HK Birth Certificate Number in the Document No.. Skip the
bracket in the last digit of the HK Birth Certificate Number. For example, if the HK Birth
Certificate number is AO0O00003, please enter AOO00003.

Identification 5£1:2A8 (Fill in data items to be amended only SEEHEENER)
Delete HKBC
Delete HKIC Number from record 'lfleucrg::‘]er from
RS E e Bl s H0
SRE
Dl = T 00-HK BIRTH CERTIFCATE S8 TRES ~| Socwmentto. GUITIE, x
SEAER = B EEEE

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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e For deletion of the HK Identity Card Number, please “v” the “Delete HKID Card Number
from record” check box.

Identification 57 :2R8 (Fill in data items to be amended only REEHEMNER)

Delete HKBC
Number from

Delete HKIC Number from record

sz v record
Hiix=ESHERE BIES =0 4 2R
SHE
Document Type - Document No.
S5 BHET Please Select Py

e For deletion of the Hong Kong Birth Certificate Number, please “v” the “Delete Birth Cert
Number from record” check box instead.

Identification 57 :2A8 (Fill in data items to be amended only SEEHENER)

Delete HKBC
Number from
record

Mk &E L EEMH
ERE

Delete HKIC Number from record
Hiz=SESAERS

Document Type - Document No.
SABHES Please Select SrE

d. Amendment to Class information

In addition to the First Day of Attendance, there are three types of update that may be
performed by eForm D, namely Update Class Name, Transfer to Different Class Level and
Transfer to Another Class.

The list of class names in the Class Name drop down list comes from the Class and Subject
Details Survey eForm. If the class name in the Class and Subject Details Survey eForm has
not yet been confirmed, no class name will be shown in the list. Please liaise with the officer
in your school who are responsible for the Class and Subject Details Survey for using of the
same class names in both the Class and Subject Details Survey and Enrolment Survey and
have these class names confirmed in the Class and Subject Details Survey eForm.

i. Update Class Name

If the Class Name of a student is incorrect, you have to amend the student’s Class Name
by selecting Update Class Name in the “Update Item” pull-down menu. Then, you need
to select the Class Level in the “Class Level” pull-down menu. Afterwards, you can select
the correct Class Name in the “Class Name” pull-down menu.

Class Information ¥ 82} (Fill in data items to be amended only R7BEHENIEE)
First Day of Attendance
BR EREM (ddimmlyyyy )
Date of Transfer
[ Update Item E5{188 1-Update Class Name E$731 512 > ] HUE®S
(ddimmlyyyy)
Class Level H& $1 v
Class Name 3% s
s Please Selectﬂ
Add Record #i8&# Please Select
S1A
Save & Submit i3z Reset £33 Download Saved Record FTHEEEEZH Print ZIED Back to Main Menu iZEEEE S1B

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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i. Transfer to Different Class Level

If a student is being transferred to a different class level, you have to select the function
“Transfer to Different Class Level” and update his/her (1) Date of Transfer, (2) Class Level
together with the (3) Class Name.

Class Information ¥R (Fill in data items to be amended only RBEREHIEH)

First Day of Attendance
BRERBH (ddimmlyyyy )

[ Date of Transfer )
Update ltem E31EE 2-Transfer to Different Class Level BZ|FEH&E | ¥ ] S|HEME 01/10/2016
(dd/immlyyyy)
Class Level Hi&8 S2 -

g?;s Name 3% % Please Select: v

Add Record 18 & # Please Select

2A
Save 2% Submit iE32 Reset £3 Download Saved Record FH &= || Print7IE0 || Back to Main Menu El[iﬁ 2B

ii. Transfer to Another Class

If a student is being transferred to another class (which is in the same Class Level) in the
school year, you have to select the function “Transfer to Another Class” and update his/her
(1) Date of Transfer, (2) Class Level together with the (3) Class Name.

Class Information ¥ 82 #} (Fill in data items to be amended only R7BERBENIEH)
First Day of Attendance
BRERAH (dd/mmlyyyy )
[ Date of Transfer )
Update Item E316E 3-Transfer to Another Class SZIE fl3E 5l v |YEH 01/10/2016
(dd/mmlyyyy)
Class Level HI8 $1 -
Class Name 3 g
ey | Please Select :_\
Add Record ## =R
S1A
Save @& Submit $E3x Reset 38 Download Saved Record FTHEEREEH Print 51 Back to Main Menu EE% S18
y

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 amendment of student particulars

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

1. =STRN BLEHE AD00D003 l Delete f#lE: l

*Chinese  English Student Name
[ CHAN TAI MAN
Student Particulars 24 Z# (Fill in data items to be amended only RESREWIGH)

Student English Name Student Chinese

=0 N
B4EE (HX) Ea;l;{-ﬂ ($3r)
Sex Date of Birth Home DC
e Please Select - #EFE (ddimmiyyyy ) SEEZESE Please select -
Place of birth
o Please select -
Ethnicity
prsee Please select
Spoken Language at Home -
SEeEEs Please select
Delete New Arrival Children Indicator Date of Entry from Mainland 05072012
WEMEELEET AtiEEBM ( ddmmlyyyy )
Identification 57288 (Fill in data items to be amended only SEEHENISE)
Delete HKBC
Delete HKIC Number from record :delch::jer em v
RS SR T
SRE
Document Type - Document No.
SABHES Please Select BHEE |

Class Information H£Z 1} (Fill in data items to be amended only REEFENIEE)
First Day of Attendance
B ERER (dd/mmiyyyy )
Date of Transfer
Update ltem EIEE Please Select - [ied=kc]
{ddimmiyyyy)

Class Level HESR hi

Class Name 18

prip Please Select| ~

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? (FESETREBHEER 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 D

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

Add Record #if&i®

Save 8% Submit # < Reset i@ Download Saved Record THEMT AR Prnt 5460 Dack to Mair Maau BE+8

The system will pop up a message to seek user’s confirmation. Press <Yes> to confirm, then
the amended data was saved successfully.

Confirmation x

~ Are you sure to save the form? FESREETILEE 7

l « Yes % No

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

Invalid Date of Entry from Mainland po kb3 0 B F & q
Invalid input data. Record update failed. B SR FERE » EREHEER saving and reason(s)

E3 Invalid STRN B4 £ R8T q »
Mandatory Input: Chinese/English Student Name /B2 B4 hmfmEE N()tlfy unsuccessful

Guideline 353| Exit #£8
D-Form D - Student Particulars A di Form £ D - SEERBIERE

COLLEGE p2 -0001-3-3)
AIDED %71 - WHOLE DAY 28 - E
School Language BES: 1-ANGLO-CHINESE =238 Last Update Time 3B I i5m: 2016-10-26 10:36:11
Form Status EEAH: Save % Submit Time EZEZERE: 2016-10-26 10:36:11

* = Mandatory fields #EEE

1. *STRN 84£&35 [A0000007 Delete filE

*Chinese | English Student Name [ f
SBEPHETES

Student Particulars B34 Z# (Fill in data items to be amended only RESHEENIEE)

Student Chinese

Student English Name Name

SERE (HEx) B4EE ($3)
Sex Date of Birth Home DC
e Please Select hd e AER ( ddimmiyyyy ) SEEESSE Please select -
Place of birth -
i
Ethnicity -
P Flease select
Spoken Language at Home -
P . |Please select | |
Delete New Arrival Children Indicator Date of Entry from Mainland /
BEFREREIET A EE B ( ddimmlyyyy ) =

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
O TBEEENESEEAAS, NI TBEERNEEARK,
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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

Y ns85

Record updated successfully. RS ##%E <=|I Notify successfully saving ®

Guideline 53| Exit $#B8

D-Form D - Student Particulars Amendment Form =43 D - S4£ERE F5E15

COLLEGE P2 -0001-3-3)
AIDED EE1 - WHOLE DAY 2B - B
mppm=. 1. _CHINESE 233780 Last Update Time % & 2EM: 2016-10-26 14:05:42
Form Status EHHR: Save 7 Submit Time F1Z5E325HE: 2016-10-2b 10:42:12
= = Mandatory fields $EEE
1. *STRN 248 A0000003 Delete fflk:
“Chinese | English Student Name CHAN TAI MAN

SEPHETER
Student Particulars 24 Z# (Fill in data items to be amended only REEFEMIEH)

Student Chinese

Student English Name Name

BEEE (HX)

BEEE ($PX)
Sex Date of Birth Home DC
e Please Select HAEFE (dd/mmiyyyy ) SEEESHE Please select
Place of birth -
i
Ethnicity -
Py Please select
;p;l;r:ﬁlégaguage aitions Please select ¥
Delete New Arrival Children Indicator Date of Entry from Mainland | 05/07/2012
RSB REIZT AFEEM (dd/mmlyyyy )

Back to Index

V. Reset the eForm D

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

Add Record ¥ & e

Save % Submit # % Download Saved Record FTHEMT AR Print 540 Dack to Main M2au BEIFRE

The system will pop up a message to seek user’s confirmation. Be careful, all information
entered by users after the “Last Update Time” will be cancelled without saving to the eForm D
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 TBEERNEEARK,
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VIl. Print and Download the eForm D

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

a. Print hardcopy of eForm D

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

Add Record ¥ & ®™

Save i# % Submit &% Reset 2 Download Saved Record THECHE AR Print 5460 Dack to Mair M2au ERIFH

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

printing.
o= Print X
General QOptions
= CutePDF Writer M Kyocera TASKalfa 6053ci
7@ HP Laserlet 400 401 PCL 6 = Kyocera TASKalfa 6053ci
M Kyocera TASKalfa 6053ci KX (AEQ) M Kyocera TASKalfa 6053ci
< >
Status: Ready [JPrinttafile | Preferences
Location:
Comment: Find Printer...
Page Range
@Al Number of copies: |1 S
Selection Current Page

(O Pages: 1 Collate

: ¢ : 1 2 3
Enter either a single page number or a single 1= 2 3}
page range. For example, 512

Cancel Spply

b. Download softcopy of eForm D

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

Add Record i 8™

Save B Submit # < Reset i@ [ Download Saved Record THEEHME AR ] Print 5460 Dack to Mair Maau ERIFH

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
O TBEEENESEEAAS, NI TBEERNEEARK,
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The following 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 SRiEEE

Flease assign a password to protect the document content

FEEEELIESE NS
© Continue 2855 @ Cancel Bli&

Password Guideline ZiE#8:

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

FAEATE 3 EEREARIE D 8 EFEEER

Usze passwords with at least 10 characters which composed of category A and either category B or C:
FEFREEER AFEER B L C SaEL 10 EFrEaIEE:

A. Mixed-case alphabetic characters ([a-z] and [A-Z])
FPERESHTETE (a2 H(AZ)

E. Numerical digits (0-9)
B (0-9)

C. Mon-alphanumeric characters (which are |, §, #, %, @, - or _)
EFEFHFFE 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 DownloadFormDataD_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 TBEERNEEARK,
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& save As X
2 v & ‘:3 » This PC » Dacuments v & , Search Documents P
Organize » New folder B v o
v [ This PC A Name 2 Date modiied Type Size A
» ) 30 Objects
» [ Desktop
> 7| Documents
> & Downloads
D Music
» &= Pictures
- B Videos
' e Windows (C:)
s Dats (D)
e LoCal Disk (F)
' LoCal Disk (G
» = EdIS Project_Del v ”
File namg‘ DownloadFormDatalD_20200325 ) v
Save as type:  Compressed (zipped) Folder v
A Hide Folders Cancel

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 D

After updating the eForm D, 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.

Add Record ¥ 8 #™

Save % Submit & Reset i@ Download Saved Record THECHME AR Print 5460 Dack to Mair Maayu EEF+H

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

‘ REGERAEFRBIH R A FTEERFHNERLIERAER

157
iR ETEREER FEENSSEEENER  MRIT-TaE
EEUAHEE -
HESREETLRE?
‘ Yes No
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.

g ‘50 - Education Bureau

X HEB

Record submitted successfully. ZHER3z ¢=|I Notify successful submission x

Guideline 55| Exit #5

D-Form D - Student Particulars Amendment Form 4% D - BAZFREERE

SCHOOL 2 ( -0001-2-3)
AIDED #8) - WHOLE DAY £H - B
School Language Ef:E=S: 2-CHINESE +3758 Last Update Time & 2if5HE: 2016-11-11 11:09:31
lForm Status EIRIRR: Submit EZ ] Submit Time F1ZER: 2016-11-11 11:09:31

* = Mandatory fields %BEE

Add Record HigZi

Save R Submit &322 Reset 3% Download Saved Record FTEHCREFZER Print 7JED | Back to Main Menu iZEI+E

Once the eForm is submitted, you cannot retrieve it again. Therefore, you should save or print
the eForm D 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

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

Education Bureau

EL§=]5]
Guideline 55| Exit 25
D-Form D - Student Particulars Amendment Form 18 D - B4 ZRBERE
SCHOOL 2 ( -0001-2-3)
AIDED ZE) - WHOLE DAY £H - E
School Language 81355 2-CHINESE 378 Last Update Time S 2qRs5: 2016-11-11 11:09:31
Form Status JE3RiRR: Submit 3E3Z Submit Time FAZEZMA: 2016-11-11 11:09:31

* = Mandatory fields %BEE
Add Record FigZER

Save R7F Submit €32 Reset 233 Download Saved Record T&HEREZH Print FiED I Back to Main Menu ZEIEE I

If there is any unsaved changes, 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? EXR DR ESR, fESEEREN A EEEA?

Yes No

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

Education Bureau

) RER

D-Form D - Student Particulars Amendment Form %5 D - B4 ERFFHRE

SCHOOL 2 ( -0001-2-3)
AIDED ZE1 - WHOLE DAY £H - B
School Language 2#:E5: 2-CHINESE 3786 Last Update Time 25— 2016-11-11 11:09:31
Form Status JE3iRR: Submit 3E3Z Submit Time FAZEIEMA: 2016-11-11 11:09:31

* = Mandatory fields %HEEE
Add Record FiigZiH

Save R Submit IE32 Reset 3% Download Saved Record T&#E@FZEHR Print FIED Back to Main Menu i&ZEIEH

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

Back to Index

~END ~

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