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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 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 \ = C @  Textsize
" The Government of the Hong Kong Special Administrative Region ko e = d -
School Public and
Latest News | AboutEDB | Press Release | Education System Surauum Students dod Teachers Related | |Administrationand | Administration | Access to Information | Contact Us
and Policy Development Parents Related
Management Related

<Back

( Administration )
I About Teaching I About School I IT Systems for Schools Project on Enhancement of Complaint
Management in Schools

I 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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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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¢ 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.

AT BEERERRA(STIMS) EFRECELEN » R RSAERBL P
BERET

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

° Education Bureau
HEB School Name School Number
Exit 26
COLLEGE PE -0001-3-3)
AIDED ZR) - WHOLE DAY =H - 5
] eForm for Student Information Mangement System (STIMS)
Category of PP —
school District of school | PEHNERAMTFRE
School Language 255 ANGLO-CHINESE =323F ~
Form A Report of Student Leaving / Absence from School
Enter A
=G A BaE/ BEESEE
Form B Form for Reporting Admission of Students with Student Reference Number
Enter i A
=I5B ERCARERENARBERE
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

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 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.qgov.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

et
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.

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

Back to Index

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

B. Guidelines on Using eForm E

eForm E is an Enrolment Survey eForm and contains listings of student data.

. Tips for filling in the eForm E

e The Class Name to be chosen 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 |f C&SD Survey cannot be submitted before the submission deadline of Enrolment Survey,
i.e. eForm E, the colleagues in your school who are responsible for eForm E can enter the
correct class name direct to the field of “Class name to be enrolled” in eForm E.

e The eForm data submitted should contain students who are enrolled on the Survey Day
(including own school students, students transferred from other STIMS schools and students
have participated in school places allocation before). These students should possess an
STRN. In case schools have doubt whether a student has ever been assigned an STRN by
the EDB system, please contact the Liaison Officer for clarification.

e Please use eForm C to report the enrolment of a student who has never studied in any STIMS
schools, i.e. without a STRN.

e Schools cannot amend the students’ names, sex or date of birth through the submission of
the Enrolment Survey. If necessary, please use eForm D for amendment of names, sex or
date of birth of students after submission of eForm E.

e Please use eForm B (for student with STRN) or eForm C (for student without STRN) if the
students are newly admitted after the Enrolment Survey Day.

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 /', spaces or symbols
between DD, MM and YYYY is not required. For example, to input the date 215t September,
1996, enter “21091996”. 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

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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Il Retrieve students’ records

When you first open the eForm E, click <Enter> on the right of “Step 1: Update by Student” to
enter the form.

Education Bureau

Y NER

Guideline 55| Exit B8

E-Form E - Enrolment Survey 1% E - BEWHERES

COLLEGE EE -0001-3-3)
AIDED &8 - WHOLE DAY £H - B
School Language 2835 1-ANGLO-CHINESE =375 Last Update Time FREMNEE:
Form Status HE#IER: Submit Time F15iB3z05/A:

* = Mandatory fields SEIEE

Step 1 £F1 Updaie by Student B2 F5 Enter A

Step 2 £F/2 Submit Form E3ZZE#E Enter A

Notes &% :

e-Form E is used only for students enrolied on or before and still attending on Enrolment Survey Day. Records of those enrolled after the Survey Day should be submitted through e-Form B/C
as appropriate
EFEHEEERNSERNEREAS A EER U MSARENSE - IPLTRNLEERFSHEAR  SREESHEFFEBHC -

Back to Main Menu R[E =&

After you have opened the eForm E, a blank eForm will be displayed.

- Education Bureau
nER

Guideline 55| Exit BB

E-Form E - Enrolment Survey =12 E - BHWHERAE

COLLEGE T8 -0001-3-3)
AIDED #51 - WHOLE DAY £H - B
Schoel Language 2#:85: 1-ANGLO-CHINESE #3780 Last Update Time FREMEE:
Form Status EIRHAR: Submit Time FH&EZIFRA:
* = Mandatory fields #HEE
Retrieve Record for Updating iFEVEERSIFERER ZH Retrieve Record after Updating Completed St B RMBEC RIS
Last Year Class Level and Class name E&s4E 3R R Please Select| « Enrolled Class Level and Class Name B& A ERITE : Please Select| -

Not Enrolled 255

Retrieve Records #3 &1}

Class Level to be enrolled & A& : Please Select| =

Class Name to be enrolled & ARl : Please Select| « Enrol {5 A

Add Record FIEE#H

Save & Print ZIED Back to Form E Main Menu iEDI&HEEE B

To update the enrolment information of the students for current school year, please retrieve the
records of the students with one of the following two methods.

a. Retrieve Record for Updating

You can retrieve records of students who have completed S1-S5 (for secondary schools) or
P1-P5 (for primary schools) in the last school year while the EDB has not received any
reports of leaving or absence of such students (Form A) from schools. Furthermore, the
list also includes S1 & S4 (for secondary schools) or P1 (for primary schools) students
allocated to the school through the respective school place allocation systems of the EDB.

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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Retrieve records of students by “Last Year Class Level and Class Name”.

*= Mandatory fields Z78

. Retrieve Record for Updating FEE 4 L HREEHEN A Retrieve Record after Updating Completed 2/ 8 Hi& MBS R LUEtRY
Please Select|

Last Year Class Level and Class name ZS 5@ IR REHA Enrolled Class Level and Class Name B& AR ETR Please Select| ~

Not Enrolled 3375

Retrieve Records &3 &

To save effort in data input, the system will assign an initial value for the “Class Level to be
enrolled”. For ordinary schools, the default “Class Level to be enrolled” is one level higher
than that of last year. For special schools, the default “Class Level to be enrolled” is the
same as that of last year. No initial value will be assigned to the “Class Name to be enrolled”,
however.

b. Retrieve Record after Updating Completed

After you have updated the enrolment information of the students, you can retrieve records
of students based on their Enrolled Class Level and Class Name in the current school year.

* = Mandatory fields

Retrieve Record for Updating BSR4 REER TN ZH : . Retrieve Record after Updating Completed 25 & & EM B4 DHLIE#Y

Last Year Class Level and Class name =& B R RITA : Please Select| ~ Enrolled Class Level and Class Name BEATERITE : Please Select| ~

Not Enrolled 33 &

Retrieve Records S #

Back to Index

lll. Check the data on the eForm E against actual enroliment data

Please check the data on the eForm E against the data of the actual students enrolled on the
enrolment survey day in your school, and then report to the EDB the actual enrolment data as at
the survey day by updating the eForm E accordingly.

You may print the eForm E for each Last Year Class Level and Class Name to facilitate the
checking and mark any update on the hardcopy before updating the eForm E. Please refer to
the section VIII. Print the eForm for the details of printing the eForm E.

Back to Index

IV. Update students that are not enrolled

If the students are no longer enrolled in your school on the survey day, you should mark the
checkbox (v') on the column “Not Enrolled/Delete” of that student record.

*Student Student

English Name  ChineseName *STRN  *Sex ;?;'E‘;gmm *Class Level to be *Class Name to be New Session (enter if different from default) %  Not Enrolled 5
?Eﬂ% (& iﬂ;ﬁﬁ (H BEER :3:]) Rl enrolled A MR enrolled EAHEI EFREESEEFRAEA) i / Delete RIS
) )
1. STUDENTA B 23456789 | M| 01/01/1900
*Ethnicity i

*Spoken Language at Home EEERES
*Home DC

FREHEIE

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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V. Update the details of enrolled students
When you update the details of every enrolled student, please note the following points.

a. 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”). Update the Home DC of the students
whose home addresses have been changed.

b. Ethnicity and Spoken Language at Home

An initial value of “Chinese” is assigned to both Ethnicity and Spoken Language at Home to save
effort in data input. Please update the relevant information according to the actual Ethnicity
or/and Spoken Language at Home of the respective students if necessary.

c. Class Level and Class Name to be enrolled

For ordinary school, the default “Class Level to be enrolled” is one level higher than that of last
year. For special schools, the default value is the same as that of last year.

“The Class Name to be enrolled” does not have any initial value. The class name to be selected
or inputted should be the same as the Class Names reported in the Class and Subject Details
(C&SD) Survey eForm.

If C&SD Survey cannot be submitted before the submission deadline of the Enrolment Survey,
i.e. eForm E, the colleagues in your school who are responsible for eForm E can enter the
correct class name direct in the “Class name to be enrolled” field of eForm E.

Please check against the actual student enrolment situation and update the Class Level and
Class Name to be enrolled of the respective students accordingly.

d. Update New Session
For students who will be transferred to a new session in the current school year, you should
update the New Session for the student accordingly.

e. Change All Class Level and Class Name to be enrolled

0] C&SD Survey submitted

To save effort in data input, two buttons have been built in the eForm E for you to change the
Class Level and Class Name to be enrolled of all students listed at the same time.

Class Level to be enrolled A : Please Select| =

Class Name to be enrolled £ AH5| : Please Select| = Enrol ££A

The Class level and Class name in the drop down list is provided by the C&SD Survey eForm
with ‘confirmed class names’.

(i) C&SD Survey not yet submitted

Class Level to be enrolled S8 M\IEE: Please Select| =

Class Name to be enrolled EEAHERI: - Enrol 8

| ey |

Please select Class level to be enrolled in the drop down list, then input the Class name in the
text box provided.

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
i TREERNEBERARK . N8 TBEAENEEAM .,
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Please liaise with the your colleagues who are responsible for the C&SD Survey for using
the same set of class nhames in both the C&SD Survey and Enrolment Survey and confirm
the class names in the C&SD Survey eForm beforehand.

Update Student Names(English/Chinese), Sex and Date of Birth(DOB)

Please update Student Name (English/Chinese), Sex and DOB for existing students
with eForm D. The aforesaid information cannot be amended in eForm E.

Ensure every student is updated

Before you move on to another Class, please ensure that every student listed is updated.
All students listed should either have the correct Class Level and Class Name input, or should
be marked as “Not Enrolled”. Otherwise, there will be error message pop up when you save
the student records.

Back to Index
VI. Add /Delete newly enrolled students

a. Add newly enrolled students

If there are newly enrolled students who have STRN but are not found in the eForm E, please
click <Add Record> at the bottom of the eForm to add them to the list.
(For newly enrolled students without STRN, please use eForm C to report their enrolment.)

- Student
SITEE Chinese

English Name *Date of Birth

*STRN *Sex *Class Level to be

- =
=Spoken Language at Home EEZ[EE CHI-CHINESE 232
*Home DC

sEEzanE | A-CENTRALAND WESTERN PEE | ~

Add Record 5i5E#

*Class Name to be

New Session (enter if different from default)

3%!&‘:3 (= ;;‘;{8 (@ REESR :3;]) (dd{m!rgnlyyyy ) enrolled AR enrolled £ AR HESEBEERETRAEA) fit / Delete BIER
)
2. | STUDENT B [ 34567890 M 01/01/1900 53 o 3A A Please Select v
“Ethnicity 155 CHI-CHINESE ZE A ~

Not Enrolled 3

A blank student record will be inserted at the end of the current list.

details of the newly enrolled student with STRN.

You should input the

Student

Chinese *Date of Birth

*Spoken Language at Home FEEEES [HEEEDEEEE

*Home DC
FEEFEGIE

Add Record Hri8=#

Please select -

Save &% Print FIEN Back to Form E Main Menu i=FIZ=48E+&

*Class Level to be

*Class Name to be

New Session (enter if
different from default) &

*Student English Name Name *STRN *Sex
BERE (ExX) B (o BERR R HEBH (ddmmlyyyy ) | enrolled EAHE  enrolled EAHR Eflﬁlﬁ(%%iﬁ%*ﬁr %gi Delete
b )
)
3. Flease Select | = Please Select, + Please Select| = Flease Select - D;J;e
“Ethnicity 5 Please Select -

Not
Enrolled

Repeat the above steps if there are more newly enrolled students.

b. Delete newly enrolled students

If you want to delete the newly enrolled student record, please click <Delete> on right-hand

side of that student record.

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
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Sadent New Session (enter if Not
=Student English Name Name =S§TRN *Sex *Date of Birth =Class Level to be *Class Name to be  different from default) 3 Enrolled -~
PERE (RX) BARE (B BERR TR HERH (ddimmiyyyy ) | enrolled REARE enrolled £ A BRI E‘iflﬁlﬁ(%’ﬁﬁi*ﬁ?f %g I Delete

)
x)
. Delete
3 STUDENT C E— 12345678 F-FEMALE % | v 01/01/1200 52 - 28 =] Please Select =] M
“Ethnicity &5 CHI-CHINESE E A =
=Spoken Language at Home FEEHES CHI-CHINESE 232 i
“Home DC
sEEzanE BWANCHA ERE M

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

Confirmation x

~ Are you sure fo delete the student record? FESTETRHEBHER 7

Back to Index
VIl. Save the eForm E
To save the eForm E, click <Save> at the bottom of the eForm E. Please save the eForm E

frequently and regularly. Never retrieve another class without saving the eForm E.  Otherwise,
you will lose all updated information.

Add Record $iEEH

Save B1F Print Back to Form E Main Menu EERIFE#EEEXE

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

~ Are you sure to save the form? R ESBREETILFEE 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 E. 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 E again.

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

E3 Mandatory Input: STRN BAEE: BLgR
— Mandatory Input: Class Level $A78155%:
Mandatory Input: Class Name #5/8 FIREiE
Mandatory Input: Home DC #BEE: SEEZGHE
Invalid input data. Record update failed. EHEFFERE » EFEHTXN

Notify unsuccessful
saving and reasons

E-Form E - Enrolment Survey % E - S£WHERAS
=1 (
PRIVATE #.17 - WHOLE DAY 25 - E

-0001-2-3)

School Language B{E=:
Form Status EER:

1-ANGLO-CHINESE =508

Retrieve Record for Updating HRZS 4 28BSz 2M

Last Year Class Level and Class name ZEFETHETA -

Retrieve Records B3%#

Class Level to be enrolled = ABER :

| Please Select| ~ |

| Please Select| - ‘
| Prease select| ~ |

Class Name to be enrolled A FERI :

Guideline 33| Exit 35

Last Update Time -®EIiEME:
Submit Time Fi&EZEE:
*=Mandatory fields BEEE

l Retrieve Record after Updating Completed 525 B 5 SIS 20 L2t

| Please Select| ~ |

Not Enrolled 3535 U

Enrolled Class Level and Class Name 28 A MR ERTIR]

“Ethnicity 5 | CHI-CHINESE 2 A,

tutkC New Session (enter if AT
*Student English Name ﬁ"'"e“ *S$TRN *Sex *Date of Birth *Class Level tobe | *Class Name tobe  different from default) 2 n
BARE (HX) Eapy m | PERR 38l HEEFS (ddmmiyyyy) | enrolled EAHSE | enrolled AT g?ﬁmﬁ%ﬁzﬂiﬁj
i) A !
1. | [sTUDENT A I I (mmaes [+ | [om012000 || [Prease select] [Prease setect] Please Select | = |

- =
*Spoken Language at Home EEERHES |CH‘ CISNESE §;1’

*Home DC
I [Piease select

|74
-]

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
O TBEEENESEEAAS, NI TBEEREEAR,
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If the eForm is saved successfully, the message “Records updated successfully” will be shown

on the top of the screen.

display the time you save the eForm.

The “Form Status” will become “Save” and the “Last Update Time” will

: ° Education Bureau

' HER

Record updated successfully. TR E&E : N()tify successful saving

E-Form E - Enrolment Survey 315 E - B4 W ERAS
B (

PRIVATE %17 - WHOLE DAY £H - E

2_CHINESE 378!
Save B&F

-0001-2-3)

School Language Efi:E=-

Form Status EHK:

Submit Time FAZEALIFRE:

Last Update Time B 2R:

Guideline 35| Exit 888

2016-11-21 16:38:53
2016-08-27 15:30:53

* = Mandatory fields H45EE

Back to Index

VIIL.

Print the eForm E

You can print hardcopy and softcopy (after submission) of the eForm E for checking and filing

purpose. Click <Print> at the bottom of the eForm.

Add Record %1227

Save 17 Frint JIp

Back to Form E Main Menu EOEEELD

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

PC’s configuration.
printing.

-

) SIED

—# A |
IEIFENRLE
@HP LaserJet P2050 Series PCL6
= Microsoft XPS Document Writer
s F32E OneNote 2010

< Ll

CIFENBHERF) | EHFRER)

»

==
|
|

ArAE: 3R

uE:
i SRR SIRENFEED)...
L

Bz

© 2ERL) 158(C): 1 |

BIZHRM  AEW

O BE&NG): 1 BEhnE0) 313 33

Fa A\ —EEELE — S EEE - 1} 1}

Fl80 5-12

([(FEne | BB || ERW

Please select the appropriate printer from the printer list and confirm

Please note that the hardcopy contains only those students retrieved. You need to retrieve
each class and print its hardcopy if you want to have a full coverage of all students.

Back to Index

Note:
BN

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

After updating the eForm E, you should make sure that all the data entered are accurate.

If you

are sure that the entered data is correct, click <Back to Form E Main Menu> at the bottom of

the eForm.

Add Record $HiEEH

Save BT Frint 7

Back e Form E Main Menu EE%HEELD

To submit eForm E, please click <Enter> on the right of “Step 2: Submit Form” on eForm E’s

main page.

Education Bureau

Y n=s

E-Form E - Enrolment Survey %45 E - 24U ERHEE
COLLEGE =5 ( -0001-3-3)
AIDED #Ef - WHOLE DAY =8 - B

School Language B85S

Form Status HBARR:

1-ANGLO-CHINESE =371
Save B&

Step 131 Update by Student LIS £E 5

Step 2 FE2 Submit Form $E32 48

Last Update Time 3= 2B
Submit Time FH&EZRE:

Guideline $55| Exit EE

2016-11-03 14:23:34
2016-11-03 14:23:34

* = Mandatory fields H/RIEE

Enter A

I Enter A l

a. Verify Enrolled Students

You may check the data of every enrolled students.

On “Step 1: Verify Enrolled Students”,

please select “Enrolled Class Level and Class name” and click <Select>.

(Note: You are not allowed to amend data on this page)

Education Bureau

| WER

E-Form E - Enrolment Survey %42 E - B4 I8 T RHEE
B { -0001-2-3)

PRIVATE #.17 - WHOLE DAY =H - &

2-CHINESE 378!
Save §7%E

School Language 2855
Form Status JE3RikR:

Submit Form E B %=1

Step 1 : Verify Enrolled Students £581 : S D&EAMAINSELE

Step 2 : Submit Form %82 : IBZZFEHE

Download Submitted Record FEHCEZH® Print ZIED

Back to Form E Main Menu JERIFEE+ &

Last Update Time R EiGH:
Submit Time 5B B/

Enrolled Class Level and Class name BiEABH BRI

Student English Name Student Chinese Name STRN IET:;: E:\rrel IET:;SY :Iaa:n 5 Class el E:::;Ieuim .
BERE (2X) BERS (FX) BLeR EEMEIER  EEREHR TSN DRARSE SE AR

Guideline 55| Exit BE§

2016-11-21 16:38:53
2016-09-27 15:30:53

* = Mandatory fields #EEE

|‘ Please Select I i' Select %

Please Svflr-t Submit iE3z
_15_1 i
EXPJ P5-P5

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
i TREERNEBERARK . N8 TBEAENEEAM .,
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Students enrolled to this class will be shown.
(Please refer “VIII. Print the eForm E” for proce

You may print the list for checking purpose
dures to print the list)

Education Bureau

| NER

E-Form E - Enrolment Survey 1% E - B&WHERAS
B ( -0001-2-3)

PRIVATE .17 - WHOLE DAY £H - &

2-CHINESE 9378}
Save &&=

School Language 21355
Form Status HHR:

Submit Form E E325=45

Last Update Time & I5RE:
Submit Time FTAZEIEIFE:

Step 1 : Verify Enrolled Students £531 : ZHERARINEE Enrolled Class Level and Class name E& AR EHLAR P1-15-1 = Select ¥EiF

Step 2 : Submit Form %82 : TR Submit &3
Expected
Student English Name Student Chinese Name STRN I&Tﬂ Yfar | IE?St Y:Iar Class Level (E::!rollid | Erm"ild
B (EX) B () B e aee e EMSERE o oo e

EEFREHR EEREERR P ERAVHE ERAHR

1 JOHN TEST ©OO 73240879 P1 1A B2 P1 15-1

2 LEE KA KA D8428582 P1 151

Guideline #3| Exit ZE5§

2016-11-21 16:38:53
2016-09-27 15:30:53

* = Mandatory fields #8EE

Download Submitted Record T & DA Back to Form E Main Menu iEDESET B

If amendment is necessary, please proceed before submission: Back to Form E Main
Menu > Enter Step 1: Update by Student > Select Retrieve Record after Updating
Completed then amend student data. (Please refer V. Update the details of enrolled

students for details)

Download Submitted Record R&EiCiE &R

Print ZIED

Back to Form E Main Menu iEEIFHEEEX R

Submit Form

When all enrolled students data are correct, you may send the whole set of data to the EDB

with single submission.

Click <Submit> on the right of “Step 2: Submit Form”.

Education Bureau

| BER

E-Form E - Enrolment Survey 345 E - B4 WERAS
B -0001-2-3)

PRIVATE #.17 - WHOLE DAY =H - E

2-CHINESE $328B
Save B%F

School Language BfES:

Form Status ERikin: Submit

Submit Form E BRZ 48

Step 1 : Verify Enrolled Students 581 : #3 D& AMRRIHNSS

Step 2 : Submit Form £32 : IBRFAE

Last Update Time 275 2i5E:

Enrolled Class Level and Class name D& AN & BRI

Guideline 5| Exit Z:58

2016-11-21 16:38:53
Time TSRS 2016-09-27 15:30:53

* = Mandatory fields 2 &EEE

P1-151 Select #iF

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
i TREERNEBERARK . N8 TBEAENEEAM .,
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The system will pop up a message to seek user’s confirmation. Press <Yes> to confirm.

Confirmation x

~ Are you sure to submit the Form? G ESREETILFE?

« Yes % No

Please make sure that all records have been updated and saved, otherwise, the <Submit>
button will not be activated for you to submit the form.

. Education Bureau
HE5B
Guideline 55| Exit 53
E-Form E - Enrolment Survey £ E - S£W#EREE
COLLEGE 0= ( -0001-3-3)
AIDED %8 - WHOLE DAY 27 - E
School Language B1%:25: 1-ANGLO-CHINESE =35 Last Update Time E3%EfMA5ME: 2016-10-27 12:26:20
Form Status SE#&ifR: Submit Time 12 IR
* = Mandatory fields #EER
Submit Form E EEEis
Step 1 : Verify Enrolled Students 51 : #HEEAMBINESE Enrolled Class Level and Class name B2 A B8 BHIEI Please Select v Saloct ZiF
Step 2 : Submit Form 582 : ETFE
- . Last Year Class Last Year Class Expected Class
Student English Name Student Chinese Name STRN = -, g Enrolled Class Enrolled Class
Begs (53) B (hir) By Ll SERER | Namo ZFWMEE | Lol BHSER | |ovel CEARE | Name CEAHS
Download Submitted Record F&ECEF&EF Print ZIED Back te Form E Main Menu iERIZ=ISEFS

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.

..t- . 5 Education Bureau

Record submitted successfully. FRT#EE # NOtlfy successful submission ®

Guideling {53

E-Form E - Enrolment Survey 3% E - REWHERAS

COLLEGE FE ( -0001-3-3)
AIDED #87 - WHOLE DAY £H - E
SimEs L ANGLO CUNESE Har S Lact Undatn Timo, ko720 =55 2016-10.27 12-26.20,
Form Status B8R Submit }Eﬁﬂi Submit Time FHHEZFE: 2016-10-27 12:26:20
* = Mandatory fields B/EER
Submit Form E B3z
Step 1 : Verify Enrolled Students $51 : BHTEAHBINBRE Enrolled Class Level and Class name 2EA TR BRI 81-1A - Select H#iE

Step 2 : Submit Form £82 : E%E

You may print the hardcopy of eForm E for every enrolled class for filing purpose. For details,
please refer to V. Print the eForm E or IX a. Verify Enrolled Students for printing the
checklists.

You may also save a softcopy of eForm E for filing purpose. Please refer to X. Download
softcopy of submitted eForm E.

Back to Index

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
i TREERNEBERARK . N8 TBEAENEEAM .,
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X. Download softcopy of submitted eForm E

You may download softcopy of submitted eForm E for filing purpose.

On “Form E Main Manu’”, click <Enter> on the right of “Step 2 : Submit Form” to enter the
“Submit Form E page”.

= = Mandatory fields %REEE

Step 1 £F1 Update by Student LI = F 57 Enter A

Step 2 £H2 Submit Form EZHE Enter A

Click <Download Submitted Record> at the bottom of the Submit Form E page.

==
42y, Education Bureau
ay NEB
Guideline $535| Exit 28
E-Form E - Enrolment Survey i E - BXWHERES
COLLEGE PE ( -0001-3-3)
AIDED %8 - WHOLE DAY 28 - E
School Language 21%:E5: 1-ANGLO-CHINESE = Last Update Time tREFE: 2016-10-27 12:01:45
Form Status E&itR: Save E7& Submit Time F1EEZRE:
* = Mandatory fields %/EEE
Submit Form E EZ &
Step 1 : Verify Enrolled Students £51 : BHEEAMBINZE Enrolled Class Level and Class name 25 AR R IR 83-3A > Select EiE
Step 2 : Submit Form $52 : ELHE Submit 3E32
z % Last Year Class Last Year Class Expected Class
Student English Name Student Chinese Name STRN = = A Enrolled Class Enrolled Class
BUERE (5X) BERE (X)) B el 2FHER | Name AGHBM | LoVl BEOTH | vl CISABSE | Name AR
1. STUDENT A E— 23456789 S2 2A S3 S3 3A
2 STUDENT B m= 34567890 82 2A S3 S3 3A
[ Download Submitted Record Tﬁﬁﬁiﬁﬁl Print ZUFn Back to Form E Main Menu iEBIH=EE+XE

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 SEEE

Please assign a password to protect the document content:
EREEELIEE G

O Continue 425 @ Cancel BiE

Password Guideline ZiE#8]:

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

FEERE 3 EENERNE LD ¢ BFER=EG

Use passwords with at least 10 characters which composed of category A and either category B or C:
FAEER A SR B 5 C EmE 10 EFFHEE:

A. Mixed-casze alphabetic characters ([a-z] and [A-Z])
FPRREHTETE ([az] #AZ])

BE. Numerical digits {0-9)
B (0-9)

C. Non-alphanumeric characters (which are |, 5, #, %, @, - or_ )
EFEFFFE @L LA % @ -T)

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.

Note: “Student Information Management Application (STM)” is also known as “Student Information Management System (STIMS)"
i TREERNEBERARK . N8 TBEAENEEAM .,
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Do you want to open or save DownloadFormDataE_20200929.ZIP from cloedisuat.edu.gov.hk?

Open Save | ™ Cancel

/

Save 4

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.

& save As

. T ¢l > This PC » Dacuments v \'_)’ Search Document el

Organize v New folder

o 1 This pC i Name Date modied Type Size A

B 30 Objects
I Deskeop

i Documents
4 Downlozds
D Music
| Pictures
B Vvideos
- Windows (C:)
s Davz (D)
e Local Disk (F)

- Local Disk (G:)
= EGIS_Project_Del v v

File namg(Dm\'nloadmeDa!eE 20200525 )
Save as type:  Compressed (zipped) Folder

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)"
i TREERNEBERARK . N8 TBEAENEEAM .,
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Xl. Exit the eForm E

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

==
#%ZS. Education Bureau
& d‘ y HER
Guideline 53| Exit S#88
E-Form E - Enrolment Survey % E - S£ W HERES
COLLEGE B ( -0001-3-3)
AIDED ZE7 - WHOLE DAY 28 - E
School Language 21%:E5: 1-ANGLO-CHINESE Z375 Last Update Time +REEME: 2016-10-27 12:26:20
Form Status E&HKR: Submit E3X Submit Time Z&EZHME: 2016-10-27 12:26:20
* = Mandatory fields A/EIERE
Submit Form E &4
Step 1 : Verify Enrolled Students $81 : BHEEAHRNSE Enrolled Class Level and Class name BEAHRRHE Please Select | ~ Select i
Step 2 : Submit Form $ 82 : EXHE
_ _ Last Year Class Last Year Class Expected Class
Student English Name Student Chinese Name STRN S S P Enrolled Class Enrolled Class
BipE (EX) BEwE (PX) B LoVOl SERBE | Name ZERZW | Lovel BOER | [oveiE@ABE | Name ERABH
Download Submitted Record T &7 &7 Print ZUEP l Back to Form E Main Menu JELZRSEL S l

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 of updated data.

Confirm x

Data has been changed. Are you sure to exit without saving? ERERES, RESEEEEMAEEEA?

Yes No

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

H%%Y. Education Bureau
Y n=s
Guideline 5
E-Form E - Enrolment Survey %% E - SEWBERHE
COLLEGE PE ( -0001-3-3)
AIDED #§) - WHOLE DAY £H - E
School Language £1%:ES: 1-ANGLO-CHINESE =230 Last Update Time EREBEE: 2016-10-27 12:26:20
Form Status EHRR: Submit E35 Submit Time F &€k 2016-10-27 12:26:20
* = Mandatory fields H7BEE
Submit Form E B E&
Step 1 : Verify Enrolled Students $81 : ZHEEARAINSEE Enrolled Class Level and Class name S& AR RHA Please Select | ~ Select EiF
Step 2 : Submit Form £82 : ELHEE
- - Last Year Class Last Year Class Expected Class
Student English Name Student Chinese Name STRN i 5 e Enrolled Class Enrolled Class
BERS (5X) BERE ($30) by Lvel ZEMIL | Nome ZEUMIBIE | Lovel BNOER | vl BEABE | Name ESAER
Download Submitted Record THEEZHEH Print ZIEp Back to Form E Main Menu i;ELZEEL S

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 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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