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SYSTEM OVERVIEW

1

1.1

SYSTEM OVERVIEW

FEATURES HIGHLIGHTS

The following is the general main functionality features of SMART system.

As to improve the collaboration and automation of business processes related to major
repairs (MR), Emergency Repairs (ER), and Prescribed Repairs (PR) for MBIS &
MWIS handled by various EDB sections and schools, the implementation of School
Maintenance Automated Rapport Terminal (SMART) system has been initiated. Areas
of improvements as well as demands and challenges brought by the SMART system
have been identified and categorized into the following items:

. Handling MR/ER/PR requests from school users

. Request handling and approval

. Security control
. System administration
. Operation expenses

(a) Business Impact to School Users

Improvements e Submission of MR/ER/PR applications by schools can
be done online.

e Approval to the applications of schools can be
performed online.

e School users can check the latest status online instead of
through telecommunication with REO. (ref. section
2.4 of this manual)

e Automation of the business processes eliminates manual
efforts as well as paper usage during transmission, thus,
increasing efficiency and being environmentally
friendly respectively.
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SYSTEM OVERVIEW

1.2

GENERAL OPERATION STEPS USING WITH SMART

(a)

Accessing SMART system via common browsers

Below is the URL for accessing SMART via Common Log-On System:
https://clo.edb.gov.hk/

Please refer to the user guide provided in below URL for registration CLO account to
SMART account:
https://smartext.edb.gov.hk/common/fileDownloadAction.do?method=downloadMan
ual&name=MapCLOAccountToSMARTAccount_v1.0 English.pdf

For required SMART system login account, school users will receive the required
login information by mails from SPM Section to the school; User can follow up
with the SMART support email account (Email : smartsupport@edb.gov.hk) or
SMART support hotline (3163 0040).

Page 1-2
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SYSTEM OVERVIEW

Common functions/features in SMART — System Menu

English| 32

A\ Education Bureau

/ School Maintenance Automated Rapport Terminal (SMART) System 1535P
- 2023-04-21,16:58

Change Password Print Logout
School - Workspace
Emergency Repairs (ER) In-Tray
wCreate ER Request wAction
wSearch ER Request wFollow-Up Action
wNotification

Major Repairs (MR)
Agtion Archi
\»Create MR Application Lasalait
s - wNotification Archive
wSearch MR Application
My Workspace
Prescribed Repairs (PR) for MBIS & MWIS L B
My Work
»Create PR Request iy SNorkspace

w3earch PR Request

User Manual and Forms

wUser Manual for Aided Schools

User interface of main menu in English version

AT e English|F 32
-~ HER
) e REEMLMAS (SMART) .
> EREE FiEn B 2023-04-21,16:58
B - TAER
B 5O Bt
JIREABESS WEELEE
JERESHESE SRR
ek pEAER
JEREREEE ":ﬁﬁiz
18 A £
JERFEREESE p o
M TAER

A N

— WEHTEE

ATHL =1 (347 9E50))
VERERTR (REELR)

User interface of main menu in Chinese version

System main menu is shown after successful login. User can find the assigned
SMART functions under different sub menus in the left hand side of the main
menu, e.g. Search ER Request, etc. User can click on these functions for
performing required operation.

There are 2 submenus arranged in right hand side of the main menu, which are
“In-Tray” and “My Workspace” :
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SYSTEM OVERVIEW

For In-Tray :
1.)

ii.)

Action

R .
[ ) Education Bureau
@Y/ scnool Maintenance Automated Rapport Terminal (SMART) System

aaaaaaaaaaaaaaaaaaaaaaaa

ACTION IN-TRAY (0 / 4)

mmmmmm

The ACTION IN-TRAY showing work flow actions sent to the
user from previous action actor, user is required to click into action
to follow up / response the action in order to complete the task in
the work flow.

For the numbers (in blanket) beside ACTION IN-TRAY, it
indicating the total numbers of actions in the right, while total
number of unread actions in the left, e.g. if showing (2 / 3), it
indicating total 3 outstanding actions need user to follow up and
there are 2 new actions that user has not yet read.

After response to action, the corresponding actions will be deleted
from this in-tray and moved to another tray - Action Archive (refer
to below)

Follow-Up Action

Py § English#32

(&) Education Bureau

«- /; School Maintenance Automated Rapport Terminal (SMART) System e
S Change Password Print Logout

FOLLOW-UP IN-TRAY (1/1)

The FOLLOW UP IN-TRAY shows notifications ever sent to user
(these notifications were sent to user via) and user find follow up
action required for these notification, refer to below for
Notification.

User can archive the follow-up notification(s) (press [Archive
Follow-up In Notification History In-Tray] button) and they will
be moved to another tray — Notification Archive.
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SYSTEM OVERVIEW

iii.)

Notification

D\ English|= 3
Education Bureau
"/ School Mamteqance Automated Rapport Terminal (SMART) System 1535
| ven Change Password Print Logout 2020-07-30,08:53
NOTIFICATION IN-TRAY (7 /7)
Message Category AL 5 Dt AL =

) subject Category. District Sender Date/Time Mark Follow-Up

MING MSVI Tuen tun Laurence Cho(80G1020D0-TH) 2710712020 190355
i Lo hotsoTO0OTI) 24070 103752

JORIAL COLLEGE]

YIP,CHI SIO(1535F) 26052020 100601 Mark Follow-Up.

(50 v Page[1 | of1[Go] Dispaying 1107 o7 tems

Archive Notification In Notfication History In-Tray

Notfication oider than 2 monihs wil be archived automatcall

User interface of Notification In-Tray for school editor

The NOTIFICATION IN-TRAY shows notification message from
system operations / processes.

1.) The 3" notification sample record was sent to school editor to
notify ER request application being sent to TC by school
Principal (for school code 1535), for ER request No. R2B-20-
ER00974

User can read the submitted ER request information by clicking
on the notification :

Screen D008 English|#:3%

) Education Bureau

X
b\ ‘School Maintenance Automated Rapport Terminal (SMART) System 15358
[ v Change Password Pt Logout Time 202007300083

ER Request

ER Request No: A28 20ER08T Submitted DteTme: om0 1641

stas: Beng Processed ER Category: Gerern

School Information TC Contact | SPM Contact

School Code : 1535 Responsible Offcer: Laurence Chor

School Name : e Post 5061020007

oftes 25107008
FaxNo.: 209189

Contact Name : Moble: saon 5374

Contact el -

ContactFax

Contact Email:

Non-Aided Porton Involved : N

Remarks for Non-Alded Porton:

School Share : aoon

Asbestos Exists - N
Works Item(s)

Location Descrpton Resson Address  Atachments
Py e
LT 0 AR R

Remarks from school (please filin if applicable):

ER Request No. o the related case.

Remarks: (for school editor, principal , and supervisor communication)
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2.) The 4" notification sample record sent to school users to notify
Maintenance Surveyor's Verbal Instruction (MSVI) created for
the ER request

School user can read the issued Maintenance Surveyor's Verbal
Instruction (MSV]) information by clicking on the hyperlink in
“Subject” column :

Scrvon 1000683 EnglshifE

1535€
Time 2020.07-30,08:58

ER Request Detail

ER Request No: ReaznER0NTs Submitted Date Time:

ER Request Status: Beg Processed ER Request Category:
School Code: 15 ‘Sehool Name:

MSVI Detail

MSVINo: MSVLRS.20.0074.8.02

e Status: [

2072020

[Export] button on the bottom of the webpage helps user to
download and print MSVI :
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ScreeniD 00714 English|<

%Y Education Bureau
\ ' ¥ School Maintenance Automated Rapport Terminal (SMART) System

15358
Change Password print Logout (iR 2020-UL- 30,0855,

CONFIRMATION of MAINTENANCE SURVEYOR'S VERBAL INSTRUCTION to CARRY OUT IMMEDIATE EMERGENCY REPAIRS

To tTCHMOZ2 MSVI No. IMSVLR28.20.00074.6.02
Date 1271072020 Time 3
ER Request No. $RIB.20ER00974
School Name $STEWARDS MA KAM MING CHARITABLE FOUNDATION MA KO PAN MEMORIAL COLLEGE
EHERAEETRE S
School Code ;
Address £17 SHEK PAI TAU ROAD TUEN MUN NEW TERRITORIES
District I
School Contact Tel. No. 120077440
Verbal Instruction Given Date
e oip F due o damage
oo esh wate

Works Detail
Date for Commencement 2020
Date for Completion 10102020
Attachments E
Project Professional Name Laurence Choi Project Professional Post 90G1020D0-TM
Site Supervisory Officer Name Sherman Tong Site Supervisory Officer Post 90G102Eng12
Issuing Officer Name Laurence Choi Issuing Officer Post 90G102000-TM
cc.EDB SMS(sPM)2 CHAN Tsz Kin

MS(SPM22 LI Wing Shan, Joanmi

QS(SPM)38QS(SPM)28QS(SPM)1 CHAN Wai Sing&LEE Wing Chi, Angel&SIN Lai Mel, Yomi

BSE(SPM)2 LEE Chun Ming, Peter
Note Verbal instruction has to carry out pair work.

‘The contents of this MSVI shall not constitute a variation order, nor involve time/cost implication.

As there might be many notifications, user can select some
notification (Press [Mark Follow-Up] button) which need to follow
up later, save a copy (move) to another tray - Follow-Up Action.
Or if nothing need to follow up, user can archive the notification
(press [Archive Notification In Notification History In-Tray]
button) and they will be moved to another tray — Notification
Archive.

For the numbers (in blanket) beside NOTIFICATION IN-TRAY, it
indicating the total numbers of notifications in the right, while total
number of unread notifications in the left, e.g. if showing (5 / 6), it
indicating total 6 notifications in this tray, and there is 5 new
notification user not yet read.

iv.) Action Archive

AR English| 132
2 Education Bureau
B '/ School Maintenance Automated Rapport Terminal (SMART) System 1535E
Change Password Print Logout 202S04S1, s
ACTION ARCHIVE
Message Category ~ ALL v District  ALL v
E=
Subject Category District Sender Date/Time Remarks
1 Testingaction 1 MR Letter Tuen Mun SSDO(TM)2(SSDO(TM)2) 1610412023 14:51:53 [ +]
2 Testingaction2 MR Letter Tuen Mun SSDOTM)2(SSDO(TM)2) 2110412022 10:44:37 [ +]
3 Testing action 3 MR Letter Tuen Mun SSDO(TM)2(SSDO(TM)2) 20/04/2021 10:19:28 °
50 v Page[1 | of 1[Go] Displaying 1 to 3 of 3 items

Disclaimer: Completed Actions in Action Archive older than 1 year will be deleted automatically.

The ACTION ARCHIVE shores actions ever follow up (these actions
were sent to user to follow up via ACTION IN-TRAY).
User can check the action history via this tray.
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v.) Notification Archive

‘/ F\‘ Education Bureau

S/ School Maintenance Automated Rapport Terminal (SMART) System

Change Password Print Logout
NOTIFICATION ARCHIVE
Message Category AL v District AL v
Subject Category
1 ERren TEWARDS a EE PANMEMORAL  ER
collees]
2 wsw 01 [Genera 0 £ FOUNDATION 14 KO PAN svi
MEMORIAL COLIEGE]
3 £ Fou ENORILGOLLEGE]  ER

English|F%.

1535E
2020.07-30,09:01

District Sender DatefTime
Tuen Mun L1WWing Shan, Joanmi(US(SPI22) 011032020
1105
Tuen Mun Laurence ChoiSOG10Z000TH) 100172020
20260
Tuen Mun YIP.GHISI0(1535F) os012020

105030

Ui Wing Shan, Joanmi(MS(SPMZ2) 031172018

The NOTIFICATION ARCHIVE stores notifications were sent to
user via NOTIFICATION IN-TRAY. User can check the

notification history via this tray.

For My Workspace :

“) Education Bureau

e ; School Maintenance Automated Rapport Terminal (SMART) System
o Change Password Print Logout
My Workspace
Request Type : ALL v

[sevon T oo J s o wons

[ Subject Request Type Reference Code School Code
1 [ Dreft ER request application ER 1535
50 v ( Page of 1 % Displaying 1101 of 1 items

Screen ID:00114 English| 30

1635E
Time 2023-04-21 1745

School Name Created Date
STEWARDS MA KAM MING CHARITABLE FOUNDATI 21/04/2023 17:53

1) My Workspace

For keeping user work in progress (draft), current system will save
draft in My Workspace for below processes :

- ERrequest
- MR Application

The system will save the draft in My Workspace when user press
[Save as Draft] button (if any) or user leaving the page during

editing.

For example of the case, refer to section Prepare ER Request by
School Editor and section Prepare MR Application by School Editor.
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SYSTEM OVERVIEW

(c)

(d)

Common functions/features in SMART — Login session and timeout

Setup of timeout is a government general requirement for government IT systems.
For SMART, after user login, and if remain idle, the system will count down
timeout for a period of 2 hours.

30 minutes before session timeout, SMART system will pop up a message
- “The session will timeout in 30 minutes, do you continue working?”, to alert
user, user can choose either below response action for the message :
i.) OK
The timeout counter will be reset
ii.) Cancel
Session will be timeout immediately, user need to login again in order
to access SMART.

When reaching timeout without response from user, Session will be timeout
immediately, user need to login again in order to access SMART.

Change Password
User can change password as shown as the following steps:

1.)  After login SMART, click Change Password tab

¢ 3, English|H3t
| Education Bureau

. School Maintenance Automated Rapport Terminal (SMART) System 1535E
s : 2023-04-24.15:04

Change Password Print Logout
School - Workspace
Emergency Repairs (ER) In-Tray
,Creale ER Request ,,AC[IDH
wSearch ER Request wFollow-Up Action
Major Repairs (MR) oAt

wACtion Archive
wCreate MR Application
. wNotification Archive
ySearch MR Application

My Work:
Prescribed Repairs (PR) for MBIS & MWIS Ll iacs

My Warkspace
pCreate PR Request
»Search PR Request
User Manual and Forms

wUser Manual for Aided Schools

ii.)  System will pop up the Change Password window

Change Password

Username: 1535E

*Original Password:

“New Password:

“Confirm Password: [ Show Password

Note

1.Please create a strong password by using at least characters with mixed-case alphabetic

characters, numerals and special characters
2 Itis not allewed to use the most recent & passwords set under your account

Csuomi Y clos vindon

User should input the Original Password, and then input the New
Password and retype the new password in Confirm Password to

Page 1-9
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SYSTEM OVERVIEW

double confirm.

iii.) Press [Submit] to proceed the change of password

10.15.146.68 i1

Change Pa!

success
Username:

*Original Pass!

“New Password: Aa123456!1

“Confirm Password: Aa123456! Show Password

Note:

1 Please creats a strong password by using at least charactars with mixed-case alphabetic
characters, numerals and special characters.

2.1tis not allowed o use the most recent 8 passwords set under your account

D I

If system prompts “success” message, this indicates password

changed successfully.

Page 1-
10



SYSTEM OVERVIEW

1.3 FUNCTIONS ASSIGNED TO USERS IN SMART

There are controls in system which control the access of functions by different users.
The following is major main menu for school user:
For usage of functions, refer to section System Operation.

(a)  For User Group : SCHOOL - Editor, Principal, Supervisor

e.g. 5135E, 5135P, 5135S

6 major functions available to School Users are :

Create ER Request
Search ER Request

Create MR Application
Search MR Application

Create PR Request
Search PR Request

There are school editor, school principal, and school supervisor user roles for
each school, granted with similar set of functions.

& Education Bureau

Change Password

School - Workspace

Emergency Repairs (ER)
wCreate ER Request
wSearch ER Request
Major Repairs (MR)
»Create MR Application
wSearch MR Application
Prescribed Repairs (PR) for MBIS & MWIS
wCreate PR Request
wSearch PR Request
User Manual and Forms

»User Manual for Aided Schools

English| 32

School Maintenance Automated Rapport Terminal (SMART) System 1535P

2023-04-21,16:58
Logout

In-Tray
wAction
wFollow-Up Action
wNotification
wAction Archive

wNotification Archive

My Workspace
wMy Workspace

Page 1-
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2 SYSTEM OPERATION

Below are details of system operations. When there are related operations/functions (e.g.
precedence functions/flow), they will be stated in the corresponding individual
functions.

2.1 SCHOOL FUNCTION — EMERGENCY REPAIRS (ER) REQUEST

SMART system provides an online web form for School to create ER Request

2.1.1 Prepare ER Request by School Editor

i.)  Login as School Editor

ii.)  On main menu, click on Create ER Request

iii.) Input at least all fields with asterisk*

iv.) If a repair work involves non-aided portion, please select Non-Aided Portion
Involved. By selecting this option, it indicates school shall bear the part of repair
cost.

v.) Press &8l icon to add any works items which require repair. You can specify
multiple repair work in a single ER Request.
For each works item, user should at least provide below information :
- Location
- Description
- Reason
- Address
If more than 1 address, user should select the correct address indicator
for the works item.
Please Note : for each ER request, user should include items for 1
address only.

vi.) Press E icon to remove any works items.
vii.) Please upload any image (JPEG) / PDF of the damage items. The file size of
each image (JPEG) / PDF shall not be larger than 10MB.
And, please note :
- For each works item, SMART limits school user to upload NOT more
than 3 image files
Error message “Sorry! The largest number to upload for every item is

3/ will be pop up if user trying to press &8 to upload more than 3 image
files;

- If user have to upload more than 3 images, work around is that user can
include the images in a PDF file for upload

viii.) Press [Next] to go to confirmation page.

Page 2-1
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SYSTEM OPERATION

Please note :

- After user clicks [Next] but not going to click [Confirm] to submit the ER
request, the system will automatically save the editing draft ER request
to My Workspace when user leaving the page during editing.

- But if user leave the editing page before clicking [Next], the editing draft ER
request will NOT be saved.

ix.) Press [Confirm] .

x.)  Press [Ok] to proceed.

xi.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok]. ER Request shall be sent to School
Principal for review.

Example:

i.) Login as 5057E

ii.)  On main menu, click on Create ER Request

iii.) Input at least all fields with asterisk*
Please note that SMART system supports Chinese characters for most text
fields, e.g. Item Location, Description, Reason, Remarks.

iv.) If a repair work involves non-aided portion, please select Non-Aided Portion
Involved. By selecting this option, it indicates school shall bear the part of repair
cost.

v.) Press icon to add any works items which require repair. You can specify
multiple repair work in a single ER Request.
For each works item, user should at least provide below information :
- Location
- Description
- Reason
- Address
If more than 1 address, user should select the correct address
indicator for the works item;
Important note : for each ER request, user should include items for
1 address only.

e.g.

Page 2-2
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+ Education Bureau
e} Change Password
Creats ER Request

School Information

Bshool Coue e
Seheol Mams

“Contact Naime

“Contact Tel

Contsst Fax

Cantzct Email

Nan-Aided Partion Imived |

Remarks for Non-Aided Portion:

Schoot Share | (% 200%

Works ftemis)

955 sravamers ieh 652 arevemerE eh

BB o s o e et 2 scseores

7 School Maintenance Automated Rapporl Terminal (SMART) Sysiem

TC Contact | SPM Centact
] Responsinie Officer By O

Semen ID:00145  English| =72

521
ppreals Time 1500, Sep

Enst
3cnoo! Detad Information

Code: 5212

Hame: HOP YAT CHURCH SCHOOL
Lewek  Enmary
District:  <owloon City
Address: Address 1
7 PRINCESS MARGARET ROAD
HOMANTIN KTWLOON q

Address 2

3 FERTH STREET ROMAR
wowtoon 3 n “Agdress:
z |

oK

97 srevamers eh

T prp—

User can find the corresponding address for an address indicator via
link at School Name as shown at above.

vi.) Press E icon to remove any works items.

vii.) Please upload any image (JPEG)/ PDF of the work items. The file size of each
image (JPEG)/ PDF shall not be larger than 10MB.
User can upload in image format (JPEG) or PDF format for the works item.

Page 2-3
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Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

Change Password

Print Logout

Screen ID:00145 English| 32

5057E
Time 2020-08-03,15:24

Create ER Request

School Information

TC Contact | SPM Contact

School Code : 5057 v Responsible Officer : Kenny Leung
School Name : HE CH| H OF IST | | Post : 90G101DDO-I
CHAU CHURCH KAM KONG PRIMARY SCHOOL  Office : 31225533
“Contact Name : CHAN TAI MAN Fax No. : 28115775
“Contact Tel : 22222222 Mobile : 9087 3349
Contact Fax : 33333333
Contact Email : chantaiman@abc.com
Non-Aided Portion Involved :
Remarks for Non-Aided
Portion:
School Share : (%) 0%
Asbestos Exists : N
Works Item(s)

“Location “Description “Reason “Address

B jcest tocation test description test reason 1 v

787 characters left

S iwii | ssunE g
n(Only files in Image format are accepted)

784 characters left 789 characters left

S simag ) s omR

ntomy files in POF format are accepted)

Remarks from school (please fill in if applicable):
If this Is a repeated problem with ER Request submitted before, please indicate the ER Request No. of the related case
ER Request No. of the related

[Please Select v | School ER Request Summary,

Remarks: (for school editor, principal , and supervisor communication)

test remarks

Lo P oot Tomens

Notes :

1. Any works related to non-aided portion should be clearly indicated in the works item description, Under the prevailing mechanism, government subsidy will not
be granted for works of non-aided portion

2. Routine maintenance and minor repairs, .g., items costing less than $3,000 (primary and special school) or $8,000 (secondary school) each are to be carried
out by schools, expenditure of which should be charged to OEBG/EOEBG.

And, please note:
- for each works item, SMART limits school user to upload NOT more
than 3 image files
Error message “Sorry!The largest number to upload for every item is 3!”

will be pop up if user trying to press &8 to upload more than 3 image files,

Screen [D:00145 English|® 3
Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

“‘ Change Password Print Logout

5057E
Time 2020-08-03,15:24

787 characters left 784 characters left

& EmEs | 2013081701511 0jp0

| EiZi | 20200330_wts.pnp

789 characters left

E I | TR

" Eonly fies in POF tormat are accapted)

EIFEE | atestz.ong Prompt Message
(On\y files in image format are accepled) i Somy ! The largest number to. |
ﬁ upload for every item is 3! I

Remarks from school (please fill in if applicable):

indicate th

ited before; ph

ER Request No. of the related |Please Select | School ER Request Summary

case

- Ifuser have to upload more than 3 images, work around is that user can
Page 2-4
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include the images in a PDF file for upload

viii.)Select in ER Request No. of the related case if similar defect is found.
ix.) Press [Next] to go to confirmation page.

PP Screen ID:00142 English| #2132
6’? Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System 5057E
\ \ Change Password Print Logout e 220083524
d
Create ER Request
School Information TC Contact | SPM Contact
School Code : 5057 Responsible Officer : Kenny Leung
School Name : THE CHURCH OF CHRIST IN CHINA CHEUNG Post : 90G1010D0-
CHAU CHURCH KAM KONG PRIMARY SCHOOL Office : 31225533
Contact Name : CHAN TAI MAN Fax No. : 28115775
Contact Tel : 22222222 Mobile : 9087 3349
Contact Fax : 33333333
Contact Email : chantaiman@abc.com
Non-Aided Portion Involved : N
Remarks for Non-Aided
Portion:
School Share : (%) 0%
Asbestos Exists : N
Works Item(s)
Location Description Reason Address Upload Attachments
test location test description test reason 1w

-
- (&f/

<

Remarks from school (please fill in if applicable):
If this is a repeated problem with ER Request submitted before, please indicate the ER Request No. of the related case

ER Request No. of the related

case

Remarks: (for school editor, principal , and supervisor communication)

test remarks

CID CZD D

Notes

1. Any works related to non-aided portion should be clearly indicated in the works item description. Under the prevailing mechanism, government subsidy will not
be granted for works of non-aided portion

2. Routine maintenance and minor repairs, e.g., items costing less than $3,000 (primary and special school) or $8,000 (secondary school) each are to be carried
out by schools, expenditure of which should be charged to OEBG/EOEBG

Please note :

- after user clicks [Next] but not going to click [Confirm] to submit the ER
request, the system will automatically save the editing draft ER request
to My Workspace when user leaving the page during editing.

- But if user leave the editing page before clicking [Next], the editing draft ER
request will NOT be saved.
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x.)  Press [Confirm] or [Discard].

Screen ID:00142 English|

Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

505TE
Time 2020-08-03,15:24

Main H Change Password Print Logout
Works Item(s}
Location Description Reason Address Upload Attachments
1estlocation test description iestreason ~

Remarks from school (please fill in if applicable):

f this is'a repeated problem with ER Regquest submitted before, ple Confirm
-

ER Request No. of the related @Y e voH s oconie?

case — S
OK Cancel

Remarks: {for school editor, principal , and supervisor communication)

test remarks

s item description. Under the prevailing mechanism, governmeant subsidy will

y and special school) ar $8,000 (secondary school) each are to be

xi.) Press [Ok] to proceed.
xii.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok].

Then the request action will be sent to School Principal for review, refer to section
Submit ER Request by School Principal.
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2.1.2

i.
ii.)
iii.)

v.)

vi.)

Submit ER Request by School Principal

Login as School Principal

On main menu, click on Action and go to Action In-Tray.

Inside Action In-Tray, click on Subject Draft ER Request application and go to

ER Request detail. You can also see Sender and Submitted Date/Time of this
particular ER Request.
Inside the ER Request detail page, you shall read the information inputted by
School Editor. School Principal can add/edit/remove any information if needed.
Press [Next] to go to confirmation page.
Press [Confirm] to submit the ER Request for further process. Or Press [Reject]
to return the ER Request to School Editor for amendment. For rejection case,
School Editor shall receive a notification. And he/she shall found the rejected ER
Request at My Workspace.

vii.) Press [Ok] to proceed.
viii.) If the process is successfully completed, the system will prompt message “The

operation is done successfully.”, press [Ok]. ER Request shall be sent to district
duty officer (term consultant) for further actions.

Example:

i.)

Login as 5057P

ii.) On main menu, click on Action and go to Action In-Tray. (There are 2 numbers (in

blanket) next to Action. i.e. (1/10) indicates, there are 10 tasks awaiting for your
action. And out of 10, only 1 of them is unread.)

RN English|sh 32
Ia “ » -

HEYZY) Education Bureau

\ " '/ School Maintenance Automated Rapport Terminal (SMART) System

/ 5057P
= Change Password Print Logout 2020-08-03,16:30

ACTION IN-TRAY (1/2)

Message Category ALL v District  ALL v

Subject Category District Sender Date/Time Remarks
1 Draft ER request application ER slands 5057 Editor(5057E) 03/08/2020 .

16:30:33
2 Draft ER request application ER Istands 5057 Editor(5057E) 1610112020 [+ ]
16:06:35

iii.) Inside Action In-Tray, click on Subject Draft ER Request application and go to ER

Request detail. You can also see Sender and Submitted Date/Time of this
particular ER Request.

iv.) Inside the ER Request detail page, you shall read the information inputted by School

Editor. School Principal can add/edit/remove any information if needed.
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ft} Screen ID:00145 English| 32

12N Education Bureau

Y School Maintenance Automated Rapport Terminal (SMART) System 5057P
- Time 2020-08-03,16:30
Change Password Print Logout
Create ER Request
School Information TC Contact | SPM Contact
School Code : 5057 v Responsible Officer : Kenny Leung
School Name : THE CHURCH OF CHRIST IN CHINA CHEUNG Post : 90G1010DO-I
CHAU CHURCH KAM KONG PRIMARY SCHOOL  Office : 31225533
“Contact Name : CHAN TAI MAN Fax No. : 28115775
“Contact Tel : 22222222 Mobile : 9087 3349
Contact Fax : 33333333
Contact Email : chantaiman@abc.com
Non-Aided Portion Involved : )
Remarks for Non-Aided
Portion:
School Share : (%) 0%
Asbestos Exists : N
Works Item(s)
“Location “Description “Reason “Address
= test location test description test reason 1 v
787 characters left 784 characters left 789 characters left

liomy files in PDF format are accepted)

nqomy files in Image format are accepted)

Remarks from school (please fill in if applicable):
If this is a repeated problem with ER Request submitted before, please indicate the ER Request No. of the related case

ER Request No. of the related Please Select v | School ER Request Summary,
case

Remarks: (for school editor, principal , and supervisor communication)

test remarks

m Back To Menu

Notes :

1. Any works related to non-aided portion should be clearly indicated in the works item description. Under the prevailing mechanism, government subsidy will not
be granted for works of non-aided portion

2. Routine maintenance and minor repairs, e.g., items costing less than $3,000 (primary and special school) or $8,000 (secondary school) each are to be carried
out by schools, expenditure of which should be charged to OEBG/EOEBG

Press [Next] to go to confirmation page.
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Screen ID:00142 English| %32
Education Bureau
School Mainlqunce Automated Rapport Terminal (SMART) System

< 5057P
_ _ Change Password Print Logout Time 2020-08-03,16:30

Create ER Request

School Information TC Contact | SPM Contact
School Code : 5057 Responsible Officer : Kenny Leung
School Name : THE CHURCH OF CHRIST IN CHINA CHEUNG Post : 90G101DDO-I
CHAU CHURCH KAM KONG PRIMARY SCHOOL  Office : 31225533
Contact Name : CHAN TAI MAN Fax No. : 2811 5775
Contact Tel : 22222222 Mobile : 9087 3349
Contact Fax : 33333333
Contact Email : chantaiman@abc.com

Non-Aided Portion Involved : N

Remarks for Non-Aided

Portion:

School Share : (%) 0%
Asbestos Exists : N

Works Item(s)

Location Description Reason Address Upload Attachments

test location test description test reason 1 v

Remarks from school (please fill in if applicable):

If this is a repeated problem with ER Request submitted before, please indicate the ER Request No. of the related case.
ER Request No. of the related

case

Remarks: (for school editor, principal , and supervisor communication)

test remarks

CID CDCD

Notes :

1. Any works related to non-aided portion should be clearly indicated in the works item description. Under the prevailing mechanism, government subsidy will not
be granted for works of non-aided portion

2. Routine maintenance and minor repairs, e.g., items costing less than $3,000 (primary and special school) or $8,000 (secondary school) each are to be carried
out by schools, expenditure of which should be charged to OEBG/EOEBG

vi.) Press [Confirm] to submit the ER Request for EDB process. Or Press [Reject] to

return the ER Request to School Editor for amendment. For rejection case, School
Editor shall receive a notification. And he/she shall find the rejected ER Request
at My Workspace.
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Screen 1D:00142  English|#i 37

Education Bureau

e
N Q' }
]

L) S Mai ance Automated Rapport Terminal (SMART) System

5057P
Time 2020-08-03,16:30

Change Password Print Lagout
Remarks for Non-Alded
Portion:
School Share : (%) 0%
Asbestos Exists : N

Works Item(s)
Location Description Reason Address Uplaad Attachments L

test location test description test reason 1 v -

W/ =

Confirm

\v Are you sure to confirm?

(" Cancel

Remarks from school (please fill in if appli
| this-is a repeated problem with ER Request submitied befare, please indicate the ER Request No. ofthe related case.
ER Reqguest No. of the related

case

Remarks: (for school editor, principal , and supervisor communication)

test remarks

[ coum ] ot s

 Mntoz
javaseriptvoidi0) ) . S s i

vii.) Press [Ok] to proceed.
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viii.) If the process is successfully completed, the system will prompt message “The

operation is done successfully.”, press [Ok].

) Education Bureau
Schox intenance Automated Rapport Terminal (SMART) System
L | Change Password Print Legout

Screen ID:00142 English| 3

5057TP
Time 2020-08-03,16:30

Remarks for Non-Aided

Portion:
School Share : (%) 0%
Asbestos Exists : N

Works Item(s)

Location Description Reason

test location test description test reason

Prompt Message

| i ) The operation is done successfully. |
0K |

Remarks from school (please fill in if applicable):

If this is a repealed problem with ER Request submitied before, please Indicale the ER Request No. of the related case.

ER Request No. of the related

case

Remarks: (for school editor, principal , and supervisor communication)

test remarks

EEERES

Notes :

arly indicated in the w

n-aided portion shiould be
idad portion

1. Any works
not be grant

5 0f

2. Roiffina maintenanca and minor renzits. &0 . itkms costing less than $3 000 (orimare and snacial schooll ar $& 000 (secandary schooll each ara to ba

Address Upload Attachments

em deseription Urider the prevalling mechanism, govemment subsidy will

Then the request action will be forwarded to district duty officer (term consultant) for

further processing.
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2.2 SCHOOL FUNCTION — MAJOR REPAIRS (MR) APPLICATION

221

SMART system provides an online web form for School to create MR Application.
Only aided school shall submit MR Application via SMART system.

School unable to submit MR Application, if

i)
ii.)
iii.)

javascriptvoid(0) -

MR Application has already been submitted in the current MR Cycle. Each school
is allowed to submit 1 MR Application per MR Cycle.

MR Application period has not yet begun. School will be invited to submit the
applications on annual basis and you may consult your SSDO if deemed necessary.
MR Application period has passed.

AT Screen ID:00146 English|F %2
HEEY) Education Bureau

i - . ;") School Maintenance Automated Rapport Terminal (SMART) System

5057P
Change Password Print Logout Time 2020-08-03,16:30

Prompt Message
i Major Repair Application Period is
\) not ready for next year.

Prepare MR Application by School Editor

Login as School Editor
On main menu, click on Create MR Application
Input at least all fields with asterisk*

iv.) If a repair work involves non-aided portion, please select Non-Aided Portion

v.)

Involved. By selecting this option, it indicates school shall bear the part of repair
cost.

Press &8 icon to add any works items which require repair. You can specify
multiple repair work in a single MR Application.

Page 2-11
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For each works item, user should at least provide below information :
- Location
- Description
- Reason
- Address
If more than 1 address, user should select the correct address indicator
for the works item.

vi.) Press ﬁ icon to remove any works items.
vii.) Please upload any image (JPEG) / PDF of the work items. The file size of each
image (JPEG) / PDF shall not be larger than 10MB.
And, please note :
- For each works item, SMART limits school user to upload NOT more
than 3 image files
Error message “Sorry ¥ The largest number to upload for every item is

3!” will be pop up if user trying to press &8 to upload more than 3 image
files;

- If user have to upload more than 3 images, work around is that user can
include the images in a PDF file for upload

viii.) Press [Next] to go to confirmation page.

Please note :

- After user clicks [Next] but not going to click [Confirm] to submit the MR
application, the system will automatically save the editing draft MR
application to My Workspace when user leaving the page during editing.

- But if user leaves the editing page before clicking [Next], the editing draft
MR application will NOT be saved.

ix.) Press [Confirm].

x.)  Press [Ok] to proceed.

xi.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok]. MR Application shall be sent to
School Principal for approval.

Example:

i.) Login as 5135E

ii.)  On main menu, click on Create MR Application

iii.) Input at least all fields with asterisk*
Please note user can input Chinese to text fields, e.g. Item Location, Description,
Reason, Remarks.

iv.) If a repair work involves non-aided portion, please select Non-Aided Portion
Involved. By selecting this option, it indicates school shall bear the part of repair
cost.

v.) Press icon to add any works items which require repair. You can specify
multiple repair work in a single MR Application.

vi.) Press ﬁ icon to remove any works items.

vii.) Please upload any image (JPEG) / PDF of the work items. The file size of each
image (JPEG) / PDF shall not be larger than 10MB.
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Soreen [D:00145  English{= 3

Tume 17:42, Sep 18
Create MR Application L
School information TC Contact | SPM Contact
‘School Code - 5128 Responsible Officer - Eaniie TAI
‘School Name - ERESH FIRH TRADERS SCHOOL Past: 9041280004
“Contack Tel 23456750 FaxNo.: 2348281
Contast Fax : Z3acaran Mobile : someing
Contact Email : tsiman@schon com
Mon-Aided Partion involved - o
‘Remarks for Non-Aided Portion:
Works Item(s)
[ e izam 1 dsezzipsion bad 1 EI
955 charscers left GEZ characters el BE7 charsciers laft
'_ﬂ o = =y 7___;*@.. I ‘Tmﬂm'mmwmw
BB iy s n s orma e sezepd)
| s er—r irem I desszipzion B2 bad i EI
953 charscers left GEZ characters el 99 charsciers laft
'ﬂwmﬁ‘é{ e | .ﬂmww e |
uowaaumgamuém umqmmwmmwl
a

Remarks: {Tor school editor, pnncipal , and SUPSIVISOr Commumication)

mew R Spplifation

Motes :

1 Amy yores (Em2d 1o NON-HOLE POMON SHOUS DY ERMlY THACIIBY N M2 wOrks Sem oescriphion. Linmer the mevailing MEChaniser. govemment sunsidy will not be granted for
winifks of non-sided parion

2 Rouline mantsnance and mano repars, € g fems cosiing less than 53000 (prmery and special schoo®) o 53 000 (secondary schani ) esch are o be camed oul by schoois.
expendihe of which shoukd be charged to OEBGEGEBG

viii.) Press [Next] to go to confirmation page.
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Bomen DA0V4E English| =3

Education Bureau

W, school A Rappor Terminal (SMART) System 51356
Change Password Print ogaut Tare 1742, Sep 18

Create MR Application 1
School Information TC Contact | SPM Contact

‘School Code © L ‘Responsible Officer - Feankie TAI

Sobered e 4 TRADERS Post: s08 1220004

Contact Name © Shan Te Man Office - Er

Contact Tel - 23488780 FaxNo.© 28345261

Centact Fax : 2458750 Miekle : 50325109

‘Remarks fot RomAided Portior:

‘School Share . 200%

Works liem{s)

e location em 1 Jesonprion k=1

e T location nem 3 Sescation ssdbad
Remarks: (for school editor, , and superv

mex M8 applifasion

Motes :

1. Amy verics redaled 85 non-sided porfion should be clearly indic sied in the works fiem description. Undar the prevaiiing mechanism. government subsidy will nol be granted for
wiitks of nan-aided portion

2 Fouiine msinisnance snd manof repars, € g . s costing fess than 53000 (prmary and special schont) of 55 000 (secondary scthool| eact &8 1o be camed oul by schoois:
@spendilure of which should be charged 1o DEBGEOEBS

ix.) Press [Confirm].
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x.)

Xi.)

Screen 1030143 English{F 5

Wi?ﬂ,m

{59 Education Bureau
¥ school Maintenance Automated Rapport Terminal (SMART) System
Woiks liemis)
e T ipTation e 1 Ssacrpmon bas
o T ocHtor #em T d2sorouon st bad
|\v g oz saste o pafirn Y
i B s '

Remarks: (Tor school editor, principal , and supervisor communication)

= mplimtia

(o T
Hotes |

1 Ary works relaing o nan-sden [iicn Shoult be cEsly Tecaial § B sons iov deogpiion Undey the peevaieg mecharem. goversmenl sbsisy will fod be granies iy

auxis of pon-swind porion

7 Routwie mmriensnce ang M (eRar. &g Gse cosing e than 33000 (prmary e speaist schood) e 10D | secomiary schoo) sach 578 10 Be CImed ;i by schoss

P — =~ = £

Press [Ok] to proceed.

(ot
1 cg‘-:*: Education Bureau

< @.' School Maintenance Automated Rapport Terminal (SMART) System

Change Password Prnt Logout
Warks Rem(s) "
=T s T | Pesorpaon e
e ] jsastes e I gasuepase a2 bad

'\ld' _m_-:wm;nn—m"m"._““
=

Remarks: (Tor school editor, principal , and supervisor communication)

mew B spplicazios

e
Hotes :

1 Any eerks e b non-sided poror shaukd be cisarly s P e woms tem desorpiian Unies fe peeasing mechanem govesmment submidy sl nol e gramed for

works of non-aatedt portion

1 Routne msinenance S 18008 epsis & 0 Boms costing ey an §3 000 (pormanry B mpecs scnool) of S8 000 [econaary 5chool) SECH e 10 De amed ol Dy KNoos

If the process is successfully completed, the system will prompt message “The

operation is done successfully.”, press [Ok].

Then an action will be sent to School Principal for approval, refer to section Approve
MR Application by School Principal.
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222

i)
ii.)
iii.)

iv.)

v.)
Vi.)

vil.)

Approve MR Application by School Principal

Login as School Principal

On main menu, click on Action and go to Action In-Tray.

Inside Action In-Tray, click on Subject Draft MR Application and go to MR
Application detail.

Inside the MR Application detail page, you shall read the information inputted by
School Editor. School Principal can add/edit/remove any information if needed.
Press [Next] to go to confirmation page.

Press [Confirm] to submit the MR Application to School Supervisor for review.
Or Press [Reject] to return the MR Application to School Editor for amendment.
A message prompted “Are you sure to confirm?”’, Press [Ok] to confirm and
proceed.

viii.) If the process is successfully completed, the system will prompt message “The

operation is done successfully.”, press [Ok]. MR Application shall be sent to
School Supervisor for review.

Example:
i.) Login as 5135P
ii.)  On main menu, click on Action and go to Action In-Tray.

<TLr) English{+3X
i "
: 1 Education Bureau
¥ School Maintenance Automated Rapport Terminal (SMART) System 5135P
Change Password Print Logout e TESE Sl ¥
ACTION IN-TRAY (1/1)
Message Categary AL ~
Subject Caiegory Sender DatelTime Remarks
DA ME faeesaege = 2148 Eomeibi 05 Bt 1448 [+
| rage[1 | o#1[Ea] Dispisying 1821 of 1 Rems

iii.) Inside Action In-Tray, click on Subject Draft MR Application and go to MR

Application detail.

iv.) Inside the MR Application detail page, you shall read the information inputted by

School Editor. School Principal can add/edit/remove any information if needed.
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Screen D008 English|=3T
Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

5136P
ch s Print Time 17:52, Sep 18
Create MR Application {
School Information TC Contact | SPM Contact
School Code - 5135 ™ Responsible Officer - Frane TAI
School Name - ik g Post: 90A1230004
“Contact Name - Chan Tai Man Office - 37585340
“Contact Tel - 23450750 FaxNo.: 28345281
Contact Fax : 23458780 Mobile : 80325108
Contact Email teman@school com
Non-Aided Portion involved u ]
Remarks for Non-Aided Portion:
School Share : 0.00%
Works Item(s)
“Location “Description “Reason “Address
B ioemiiccation izem 1 descripsion bad 1 v

967 characters left
nwmnwmmm ’
(3 Oy s i tmage formaz ars accepted)
B iten z tocanioa item 2 description bad bad 1 [\ﬂ
985 characrers lef 32 characters let 993 characters left
baditem2pdt pof
kunmmnm

‘Wﬂnnmmmw

Remarks: (for school editor, principal , and supervisor communication)

mew MR applicaction

o
Notes :

1. Any works reiated o non-aided porion should be clearly indicated i the works tem description. Under the prevailing mechanism govermnment subsidy will not be granted for
works of non-aided portion

2. Routine mantenance and minor repans, e.g . ilems coséing less than $3,000 (primary and special school) or $8,000 (secondary schoal) each are fo be camied out by schools,
expenditure of which should be charged to OEBG/EOEBG

v.)  Press [Next] to go to confirmation page.
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:
3, Education Bureau
School Maintenance Automated Rappor Terminal (SMART) System

Changs Password Print Logout
| Works nemis)
Location Description Reason
e location e 1 dasorprion bad
aen 2 dozaron e 2 ssseration s bad

Remarks: (for school editor, principal , and supervisor communication)

mew ¥R applizavion

oo Lo ] o
Noizs -

1. Any works retated fo non-aided portion should be clearly indicaled in the works fem descrplion. Under the prevailing mechanism. government subsidy will nol be grantsd for
works of non-sided portion

2 Routne mamianance and MING (Epals, £.g . Ifems coating less Nan §3.000 (primary and special schaol) or $8,000 (secondary school] each @ 10 be carmed oul by schodls,
expenditure of which should be charged fo CEBGTOEBG

vi.) Press [Confirm] to submit the MR Application to School Supervisor for review.

Or Press [Reject] to return the MR Application to School Editor for amendment.

4"’ Screen (000142 English|$ 3
Education Bureau

¥’ School Mainienance Aulomated Rappert Terminal (SMART) System s138p
=i Change Password Print Logout Time 1752, Sep 18
Works Hemis) i
Lacation Descrighon FReason
tem! locatien ‘sem 1 dascoction >4
Aem I moater ‘fem 7 descrotion bad kad

Remarks: [for scheol editor, prncipal , and supervisor communicaiion)

maw M spplizatism

Motes

1 Asy wor¥s reisied to non-sded portion should be clesrly indicaied n Ihe waeks dzen desoriplion Undes the prevailing mechanism  gowemment subsidy will rot be granted for
w3 of por-aided portion
2 Roulre menisnsncs S0 ey rvpays € g e comng e than 33 000 oemary e pecsl swhod) o S8 00 | yecorwiary echoel) each S0 o e camed oud by schooss. Al

vii.) A message prompted “Are you sure to confirm?”, Press [Ok] to confirm and

proceed.
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K ‘Sersen 00141 Englishi 2
") Education Bureau

"RV school Mainienance Automated Rapport Terminal (SMART) Systam 5438

= Change Password Pont Logout Time 17:52. Sep 18

Woarks ltemis)

Losation Description Reaser

et OuENon e 1 descrguon bas

e 2 lovaties tem 2 dseresion ba# bad

Frompt Massage

Lo bagiemz2pat pat

Bew i8 applizarses

or Ures e proving moch anism gaveTrment sty wit ol be grattied for

58 000 (vecandary achoel each are 1o be carmed out by wchocks

viii.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok]. MR Application shall be sent to
School Supervisor for review.

Then an Action message will be sent to School Supervisor for review, refer to section
Submit MR Application by School Supervisor.
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223 Submit MR Application by School Supervisor

i.)  Login as School Supervisor

ii.)  On main menu, click on Action and go to Action In-Tray.

iii.) Inside Action In-Tray, click on Subject Draft MR Application and go to MR
Application detail.

iv.) Inside the MR Application detail page, you shall read the information submitted
from School Principal. School Supervisor can add/edit/remove any information
if needed.

v.)  Press [Next] to go to confirmation page.

vi.) Press [Confirm] to submit the MR Application for EDB process. Or Press [Reject]
to return the MR Application to School Principal for amendment. For rejection
case, School Principal shall receive an Action. And he/she shall found the
rejected MR Application at Action In-Tray.

vii.) A message prompted “Are you sure to confirm?”, press [Ok] to confirm and
proceed.

viii.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok]. MR Application action will be sent
to EDB(SSDO) for further processing.

Example:
i.) Login as 51358
ii.)  On main menu, click on Action and go to Action In-Tray.
Refer to previous step in section Approve MR Application by School Principal.

FT

T
43, Education Bureau
X School Maintenance Automated Rapport Terminal (SMART) System

English|+3

513685
Time 13.00, Sep 18

Change Password Print Logout
ACTION IN-TRAY (1/1)
Message Category ALl -ﬂ
Subject Category Sender DateiTime Remarks
= - 2438 Fpe .

SCH0OL

B+ Fage[i | of1[Ga] Dispizying 1101 f © lzme

iii.) Click into the action which will be forwarded to Create MR Application page.
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s o
b."’ :

Screen 1000148 Englishj= T
Education Bureau

=
'-:. J-/ School Maintenance Automated Rapport Terminal (SMART) System 51355
e e Change P: Print L Time 18.00. Sep 18

Create MR Application

School Information TC Contact | SPM Contact

School Code - 18 ~ Responsible Officer - Frankie TA
School Name - FRESH FISH TRADERS Post 90A1280004
"Contact Name : Chan Tsi Man Office. 37585340
“Contact Tel : 23450788 Fax No. 28345281
Contact Fax : 23456780 Mobile : 60325100
Contact Email : teiman@schooi.com
Non-Aided Portion Involved a
Remarks for Non-Aided Portion:
School Share : 2.00%
Works Item(s)
*Location *Description *Reason “Address
| —sr——r item 1 descziprion Bad 1 ﬂ
987 characters left
(B onty ties in POF format ara sccaptes)
BB Oy fies in Image format are sccepted)
|- =g ivem 7 description Bad bad 1 L‘ﬂ

993 characters left

baditem2pdf ﬁ.

I3 0oy sies in 20 format a2 socsmmes)

I 0y s im imsge forms: sve sccepeas)

Remarks: (for school editor, principal , and supervisor communication)

new MR applicasion

o
Notes :

1. Any works reiated 10 non-aided portion should be clearly indicated in the works item description Under the prevailing mechanism, government subsidy vall not be granted for
works of non-aided porion

2 Routine maintenance and minor repairs, €.g . items costing less than $3.000 (primary and special school) or $8.000 (secondaly school) each are 1o be camed out by schools.
expenditure of which should be charged to OEBG/EOEBG.

iv.) Press [Next] to go to confirmation page.
v.) Press [Confirm] to submit the MR Application for EDB process. Or Press [Reject]
to return the MR Application to School Principal for amendment. For rejection

case, School Principal shall receive an Action. And he/she shall found the rejected
MR Application at Action In-Tray.
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S Seven B3 - Engishi T
£y Education Bureau

&l School Mantenance Autormated Rapport Terminal (SMART) System 5
N e i Time 18:00, Sep 18
Warks Hemis) ]
Hem? jszafisn e 1 descrohicn L2
dem 2 incatar 2em I dascesnon baz bad
e e}
\‘z) A o sar2 9 confim T |
‘ B s |

Remarks: (Tor school aditor, principal , and supervisor Communication)

i W applinatien

o Lt ]
Maizs

1 Ay works redsled 10 non- o] BOfton SRoukd be cheary idBcilled o e woks der descrglion ndor f previsiing imechamem govesnmend Rdimdy will nof be granted
IS Of hor- Juied porkon
2 Aauline masdenarce and meecs repss & 5 e cosiing e Bian 51000 (peanary and speuad sthiad) o SU OO0 isecondary sohoel) sech afe 1o be Caneme ol by suhocks, ]

e e i B e A ST

vi.) A message prompted “Are you sure to confirm?”, press [Ok] toconfirm and
proceed.

ATE Sorsen 000143 English| &3
Education Bureau
=

J School Mai Rapport Terminal (SMART) System 51355
> Change Passwior prnt Logout Time 18.00, Sep 18
Waoiks [femis) 1
BT iation e 1 gasceton [
foni T bosstes e T dseon s bed

|‘y- Tb‘gmnnmm@ly_ |

i o |

Remarks: [Tor school aditor, principal , and supervisor communitation)

== B applizsriem

oo
Hotes 1

1| Asy works relaled (o non-sces paiion Soull be orarly udcaisd F Be oo doe desogiian Undey e orevaieg mectarsm. goverereed sisisy will mid be giamies
enxts of non smnd portan
7 Foutie Mmrienance g (TSN (epars. &g s couing e an 53 000 (prmary e spensl sohodd) of B IED (secontary sCtnal) each S 10 be camed ot by schos

vii.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok].

Then the MR Application action will be sent to EDB (SSDO) for further process.
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2.3 SCHOOL FUNCTION — PRESCRIBED REPAIRS (PR) REQUEST

SMART system provides an online web form for invited school to create PR Request
for the Mandatory Building Inspection Scheme (MBIS) and Mandatory Window
Inspection Scheme (MWIS) under School Premises Maintenance Section’s MBIS and

MWIS programme.

2.3.1

Login as School Editor

Prepare PR Request by School Editor

On main menu, click on Create PR Request

P
f ) Education Bureau
A P,/ School Maintenance Automated Rapport Terminal (SMART) System

Change Password Print

Logout
School - Workspace

Emergency Repairs (ER)
»Create ER Request
#Search ER Request
Major Repairs (MR)
Creats MR Appiication
»Search MR Application
Prescribed Repairs (PR}) for MBIS & MWIS
+Creats PR Request
»Search PR Request
User Manual and Forms

wUser Manual for Aided Schools

iii.)

Engiishifh 37

ODO7E
2020-07-28,14:20

System Notification

In-Tray
»Action”
Follow-Up Action
, Notification
»Action Archive
»Notification Archive
My Workspace
WMy Workspace

For school not eligible (i.e. School not on the list of School Premises Maintenance

Section’s MBIS and MWIS programme) for applying PR, warning message will pop up
and PR request cannot be created in this situation.

) Education Bureau
'/ School Maintenance Automated Rappert Terminal (SMART) System
Change Password Print

Logout

Create PR Request

Schoel Infol

Treasury School Code ! 0007

School Name : LASALLE COLLEGE

‘Contact Name :

Contact Tel :

Contact Fax :

Contact Email : Pr
Non-Aided Portion Involved :

Remarks for Non-Aided Portion:

School Share ; (%)

Asbestos Exists :

I MWIS inspection report ('

(ETER | SRR

lease fill in if applicable)

Screen ID:00837 Englishirhix

0007E
Time 2020-07-28,14:20

TC Contact SPM Contact

Responsible Officer :

Post
Office :

Fax No.

Mobile

ompt Message

Faul YEW
906101DD0-KC
31225533
? 28115775

2 91388071

) Sehool is not aliowed to apply
) erireques

old

‘pdf" format only):

iv.) For school that eligible for applying PR, please input at least all fields with

asterisk*

v.)

Please note that EDB would not carry out prescribed repair works to any non-

aided school portion, self-financed structures erected by schools or unauthorized

building works.
vi.)
select Windows for MWIS.

In option of Type of Prescribed Repairs, please select Building for MBIS and

vii.) Upload MBIS/MWIS inspection report (PDF format with file size not more than
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40MB).

viii.) In option of PR Request No. of the related case, please select one previous PR
Request No. if applicable. If there is no related PR Request No. in the past,
there is no need to select this field.

ix.) Input message in remarks as a reminder to editor, principal, and supervisor.

x.) Press [Next] to go to confirmation page.

Please note :
- After user clicks [Next] but not going to click [Confirm] to submit the PR
request, the system will automatically save the editing draft PR request to
My Workspace when user leaving the page during editing.
- But if user leave the editing page before clicking [Next], the editing draft PR
request will NOT be saved.

xi.) Press [Confirm] .

xii.) Press [Ok] to proceed.

xiii.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok]. PR Request shall be sent to School
Principal for review.
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Example:

i.) Login as 0023E

ii.)  On main menu, click on Create PR Request

iii.) Input at least all fields with asterisk*

iv.) In option of Type of Prescribed repair, please select Building for MBIS or select

Windows for MWIS.

v.)  Upload MBIS/MWIS inspection report (PDF format only).

vi.) In option of PR Request No. of the related case. please select one previous PR
Request No. if applicable. If there is no related PR Request No. in the past, there

is no need to select this field.
vii.) Input message in remarks to editor, principal, and supervisor.

viii.) Press [Next] to go to confirmation page.

Please note :

- after user clicks [Next] but not going to click [Confirm] to submit the PR
request, the system will automatically save the editing draft PR request

to My Workspace when user leaving the page during editing.

- But if user leave the editing page before clicking [Next], the editing draft PR

request will NOT be saved.

N o
( \ oY
Create PR Request
School Information

Treasury School Code : 0023

School Name : ST_MARKS SCHOOL

“Contact Name :
“Contact Tel :
Contact Fax :
Contact Email :

Non-Aided Portion Involved :

Remarks for Non-Aided Portion:
School Share : (%) %
Asbestos Exists : N

Type of Prescribed Repair

Type:
Please Select v |

) Education Bureau
/' School Maintenance Automated Rapport Terminal (SMART) System
Change Password

MBIS/ MWIS inspection report ("pdf* format only)

Remarks from school (please fillin if applicable):

PR Request No. of the related case [Please Select v | School PR Request Summary.

Remarks: (for school editor, principal , and supervisor communication)

0 I
Notes :

1. Any works in the works item

-aided portion should be clear)
2. Routin
to OEBG/EOEBG

‘e and minor repairs, e.g., ite han $3,000 (primary an

the PR Request No. of the related case.

C Contact SPM Contact

Responsible Officer :

Post: 90G101DDO-HKE
Office : 31225533
FaxNo.: 28115775
Mobile : 98012087
chanism, govemment subsidy will not be granted for works of r
chool) each are to be carried out by schools, &)

Gilbert Tsang

Screen1D:00937  English| 2

00238
Time 2020-07-29,12:19
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ix.) Press [Confirm].

Screen [D:00936 English|rh s
) Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

i 29
M Change Password Print Logout
~Remarks Tor N ‘artion;

School Share : (%) 0%
Ashestos Exists : N

0023E
Time 2020-07-28,14:24

Type of Prescribed Repair

Type: Windows MBIS MWIS inspection report: Sample 001.pdf

Remarks from school (please fill in if applicable):
Ifthis is a repeated problem with PR Request submitted before, please indicate the PR Request No. of the related case.

PR Request No. of the related case

Remarks: (for school editor, principal , and supervisor communication)

oo L s [

Notes :
1 Any works refated to non-aided portion should be clearly indicated in the works item description. Under the prevailing mechanism, govermment subsidy will not be granted for works of non-aided portion

2. Routine maintenance and minor repairs, e.g., items costing less than §3.000 (primary and special school) or 58,000 (secondary school) each are to be carried out by schools, expendtture of which should be
charged {o OEBG/ECEBG.

x.)  Press [Ok] to proceed.

Sreen ID:00836 English|eisy

Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System 0023
e b Time 2020-07-28,14:24

o
M Change Password Print Logout
~—ReTaTKs Tor Non. ortion: =

School Share : (%) 0%

Asbestos Exists ; N

Type of Prescribed Repair

Type: Windows MBIS! MWIS inspection report: Sample 001.pdf

Remarks from schoal (please fill in if applicable):

i e BR Rague Confirm

repeated problem with PR bt

) Are you sureto confm?
PR Request No, of the related case. o)

Remarks: (for school editor, principal , and supervisor communication) Sy (Sl

[ coon L cars L o

xi.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok].

Then the request action will be sent to School Principal for review, refer to section
Submit PR Request by School Principal.
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232

Submit PR Request by School Principal

i.)  Login as School Principal

ii.)  On main menu, click on Action and go to Action In-Tray. (There are 2 numbers
(in blanket) next to Action. i.e. (1/10) indicates, there are 10 tasks awaiting for
your action. And out of 10 only, 1 of them is unread.)

iii) Inside Action In-Tray, click on Subject Draft PR Request application and go to
PR Request detail. You can also see Sender and Submitted Date/Time of this
particular PR Request.

iv.) Inside the PR Request detail page, you shall read the information inputted by
School Editor. School Principal can add/edit/remove any information if needed.

v.)  Press [Next] to go to confirmation page.

vi.) Press [Confirm] to submit the PR Request for further process. Or Press [Reject]
to return the PR Request to School Editor for amendment. For rejection case,
School Editor shall receive a notification. And he/she shall found the rejected PR
Request at My Workspace.

vii.) Press [Ok] to proceed.

viii.) If the process is successfully completed, the system will prompt message “The
operation is done successfully.”, press [Ok]. PR Request shall be sent to district
duty officer (term consultant) for further actions.

Example:

i.) Login as 0023P

ii.)  On main menu, click on Action and go to Action In-Tray. (There are 2 numbers
(in blanket) next to Action. i.e. (1/10) indicates, there are 10 tasks awaiting for
your action. And out of 10, only 1 of them is unread.)

Englishish S
. Education Bureau
/ School Maintenance Automated Rapport Terminal (SMART) System

0023P.
Change Password Frint Logout 202007 29183y

School - Workspace

Emergency Repairs (ER) System Notification

»Search MR Appiication

Repairs (PR)) for MBIS & MWIS
»Create PR Request
ySearch PR Request

User Manual and Forms

»User Manual for Aided Schools

»My Workspace
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iii.) Inside Action In-Tray, click on Subject Draft PR Request application and go to
PR Request detail. You can also see Sender and Submitted Date/Time of this
particular PR Request.

English|sis7
Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System 0023P
. 2020-07-28,14:31
Change Password Print Logout
ACTION IN-TRAY (1/1)
Message Category ALL v District  ALL v
D
Subject Category District Sender Date/Time Remarks
1 | Drafl PR request appiication PR Hong Kong East 0023 EGitor(0023E) 2810712020 14:31:01 -]
50 v Page[T_] of 1 [Go] Displaying 1 1o 1 of 1 items.

iv.) Inside the PR Request detail page, you shall read the information inputted by
School Editor. School Principal can add/edit/remove any information if needed.

Screen [D:00937 Englishri3r

iy
\, Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

00239
Change Password Print Logout PECAREE 4 s
L i
Create PR Request
School Information IC Contact SPM Contact
Treasury School Code : 0023 Responsible Officer : Gilbert Tsang
School Name : ST MARKS SCHOOL Post: 9OG101DDO-HKE
“Contact Name : 00236 Office : 31225533
*Contact Tel : T FaxNo.: 28115775
Contact Fax : 22222222 Mobile : 9301 2087
Contact Email ;
Non-Aided Portion Involved : a
Remarks for Non-Aided Portion:
School Share : (%) 0%
Asbestos Exists : N
Type of Prescribed Repair
Type MBIS! MWWIS inspection report ("pf” format only):
Sample 001.pgt
BITEE | REFETER
Remarks from school (please fill in if applicable): =
Screen ID:00837 English|eT
Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System 0023P
Time 2020-07-28,14:31
Change Password Print Logout
Asbestos Exists : N z
Type of Prescribed Repair
Type MBIS! MWIS inspection report ('pdf” format only):

Windows

Sample 001 paf
BT | R TEE

Remarks from school (please fill in if applicable):
if this is a repeated problem with PR Request submitted before, please indicate the PR Request No. of the related case

Please Select v | School PR Request Summary.

PR Request No. of the related case

Remarks: (for school editor, principal , and supervisor communication)

o Y ik Torens

related to non-aided portion should be cleas

ted in th

orks item description. Under the prevailing mechanism, govemme:

sidy will not be grants s of non-aided portion.
2. Routine maintenance and minor repairs, e.., fem; I ——

charged to OEBG/EOEBG

ian §3.000 (primary and special school) or $8,000 (secondary school) each

0 be carmied out by scl
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vi.) Press [Confirm] to submit the PR Request for EDB process. Or Press [Reject] to
return the PR Request to School Editor for amendment. For rejection case, School
Editor shall receive a notification. And he/she shall find the rejected PR Request

at My Workspace.

wgg» Education Bureau

\aintenance Automated Rapport Terminal (SMART) System

Screen ID:00936  Englishig 3z

0023P
Time 2020-07-28,14:31

W Change Password Print Logout
~ Remarks for Non n:

School Share : (%) 0%
Asbestos Exists : N
Type of Prescribed Repair

Type: Windows

Remarks from school (please fill in if applicable):
Ifthis is a repeated problem with PR Request submitted before, please indicate the

PR Request No. of the related case

Remarks: (for school editor, principal , and supervisor communication)

[ o Lo L e

Notes :

MBIS! MWWIS inspection report: Sample 001.pdf

PR Request No. of the related case.

1, Any works related to non-aided portion should be clearly indicated In the works item description. Under the prevafing mechanism, govemment subsidy will not be granted for works of non-aided portion

2. Routine maintenance and minor repairs, e.g
charged lo OEBG/EOEBG.

vii.) Press [Ok] to proceed.

Education Bureau

i

¥/ School Maintenance Automated Rapport Terminal (SMART) System
> =

Logout

items costing less than $3.000 (primary and special school) or $8,000 (secondary school) each are to be carried out by schools, expenditure of which should be.

Screen 1D:00936  English|siiz

0023P
Time 2020-07-28,14:31

um Change Password Print
s o Non. n:

TRe
School Share : (%) 0%
Asbestos Exists : N

Type of Prescribed Repaii

Type: Windows

Remarks from school (please fill in if applicable):

m indicate th

If this is a repeated pi viih PR Request submitted before, pl

PR Request No. of the refated case

Remarks: (for school editor, principal , and supervisor communication)

MBIS/ MWIS inspection report: Sample 001.pdf

e PR Reque COnfim
| 2 Areyou sure to confirm?

B | ( Cancel )

portion

should be
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viii.) If the process is successfully completed, the system will prompt message “The

operation is done successfully.”, press [Ok].

"/ School Maintenance Automated Rapport Terminal (SMART) System

Change Password Print Logout
“REmaTS Tor Non-Aided Portion™
Schiool Share : (%) 0%
Ashiestos Exists : N
Type of Prescribed Repair
Type: Windows MBIS/ MWIS inspection report: Samoe 001,50t
Remarks from s¢ lease fill in i applicable);
nis i a repe 6 PR Request submilted belore, pisase inicate e PR Requs Prompt Message

4 The operation s done

PR Request No. of the related case B cucoessiuly,

Remarks: (for school editor, principal ,and supervisor communication] Ok

Screen (D:00936  English|txz

0023P
Time 2020-07-28,14:31

Then the request action will be forwarded to district duty officer (term consultant) for

further processing.

ix) For rejection case, School Editor shall receive a notification. And he/she shall find

the rejected PR Request at My Workspace.

R

(%Y Education Bureau

% ) ¥/ School Maintenance Automated Rapport Terminal (SMART) System

o Change Password Print Logout

ACTION IN-TRAY (1/1)

Message Category ALL v District  ALL -

Subject Category District Sender
1 REJECTION - Draft PR request application PR Hong Kong East  NGAN, YUEN YING{D023F)

Page[1 | of 1 Displaying 1 to 1 of 1 tems

Date/Time
28/07/2020 14:33:52

Remarks

Englishis,

0023E
2020-07-28,14:34
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2.4 SEARCH FUNCTION

24.1

i)
ii.)
iii.)

Search ER Request

Login SMART.
On main menu, click on Search ER Request to go to Search ER Request page.

Input search criteria, and press [Search] button. And SMART shall return an

ER request list.

S Sab Screen ID:00169 English|H3c
e) Education Bureau

" /' School Maintenance Automated Rapport Terminal (SMART) System

Change Password Print Logout

Search ER Request

Request No Status. Al v

Request Submission Date From

Request Submission Date To:

m Exportto Excel | Back To Menu

N e e e woN oo

Request No.: School Code  School Name ER Category: Financial Year: Status: Submitted Date/Time:  TC Agreement No Replied Date/Time:
R2B-23-ER00436 1535 STEWARDS MA KAM MING CHARITABLE FC General 2023-2024 Being Processed 20/04/2023 10:09 90K113 #
R2B-22.ER00166 1535 STEWARDS MA KAM MING CHARITABLE FC General 20222023 Being Processed 14/02/2023 12:20 90K113 =
R2B-22-FR00160 1535 STEWARDS MA KAM MING CHARITABLE FC General 2022-2023 Approved 13/02/2023 16:52 90K113 -
R2B-22-ER05670 1535 STEWARDS MA KAM MING CHARITABLE F( General 2022-2023 Completed 16/11/2022 14:31 90G102 =
R2B-22 ER05503 1536 STEWARDS MA KAM MING CHARITABLE FC General 20222023 Not Recommended  14/10/2022 10:36 90G102 —
R2B-22-FR05212 1535 STEWARDS MA KAM MING CHARITABLE F( General 2022-2023 Not Recommended  07/09/2022 17:23 90G102 w2
R2B-22 FR05211 1535 STEWARDS MA KAM MING CHARITABLE FC Urgent 20222023 Approved 0710912022 17:22 906102 1y

The Status showing the current status of the ER request, below are list of
status :

Awaiting Principal's Approval :

After school editor submitted ER request and before school principal
review and submit

Rejected by Principal :

ER request rejected by school principal

Being Processed :

After school submitted ER request and being processed by consultant
Approved :

ER request approved

Not Recommended :

ER request not recommended by consultant

Cancelled :

ER request cancelled

Combined :

ER request has been combined with another ER request which would be

processed as the master.
Completed :
ER request completed

1535E

Time 2023-04-21 1745
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iv.)  Click on one of the request and go to ER Request Information page for detail
information.

Screen ID:00148  English| X

Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

S1M1E
Time 2023-04-21,18:22

Change Password Print Logout
ER Request
ER Request No.: R3A-22-ER00151 Submitted Date/Time: 0810212023 1717
status: Approved ER Category: General
School Information TC Contact | SPM Contact
School Code : 511 Responsible Officer : User_Name_of_SOK114DDDO /
School Name : CONFUCIAN TAI SHING PRIMARY SCHOOL User_Name_of_SOK114DDOT /
User_Name_of_SOK114DDO-WTS /
CONtICEName: User_Name_of_SOK114DDO-WTS2
Contact Tel : 23203301 Post: 90K114DDDO / 90K114DDO7 / 9OK114DDO-
T — WTS /90K114DDO-WTS2
ConbetEmSil Office : 36225504 1 28115733 / 36225322 / 28115733
T T — m FaxNo.: 21142121/ 28115775/ 21142121/ 28115775
e v for N Ridlest P tion Mobile : 90646769 1 90230723 / 97875399 / 91287412
School Share : 0.00%
Asbestos Exists : N
Works Item(s)
Location Description Reason Address Attachments  Recommended
1 2ELIEEBRIBSNE(FREER-BTE) | 2RLISERERNE BnxESRS 1 v Recommended
IEHEARAE  EHREERS TRHE SENSR - BRTSEE
) SHESRPERA
=
2 2EXERE EREkRE FkRE  BaEpkEEREmE 1 v Not
ErERARERESAE Recommended

Remarks from school (please fill in if applicable):

ER Request No. of the related

case

Remarks: (for school editor, principal , and supervisor communication)

Read Reply Letter m

Notes

1. Any works related to non-aided portion should be clearly indicated in the works item description. Under the prevailing mechanism, government subsidy will not
be granted for works of non-aided portion

2. Routine maintenance and minor repairs, e.g., items costing less than $2,000 (primary and special school) or $8,000 (secondary school) each are to be carried
out by schools, expenditure of which should be charged to OEBG/EOEBG
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242  Search MR Application

i.) Login SMART.

1i.) On main menu, click on Search MR Application to go to Search MR
Application page.

iii.)  Input search criteria, and press [Search] button. And SMART shall return a
MR application list.

Py Screen ID:00170  English] 132
g :

{65y Education Bureau

X ’ '/ School Maintenance Automated Rapport Terminal (SMART) System

5111E
Change Passwort d Print Logout Time 2023-04-21,18:22

Search MR Application

Financial Year. M Status. Al
Request Submission Date From: Request Submission Date Tor

School Gode

m Export to Excel | Back To Menu

MR Application No.. School Name MR Cycle Status Submited Date/Time.  Replied Date/Time Clone
1 MR511123 CONFUCIAN TAI SHING PRIMARY SCHOOL 20232024 Being Processed 30/05/2022 1143 = [ Clone |

50 v Page 1 of 1 % Displaying 1 to 9 of 9 items

The Status showing the current status of the MR application, below are list of
status :

- Awaiting Principal's Approval :
After school editor submitted MR application and before school principal
review and submit
- Rejected by Principal :
MR application rejected by school principal
- Awaiting Supervisor's Approval :
After school principal submitted MR application and before school
supervisor review and submit
- Rejected by Supervisor :
MR application rejected by school supervisor
- Rejected by SSDO :
MR application rejected by SSDO
- Being Processed :
After school submitted MR application and being processed by SSDO
- Disapproved :
MR application disapproved
- Approved :
MR application approved
- Cancelled :
MR application cancelled
- Completed :
MR application completed
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1v.)

Click on one of the application and go to MR Application Information page.

Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

Change Password Print Logout

MR Application Information

MR Application No.: MR-5111-23 Submitted Date/Time: 3010512022 11:43:24
status: Being Processed

School Information TC Contact | SPM Contact
School Code : 5111 Responsible Officer :

School Name : CONFUCIAN TAI SHING PRIMARY SCHOOL
Gontact Name :

Contact Tel : 23203301 Post:

Gontact Fax : 23202943

~Email addressNote - smartsuppori@edb govhk Ol

Note: The email address would be used FaxNo.:

for receiving MR 2023.24 notifications. ek

Non-Aided Portion involved : N

Remarks for Non-Aided Portion:

School Share : 0.00%

Asbestos Exists : N
Works Item(s)

Location Description Reason

1 #TEE E SHZSTHRE  nDHEREEE .
2 ERNTEAR

ESESHRE . wESE®

Screen ID:00155  English| 30

S111E
Time 2023-04-21,18:22

User_Name_of_9OK114DDDO / User_Name_of_30K114DDOT
User_Name_of_SOK114DDO-WTS / User_Name_of_90K114DDO-
wTs2

SOKT14DDDO [ 90K114DDO7 / SOK114DDO-WTS / 9OK114DDO-
WTS2

36225504/ 28115733 36225322 / 28115733,

21142121/ 281157751 21142121 28115775

90646769 90230723 / 97875399 / 91287412

Address Upload Attachments.

1 v

CZEZRESRRES

=

BERTESRNE

IRENEABYE  FERE-PLNNE SARE

Remarks: (for school editor, principal , and supervisor communication)

Notes :

F MABRERFEHLEEE

1. Any works related to non-aided portion should be clearly indicated in the works item description. Under the prevailing mechanism, govemment subsidy will not be granted for works

of non-aided portion

2. Routine maintenance and minor repairs, e.g., items costing less than $3,000 (primary and special school) or $8,000 (secondary school) each are to be carried out by schools

expenditure of which should be charged to OEBG/EOEBG
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243  Search PR Request

1.) Login SMART.

ii.) On main menu, click on Search PR Request to go to Search PR Request

page.

Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System
M Change Password Print Logout

School - Workspace

Emergency Repairs (ER) System Notification

wCreate ER Request

#Search ER Request

Major Repairs (MR)

#Create MR Application In-Tray
wSearch MR Application whction
Prescribed Repairs (PR)) for MBIS & MWIS wFollow-Up Action
wiotification

»Create PR Request

whction Archive
»Search PR Request

wNotification Archive

User Manual and Forms
My Workspace

sUser Manual for Aided Schools

My Workspace

English|®h3z

0023E
Time 2020-07-28.14:42

iii.)  Input search criteria, and press [Search] button. And SMART shall return an

PR request list.

Education Bureau
School Mainle_nance Automated Rapport Terminal (SMART) System

Screen 1D:00941 English|f37

0023E
Time 2020-07-28 14:42

Main Change Password Print Legout
Search PR Request
Request No.: Status Al v
Request Submission Date From FE  Requsst Submission Dats To: i
Export to Excel | Back To Menu
PR Request No. School Code  School Name Financial Year.  Status Submitted Date/Time:
. B
Screen D:00941 English|FA37
Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System 0023E
‘Main Change Password Print Logeut [izieaDras e
Search PR Request
Request No. Status: Al v
Request Submission Date Frem [ Request Submission Date To: s
W Exportio Excel. ]| BackTo Monii
PR Request No. School Gode ~ School Neme Financial Year  Status Submitied Date/Time:
ZlE 0023 ST MARK'S SCHOOL 2020-2021 Availing Principal's Approval =
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SYSTEM OPERATION

The Status showing the current status of the PR request, below are list
of status :

Awaiting Principal's Approval :

After school editor submitted PR request and before school principal
review and submit

Rejected by Principal :

PR request rejected by school principal

Input Works Items by TC :

PR report is preparing by term consultant

Being Processed :

After school submitted PR request and being processed by consultant
Approved :

PR request approved

Not Recommended :

PR request not recommended by consultant

Cancelled :

PR request cancelled

Combined :

PR request has been combined with another PR request which would
be processed as the master.

Completed :

PR request completed
iv.)  Click on one of the request and go to PR Request Information page for detail
information.
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SUPPORT AND TROUBLESHOOTING

3

3.1

3.2

3.3

SUPPORT AND TROUBLESHOOTING

SUPPORT HOTLINE AND EMAIL

In case if user cannot access the system or having any other problems while using the
system, they are advised to contact SMART support team either via hotline 3163 0040
or email smartsupport@edb.gov.hk.

Operating hours for the hotline is:
* O9am ~ 12:45pm & 1:45pm ~ 6pm; Monday ~ Friday (except Public Holiday)

BUSINESS CONTINGENCY ARRANGEMENT

Should SMART support team determines/concludes the inaccessibility cannot be
recovered shortly for whatever reasons, SMART support team will then advise user to
submit request form to district duty officer (term consultant) via fax (using the forms
mentioned below) as business contingency arrangement.

REQUEST FORMS FOR CONTINGENCY ARRANGEMENT

Request forms for contingency arrangement can be downloaded from the website of
EDB at the following URLs.

. Request Form for Emergency Repairs (ER) in Aided Schools
(ENGLISH, PDF format)
https://www.edb.gov.hk/attachment/en/sch-admin/sch-premises-info/sch-
premises-maintenance/4th%20Contract ER%20form_1.1.2020_eng_clean.pdf

(ENGLISH, MS Word format)
https://www.edb.gov.hk/attachment/en/sch-admin/sch-premises-info/sch-
premises-maintenance/4th%20Contract ER%20form 1.1.2020 eng clean.doc

. Request Form for Emergency Repairs (ER) in Aided Schools
(TRADITIONAL CHINESE, PDF format)
https://www.edb.gov.hk/attachment/tc/sch-admin/sch-premises-info/sch-
premises-maintenance/4th%20Contract ER%20form_1.1.2020 tc_clean.pdf

(TRADITIONAL CHINESE, MS Word format)

https://www.edb.gov.hk/attachment/tc/sch-admin/sch-premises-info/sch-
premises-maintenance/4th%20Contract ER%20form 1.1.2020 tc clean.doc
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