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About this Manual
This Operation Manual aims to provide a step-by-step reference for the operation of ESDA. The
content of this manual is grouped and categorised by the main modules of ESDA and its respective

operation tasks.

The target readers of this Operation Manual are System Administrator, Survey Administrator,
KPM Data Administrator and those who are authorised to view ESDA reports.

There are eight chapters in this Operation Manual, including:
e Chapter 1 Introduction to ESDA

* Chapter 2 System Tools

* Chapter 3 User Management

* Chapter 4 Survey Management

e Chapter 5 Data Input

* Chapter 6 Report Management

¢ Chapter 7 Data Submission

* Chapter 8 School-based Survey Management

Contact Us
Education Bureau (EDB) welcomes schools to share with us their opinions and good practices in
using ESDA. Please contact the Indicators Section of the EDB to express any views and suggestions,

or to share experiences by phone, fax or email.

You can contact the Indicators Section of the EDB by the following methods for enquiring about
the technical problem of ESDA.

e Telephone: 2892 6577 / 2892 6476 / 2892 6544 / 2892 6507
e Fax: 21199074
e Email: indicators@edb.gov.hk

Note: For enquiries by email or fax, please state the technical problem encountered, school name and

contact person with phone number.
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Chapter 1 Introduction to ESDA

ESDA facilitates schools’ collection and management of their school self-evaluation (SSE) data for
enhancing their effectiveness in SSE. ESDA can run on both the schools’ Local Area Network (LAN)
and Wide Area Network (i.e. Internet) with Google Chrome v100 or above.

ESDA v5.0.x, there are seven main component modules, namely, System Tools, User Management,

Survey Management, Data Input, Report Management, Data Submission and School-based Survey

Management.

1.1 About ESDA v5.0.x

This section describes the pre-installation work of System Administrator, such as understanding

hardware requirements and gathering installation related information.

1.1.1 Suggested System Configuration

To ensure adequate performance of ESDA v5.0.x, the following configurations are suggested for the

system.
Basic Requirements Suggested Configurations
Processor 2 core 64-bit (x64) processor 4 core 64-bit (x64) processor
Memory 4 GB RAM 16 GB RAM
Harddisk 128 GB 512 GB
Network Support TCP/IP network with a static IP | Support TCP/IP network with a static IP
Configuration | address address
Operation Windows Server 2016 or above Windows Server 2019 or above
System
Supported Google Chrome version 87 or above Google Chrome version 87 or above
Internet Opera version 61 or above Opera version 61 or above
Browser Safari version 14 or above Safari version 14 or above
Edge version 46 or above Edge version 46 or above
Firefox version 86 or above Firefox version 86 or above

Adequate system requirements depend on how to conduct surveys by schools. For example, the
“Suggested Requirements” above can support students at a year level (almost 200 students) to
complete an online survey simultaneously. Schools are suggested to use a faster processor and spare
more memory if it is planned for more students to complete an online survey simultaneously.
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In general, schools should install ESDA v5.0.x on Windows Server 2016 (or its latest version).

1.1.2 Installation of Necessary System Patch(es) and Browser
The EDB suggests that schools install the latest service pack and update security patches of Windows
Server 2016 or above. For details, please refer to the Microsoft website

(http://windowsupdate.microsoft.com).

The EDB suggests that schools use the browser of Google Chrome v100 or above.

1.1.3 Other Recommended Software
It is always recommended that schools install Anti-Virus software and update the latest virus signature

on the computer in which ESDA is installed.

1.1.4 Verify Network Settings

Before installation, please ensure that “Port 443” is available. If the “Port 443” is used by another
application, please close that application for installing ESDA v5.0.x. If the “Port 443 is set for other
uses of the server, System Administrator may refer to Appendix 1 for setting up ESDA with other ports.

Before installation, please set the ESDA v5.0.x system recommended browser as the default browser

of the server.

1.1.5 Reference website for Microsoft licensing

Windows Server 2016 supports two licensing modes, device-based and user-based (they are also
known as Windows Device CALs and Windows User CALs). For scenarios where multiple users share
a device within an organisation, Windows Device CALs save budgets and simplify management. On
the other hand, Windows User CALs are the best choice if there are many users in your organisation
who need access to the network from a variety of unknown devices, or if many employees have to

access the network through multiple devices.

For  details, please refer to the Microsoft License  Agreement  website

(http://www.microsoftvolumelicensing.com/userights/).

1.2 About Installation

This session provides the steps to install ESDA in Windows Server 2016. In addition to Windows
Server 2016, ESDA can also be installed in the Windows Server 2019 operating system. The three

main tasks of installing ESDA are as follows:
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J Pre-installation checklist
J Install ESDA
. Checking after installing ESDA

In ESDA v5.0.x, version upgrade is a built-in function, users only need to connect the ESDA v5.0.x
system to the Internet and the upgrade procedure is almost automatic. For details, please refer to the
Section 2.5.

1.2.1 ESDA Installation
If the preparatory tasks have been completed, System Administrator may start to install the ESDA.

Stepl: Download ESDA

1) Login to the Windows Server as an Administrator or as a user with administration rights.

2) Launch the browser and enter the URL https:/www.edb.gov.hk/en/sch-admin/sch-quality-

assurance/performance-indicators/esda/download.html for downloading the full ESDA

installation programme (esda-v5.0.x.exe) to your computer.

9

Recycle Bin

esda-v5.0.x

Step 2: ESDA Installation

1) Double-click “esda-v5.0.x.exe”. Select “I accept the agreement” and click “Next”.

by Setup - ESDA version 500

License Agreement
Please read the following important information before continuing.

Please read the following License Agreement. ‘fou must accept the terms of this agreement before
continuing with the installation.

“=Important Note ™
This package run JAVA on TIS; if you have deployed other web site in this server, stop now and tzke

2

Copyright (<) 2022. Education Bureau (EDB) Al richts reserved.End-User License Agreement

ou may not copy, modify, sublicense, or distribute the Program except as expressly provided under
this License. Any attempt otherwise to copy, modify, sublicense or distribute the Program is void, and
will automatically terminate your rights under this License, However, parties who have received
copies, or rights, from you under this License wil not have their icenses terminated so long as such
parties remain in full compliance. DISCLAIMER OF WARRANTIES

YOU AGREE THAT EDB HAS MADE NO EXPRESS WARRANTIES TO YOU REGARDING THE SOFTWARE
AND THAT THE SOFTWARE IS BEING PROVIDED TO YOU ™AS I5™ WITHOUT WARRANTY OF ANY
KIND. EDB DISCLAIMS ALL WARRANTIES WITH REGARD TO THE SOFTWARE, EXPRESS OR IMPLIED,
INCLUDING, WITHOUT LIMITATION, ANY IMPLIED WARRANTIES OF FITNESS FOR: A PARTICULAR

DI IDDNCE MED ALAMTARTI TV _MED CHAKTASIE I IALTTY_N0 MOMTMED TMCEMERT NE THIDM.DADTY.

@)1 accept the agresment
(1 do not accept the agreement
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2) The ESDA v5.0.x will be installed in a default folder, click “Next”.

Note:
System Administrator can change the destination folder by clicking “Browse”
button.

cly Setup - ESDA version 5.0.0

Select Destination Location
Where should ESDA be installed?

l ]] Setup will install ESDA into the following folder,

To continue, dick Mext. If you would like to select a different folder, dick Browse.

Browse...

At least 96,6 MBE of free disk space is reguired.

3) Click “Install” to start the installation.

£la Setup - ESDA version 5.0.0

Ready to Install
Setup is now ready to begin installing ESDA on your computer,

Click Install to continue with the installation, or dick Back if you want to review or change any settings.

Destination location:
Ctlesda_new

Page 9



ESDA v5.3.x Operation Manual

4) Installing ESDA v5.0.x.

£k Setup - ESDA version 5.0.0

Installing
Please wait while Setup installs ESDA on your computer.

Extracting files. ..
Cilesda_new\SOLEXPR_x64 ENUL1033_ENU | Pix64\Setup'n54 MSOLEDBSOL, MSI

5) Installing the MSSQL.

T SQL Server 2019 Setup

Install Setup Files

If an update for SQL Server Setup is found and specified to be included, the update will be installed.

et etup Fles I

Installation Progress

Task Status

Scan for product updates In Progress
Download Setup files Mot started
Extract Setup files Mot started
Install Setup files Mot started
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6) Click “Next” when the installation is completed.

cly Setup - ESDA version 5.0.0

Information
Please read the following important information before continuing.

When you are ready to continue with Setup, dick Mext.

ESDA 5.0.0 URL: https: flocalhost/schoal

Please read the manual if need to setup the ssl certificate.

Note:
If ESDA v4.x.x is detected on the same server during installation, ESDA v5.0.x will be

registered automatically.

ey St

Information 0
Please read the folowing important information before continuing, @,
&

When you are ready to continue with Setup, dick Next.

ESDA 5.0.0 URL: hitps:/focalhostfschoo

Please read the manual if need to setup the ssl certificate,

Setup o

o Registration Successful
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7)  Click “Finish” to close the installation programme.

¢l Setup - ESDA version 5.0.0 -

Completing the ESDA Setup Wizard

Setup has finished installing ESDA on your computer.

Click Finish to exit Setup.

8) Restart Windows Server after the installation is completed.

1.2.2 Set up e-Certificate

In order to set up ESDA v5.0.x to run on port 443, a valid e-Certificate is required. Schools can
purchase a valid e-Certificate from a recognised Certification Authority (CA) or create a self-signed
e-Certificate:

A) Using an e-Certificate purchased from a Certification Authority
1) Make sure the purchased e-Certificate is in PKCS#12 format (the extension is “.p12”). If the
e-Certificate is not in PKCS#12 format, please use other tools to convert the e-Cert to the PKCS#12

format first, for example using openssl to convert the e-Cert from “.crt” file to “.p12” file. Please

refer to its website https://www.openssl.org/ for download and use openssl.

2) Use a System Administrator account to login to the server where the ESDA v5.0.x is installed.

3) Copy the e-Certificate in PKCS#12 format (e.g. “cert.p12”) to the server (e.g. C:\temp\cert.p12).

4) Open “Windows Command Prompt” and enter the following command to convert the e-Certificate
in PKCS#12 format into “.keystore®.

"%JAVA _HOME%\bin\keytool" -importkeystore -srckeystore C:\temp\cert.p12 -srcstoretype
PKCSI12 -destkeystore C:\temp\.keystore -deststoretype JKS
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5) Enter a new password for the “.keystore” file, the password should be the same as the
password for the e-Certificate in PKCS#12 format.

6) Enter the password for the e-Certificate in PKCS#12 format.

\LI HOM in * -importkeystore -srckeystore C:\temp)

7) Please copy the certificate ““. keystore” in the above path (e.g. C:\temp.keystore) to the installation

path “C:\esda_new\apache-tomcat-9.0. xx\conf”.

8) Edit the Apache Tomcat configuration file (e.g. C:\esda_new\Apache Tomcat 9.0\conf\server.xml)
with a text editor (e.g. Notepad) and change the attribute “keystorePass” from “changeit” to the

password entered in step 5.

Iy gy prpE s sy e e PR +
l'_ser'.'er I‘-""'|-'.-'."- Ml Document 8 KB
=| tomcat-users 18/4 Open h KR

tormcat-usersasd 28,4520 Edit B
=| web 7 -

= Scan for Viruses,.

<Connector
protocol="org.apache.coyote.httpll .HttpllNioProtocol”
port="443" maxThreads="200"
scheme="https" secure="troe" 5S5LFEpabled="trpe"
kevstoreFile="conf/.keystore" keystarePass=“uhangeiﬂ“
clienthAuth="false" s3lProtocol™"TLo URlbNCOOIg TUTIr-o" >

Note:
If you need to re-establish the e-Certificate in PKCS#12 format to “keystore” file, please
first delete the certificate “.keystore” in the path of step 7 and start over with step 4.
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b

9) Open “Windows” and “Windows Administrative Tools”, then select “Services”.

B l Windows Accessories

l Windows Administrative Tools

System Configuration

10) Select “Apache Tomcat 9.0 ESDA” and click “Restart”.

< Services
File Action View Help
e |F B EBE >80 w®
.. Services (Lecal) % Services (Local)
Apache Tomcat 9.0 ESDATomcat Name . Description Status Startup Type Log On As
X “ElActiveX Installer (AxinstSV) Provides Us... Manual Local Syste...
%f;::hs:?::\:ce 55 Allloyn Router Service Routes AllJo... Manual (Trig...  Local Service
pache Tomncat 9.0 ESDAT) : Running  Automatic Local Syste...
L Apache2 2-Zend SET Running  Automatic Local Syste...
Description: 55 App Readiness Stop Manual Local Syste...
ﬁﬂ:‘fjﬁ:’:;:éi:ﬁiﬁga . &), Application Identity Pause Manual (Trig... Local Service
S Application Information Resume Manual (Trig..  Local Syste...
“ErApplication Layer Gateway Restart Manual Local Service
& Application Management Manual Local Syste...
S AppX Deployment Service All Tasks > Manual Local Syste...
‘L Auto Time Zone Updater Refresh Disabled Lecal Service
L AVCTP service Manual (Trig...  Local Service
£l AzurehttestService Properties Running  Automatic Local Syste...
£ Background Intelligent Tre Help Manual Local Syste...
& Background Tasks InfrastrL ... _..” .....ec.cc o Running  Automatic Local Syste...
‘£ Base Filtering Engine TheBase Fil... Running  Automatic Local Service
£:Bluetooth Audio Gateway Service Service sup.. Manual (Trig...  Local Service

B) Creating a self-signed e-Certificate

1) Login as an Administrator to the server where the ESDA v5.0.x system is installed.

2) Enter the following command at “Windows Command Prompt”:
""%JAVA HOME%\bin\keytool" -genkey -alias tomcat -keyalg RSA -ext san=dns:< domain
name > |
( eg " "%JAVA HOME%\bin\keytool" -genkey -alias tomcat -keyalg RSA -ext
san=dns:esda.schoola.edu )

Enter keystore password, e.g. password

BN Administrator: Command Prompt - "Cesda_new'.openlogic-openjdk-8u262-b10-win-64\bin'keytool" -genkey -alias tomcat -keyalg RSA — O X
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3)

4)

S)

Enter the password for the steps above:

Enter the domain name, e.g. esda.schoola.edu

Enter the organizational unit, e.g. esda

Enter the organization, e.g. Testing Primary School A
Enter the city, e.g. Hong Kong

Enter the state, e.g. China

Enter the country code (two-letter), e.g. CN

yde for this unit?

esting Primar

School A,

Page 15




ESDA v5.3.x Operation Manual

6)

The certificate is generated in the above path (e.g. C:\Users\Administrator).

JAVA_HOMEX\bir

t san=dns:esda.schoola.edu

d last name?

7) Copy “keystore” from the above path (e.g. C:\Users\Administrator\.keystore) to the installation
path “C:\esda_new\apache-tomcat-9.0.xx\conf”.

[} = conf

« v 1 [C:\esda_new\apache-tomcat-3.0.45\conf]
Name Date modified Type Size
7 Quick access
keystore M KEYSTORE File 3KB
I Deskiop Y
=] server XML Document K8
& Downlosds 7 catalina.policy POLICY File 13KB
| Documents 7| catalina.properties PROPERTIES File 2KE
=] Pictures =) context XML Decurment 2K8
ReportViewer =] jaspic- providers XML Docurment 2k8
7 jaspic-providers.sd XSD File 3K8
I This PC . .
] logging properties PROPERTIES File k8
o Network =] tomecat-users XML Docurment 3K8
] tomeat-users ed XSD File 3K8
[=] web XML Document 1T3K8
Catalina File folder

8) Edit Apache Tomcat configuration by wusing a word processor (e.g. Notepad) (e.g.
“C:\esda_new\Apache Tomcat 9.0\conf\server.xml”). Change the attribute “keystorePass” from
“changeit” to the password entered in step 5 (e g. password).

T — - e =
l'.SEﬂf' | 702021 1:26 PM M| DNocument 8 KB
=| tomcat-users B4 Open b v

tormcat- users.xesd 28,4520 Edit B
;. VJ'EE - A P b 4 _

Scan for Viruses...

“<Connector
protocol="org.apache.coyote.httpll .HttpliNioProtocol"
port="443" maxThreads="200"
scheme="http=s" secure="troe" S5SLEpabled="trpe"
keystoreFile="conf/.keystore" vstor EPass—“chang31ﬂ“
clientiunth="fal=se" =zl1Protocol™ TLS" URLLNCOUINO TUIr-G"{>
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Note:

To re-establish a self-signed e-Certificate, please delete the e-Certificate “.keystore”

generated in the path of step 6 and then restart from step 2.

9) Open “Windows” and select “Windows Administrative Tools”, then click “Services”.

dministrative Tools

stem Configuration

e m %

Note:
As the self-signed e-Certificate is not signed by a recognised CA, the website will be
marked as “Not Secure” by browser when users enter ESDA website (for example, the
following screen will appear when using Google Chrome). Users must click "Proceed
to" to access the website or refer to the Appendix 2 of the Installation and Data

Migration Guide to set up the self-signed e-Certificate at client side.

Please consider purchasing a valid e-Certificate from a recognised Certification Authority (“CA”)

(e.g. Hongkong Post) to improve the security.
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1.2.3 Testing after Installation
1) Login as an Administrator to the Windows Server where ESDA v5.0.x is installed.
2) Launch a supported browser (e.g. Google Chrome, Mozilla Firefox, Microsoft Edge, etc.) to
“https://127.0.0.1/school” or “https://<IP address or domain name>/school”.
3) Login as a System Administrator to the ESDA v5.0.x system.
rEREREABME ., BREFES

E-platform for School Development and Accountability(ESDA) We IECSO[;{\E 0

"‘ BEBRANE . REEFTS
[ P E-platform for School Development
WY and Accountobility (ESDA)

School Login Platform @

: : = Login Name
ESDA is used by schools to collect and manage self-evaluation data, -
including the administration of online Stakeholder Survey (SHS),
assessing students’ affective and social outcomes, performing
analysis of data collected, and publishing the related data reports, 5 Login Password

thus promoting their efficiency in conducting SSE and alleviating

teachers' workload.

Version : 5.1.10 Technical Support

Please note that when handling personal data, you should abide by the

"Personal Data (Privacy) Ordinance”.

For details, please visit the website of the Office of the Privacy Commissioner Note: The survey is conducted in an
for Personal Data at : https://www.pcpd.org.hk/index.html anonymous manner.

4) The default username of a System Administrator account is admin and the password is P@sswOrd.

For security reason, please change the password of the default administrator account at once.

For details, please refer to Section 1.4.3.

1.24 Reinstall the ESDA
To reinstall ESDA v5.0.x, please uninstall the ESDA v5.0.x system at the “Programs” of the “Control
Panel” before performing the installation steps in Section 1.2.

[ Programs and Features - o X
« « 4 @ > ControlPanel > Programs > Programs snd Festures v/ &  SesrchProgramns snd Festures O
onit Pameliiome Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair,
® Tum Windows features on or

oft Organize v  Uninstall e @
Neme a Publisher Installed On  Saze Vession a
& Azure Dats Studio Microsoft Corporation 9/3/2021 a7M8 1300
(] Browser for SQL Server 2019 Microsoft Corporation 9/3/2021 11.0M8 15020005
[EEsDAversion 5001 L [ Atos S/37262) 98GR 24 ]
@ Google Chrome Google LLC 21772022 98.0.4758.102
B HeidiSOL 11.3.0.6295 Ansger Becker 92/2021 S66MB 113
[ Jeva(TM) 6 Update a5 Oracle 9/2/2021 BOMB 60450
15/ Mecrosoft Help Viewer 2.3 Microsoft Corporation 372021 121M8 2328107
1] Microsoft ODBC Driver 17 for SQL Serves Microsoft Corporation 9372021 701M8 17721
1J Mecrosoft OLE DB Driver for SO Server Microsoft Corporation /372021 828MB 18500
1] Mucrosoft SQL Server 2012 Native Chent Microsoft Corporation 372021 ATMB 11474626
1J Microsoft SQL Server 2019 (64-bit) Microsoft Corporation 9/3/2021
1 Mecrosoft SQL Server 2019 Setup (English) Microsoft Corporation 97372021 184 M8 15.0.401340
[J Mucrosoft SOL Server 2019 T-SGL Language Service  Microsoft Corporation w3221 S0SMB 15020005
7 Macrosoft SQL Sesves Management Studio - 18.9.2 Microseft Corporation 97372021 266GB 150183860
18 Mecrosoft Visual Co~ 2013 Redistributable (86 - 12.0... Microsoft Corporation /372021 171M8 120305010
1 Microsoft Visual Co- 2015- (164) .. Microsoft C 97272021 221M8 1428299140
18 Mecrosoft Visual C+~ 2015-2019 Redistributable (x86) .. Microsoft Corporation 9/3/2021 203MB  14.27.290160 v

Fam  Atos Product version: 24
. Sue 098GB
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1.3 System Registration

1.3.1 System Registration

System Administrator have to complete the registration for ESDA v5.0.x before using any functions
in the system. System Administrator should obtain a registration key from the Indicators Section of the
EDB for system registration so that the ESDA system could start be used. If the ESDA v4.6.0 and
ESDA v5.0.x systems are installed on the same server, ESDA v5.0.x will be registered automatically.
If the ESDA v4.6.0 and ESDA v5.0.x systems are installed on different servers, please send an email
to the Indicators Section of EDB (indicators@edb.gov.hk) to request a registration key and follow the

steps below to system registration.

1) Mouse over “System Tool”, then click “System Setting”.
2) Select the school level in “School Level” section.

3) Enter the registration key.

4) Click “Register”.

Note:
The registration key of ESDA v4.x.x is not applicable to ESDA v5.0.x.

School Badge Upload

2 Reset & Upload

©® Upload Image of 250 x 100 Pixels or 250% ratio size [JPG/IPEG/PNG File Farmat]
System Registration
School Level

Registration Key

1.3.2 Automatic Version Control
Please conduct a system update after the registration of ESDA v5.0.x.

1) Mouse over “System Tools” and then click “System Update”.
2) Switch on the “Maintenance Mode”.

Page 19



ESDA v5.3.x Operation Manual

® System Update =
System Update

| Maintenance Mode |

Please switch to the Maintenance Mode before updating the data package.

ink to download Offline Data Package

O The latest version includes all historical versions

3) Click “Update” in the Online Package List section. “Updating” will be prompted when the
system update is started. It takes about 15-20 minutes.

» System Update =
System Update Screen 1Lk system-update-001
Maintenance Mode (@) Tip

The current system is i its
=ase switch o the Maintenance Mode before updating the data package. The cument spste

Online Package List

Packasge Type m Desaiption _
022070524014 128 =

Data Package 128

4) Switch off the “Maintenance Mode” after the system update is completed.

System Update

Screen ID: system-update-001

IM:J ntenance Mode @D | Tip
The current system is in its
Please switch to the Maintenance Mot

Maintena ode before updating the data package ‘Maintenance Mode'

T Import Offline Data Package
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1.4 Login, Logout and Change Password

1.4.1 Login
1) To login ESDA v5.0.x, a user must enter his / her Login Name and Login Password.
2) Click “Login” or “Enter” key on the keyboard for authentication.

rERERERE ., BEBEF¥E

Wel t
E-platform for School Development and Accountability(ESDA) gleomesta
-—— ESDA

(A, (ERRRANE RERITE
-4 E-platorm for School Develaprment
WiV and Accaunlabiity [ESDA)

School Login Platform &

that when handling persenal data, you should abide by the
sonal Data (Privacy) Ordinance”,
For details, please visit the website of the Office of the Privacy Commissioner Note: The survey is conducted inan
far Persanal Data at : https:/fwww.pepd.org.hkfindexhtml ANCNYTNOUS MENNer.

3) Read the statement. If agreed, click “Agree” to enter ESDA.

ATTENTION

Education Bureau seeks your cooperation to comply with the following protocol: The
evaluation tools and data provided on ESDA are for school self-evaluation only and
should not be used for any other unauthorised purposes. They are subject to
intellectual property right protection. Any reproduction, adaptation, distribution or
making available of such copyright work to the public is strictly prohibited.

AR

HESRESNEBRTLUTHERRGSE | "BRBEERNE, AREFFaRRHAMEG
TEREE  RESERIRER T IEEARTIEMFERR0EE - FHIER
HETHRERFE  BRGESREERESR - ME - HRADLRREESREE

=
AR °

14.2 Logout
1) To logout ESDA, a user must click “User Name” at the top-right corner and then click “Log Out”.

Survey Management [ Survey/Questionnaire Text Size o 3 acHANMazy -

Change Password

Survey/Questionnaire Sereen Opline Help

Links
Pending survey

Questionnaire Title Purpose Start/End Date Mode

Log Out
To help the school collect

Self learning Video Clips
Manuals And Guides
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1.4.3 Change Password
1) Click “User Name” at the top-right corner and then click “Change Password”.

EEE & CHAN Fan Kei Franky =

2) Enter “Old Password” and “New Password”, and then click “Confirm”.

3) The new password will be effective from the next login.

Change Password
Old Password o
New Password o
Confirm Password o
nce @ Confirm
Note:

1) To meet the latest security requirement, the effective period for a user password is six

months. Users will receive a mandatory request for changing the password and cannot

re-use the previous eight passwords.
2) For schools publishing questionnaires via online mode, System Administrator may

use the function “reset user password’ to help users to reset the passwords before

publishing the questionnaires, if necessary.
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1.5 Navigating ESDA

ESDA v5.1.x system is divided into Left Frame and Main Frame.

E-platform for School Development & Accountability (ESDA) The Selected School Year :

P EEREERE, RARTRS = Home / Systemn Overview Text Size @ 22 &admin~
[ 4 } - o Row Sehoed Daviloprsen!
"WF and Accouniobisty (E50A)

=1 Main Frame

662

Shudent

662

Parent

S Left Frame 2022 Movember PreviousMonth | Today  NextManth
Jeer Managemend -

School M ST ST

) Survey tManagement Sehwal Category : Secondary Schoal “un Maon lue Wed Thu ki sal

. - System Schoel Year : 2022-23

Selected School Year: 2022-23 I 4 3 4 "

& Dala Input z o
System Version : 6.0.1 5 ; 8 9 0 1 17
Data Version : 3.0.39

@ Report Management System Update : @ 13 14 15 16 17 18 19
Last Backup Date : 2022-11-02 12:24:11

. 20 21 22 23 24 5 26

"

31 Workflow and Status 27 28 0 30

L Manageartient

ltemns. Date Status

1.5.1 Left Frame
Left frame includes the following information:

1) School Badge; 2) Function module buttons that can be used

ESDA

‘ RS R
Y } E-platiorm for School Development
Wi¥ and Accountabiity (ESDA)

1) School Badge

F Syst ools

& User Management

2) Function module buttons

) Survey Management

that can be used

[ Data Input

B Report Management

& [Data Suby

1 School-based Survey Manageritent
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1.5.2 Main Frame

The main frame is for showing and processing data input or exporting data. The main frame includes
the following information:

1) Change Password; 2) Online Help; 3) Links; 4) Self-learning Video Clips; 5) Manuals and Guides;
6) Logout; 7) Change Language; 8) Change System Colour

E-platform for School Development & Accountability (ESDA) The Selected School Year :

7) Change Language

= Home / System Textsize @ 232 &admin-
/::'\g:' Password

661 8) Change System Colour Online Help

Parent

Liriks

Seli-learning Video Clips

Manuals And Guides

1) Change Password )
€ System Information Log Out
Schoaol Name : Secondary School LO1 2) Online Help
Schoaol Category : Secondary Schoal n Tue Wed Thu Fri Sat
System School Year : 2021-22 3) Links
Selected School Year: 2021-22 ! ’
System Version 5,110 4) Self-learning Video Clips 5 6 7 8 9
Data Version : v1.0.265
System Update : @ : 12 13 14 15 16

Manual i
Last Backup Date : 2022-06-28 09:17:44 5) anuals and Guides
19 20 21 22 23

6) Logout
2 Workflow and Status 26 27 28 29 30
ltems Last Update Date Status 31
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1.5.3 Functional Modules Views

There are seven major function modules under ESDA v5.1.x system.

School ESDA
User Surve Report Data School-based
System Tools M ¢ M y Data Input M P t Submissi Survey
anagemen anagement anagemen WIDHTSL0Th) Management
— System —  Class Level — Publish — Input L Stakeholder Preparation for — 5 r’]\/'a?zge d
Setting Management Survey KPM Data Survey Report Submission SRS
Survey
|| School Year L Class L Manage | | InputPhysical || KPMItem Manage
Setting Management Survey Develogment Report — School-based
Data Survey Items
- System - Group L Fill In APASO III
Backup Management Survey Report
— System — User School-based
Update Management — Survey
Report
— L - Import
ystem Log User List
— Export
User List
L Reset
Passwords
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154 Browse / Select Function
1) Mouse over the required function.

2) Click on the function name to access that function.

# Home

# System Tools

& User Management

& Survey Management

& Data Input

B Report Management

@ Data Submission

2 School-based Survey Managertient

1.5.5 Traceable Direction Path
The traceable direction path is located at the top left-hand corner of Main Frame. It is designed to help
users locate current location related to the module / function navigation path. The standard format is
as follows:

[Current Phase] / Function List / Function

| E-platform for School Development & Accountability (ESDA)

I = System Tools Systern Setting I

System Overview B RSYEG RN el T IS

1.5.6 Messaging Function
In general, the system has three kinds of message.
1) “User message” highlights the operation related information.

Assessment Program for Affective and Social OQutcomes User message

[Mote (1): If the number of respandents of a target group for analysis is less than 10, then no statistic will be reported for that scale. ]

[Note (2) : Copyright: All scales and items in APASO-II are subject to the protection of intellectual property rights. In accardance with the agreement of use, the Education Bureau autherized schools in Hong Kang exclusively to use them as a tool to assess students’
performance in the affective and social domains in order to collect related data for school self-evaluation. Apart from the above-mentioned purpose, any reproduction, adaptation, distribution or provision of such work with copyright to the public s strictly prohibited. If
anyene wants to use these tools for other purposes such as academic research, please contact the original author directly.]

[Note (3): To allow the export of survey results as KPM 17 data through the system, schoals must use “Affective Development (Applicable to KPM 17)° i the Pre-defined Survey.]

[B User Manual B Technical Manual on Scales

2) “Alert message” prompts when System Administrator login to ESDA for system related information.

| @ nNotify

Operate Successfully

Alert Message
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3) “Security message” shows the general security information at the bottom of the page.

School Badge Upload

2 Reset & Upload

0 Upload Image of 250 x 100 Pixels or 250% ratio size [JPG/JPEG/PNG File Format]
System Registration

School Level Secondary School .
Security Message

Please close all browsers before leaving your computer.

The EDB will disseminate user message, alert message, and security message through ESDA v5.1.x,

System Administrator cannot change these messages.

1.6 Some Common Operations

1.6.1 Select groups and users from groups

It is used for selecting a combination of group(s) and some users of a group.

User List

. User Group Selected User Group
List of

groups for \
selection

User List Selected User

List of users \
for selection S

1) To select users from a group, check the group name and click “To the right >”.

2) To select all users from a group, check the “Select All” in the first row of “User List” and click
“To the right >

3) To select the user name to be deleted from the “Selected User Group” panel and click “< To the
left”.

4) Please follow the display on the above screen to select users from a group.  Select the “Use Name”
and click “To the right >”.

5) To select the user name to be deleted from the “Selected User” panel and click “< To the left”.
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1.6.2 User Selection

This appears when selection of user operation is needed, such as selecting users from a Student group.

User List

Selected User

1) To select users in the group, browse the group first, then select the user and then click “To the
right >”.

2) To delete a selected user, select users in the "Selected Users" list, then click “< To the left”.

1.6.3 The “Select All” checkbox

“Select-all” checkbox appears when multi-selection operation is needed.

User List

User Type Group

Status

elect-all checkbox
\:v List Selected User

Once users check the “Select-all-checkbox™ on the first row of the panel, all the check boxes below

will be selected. However, if one or more of the checkbox(es) for the records below is / are unchecked,
the “Select-all-checkbox™ will be unchecked automatically.

1.6.4 Delete User

1) To delete a user, select the user from the relevant “User Type” and click “Delete”.

User Management

UserType | Swdert Group Class Level Class

= User Mame Status &1 Search
o
Shacter 211010 HABHICHANTSE a1 = Sturdent Grogs Nrrmal ¢ i

[1ADF] CHAN VAN
21101
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2) Click “Confirm” to confirm the deletion.

Warning

Confirmation?

1.7 Suggested Scheduled Tasks

System Administrator should monitor the installed ESDA system regularly. The following table

summarises the suggested tasks and schedules for reference:

Tasks Suggested Schedules Reference
1 | System Backup before Before carrying out ESDA system upgrade Section 2.4
upgrade
2 | Upgrade ESDA to the latest | September or October; April or May Section 2.1.4
version (or when new upgrade package is available)
3 | Start a new school year September or October Section 2.3
4 | Import Student user list September or October Section 3.6
5 | Update Teacher user list September or October Section 3.6
6 | Import data package Before publishing stakeholder survey Section 2.1.4
7 | System Backup Regularly Section 2.4
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Chapter 2 System Tools

2.1 About System Tools

The System Tools provides a set of tools for the System Administrator to manage the system-level
setting (including System Setting, School Year Setting, System Backup, System Update, and System
Log).

2.1.1 Administrative Procedures
The administrative work for ESDA can be grouped into four categories. This session describes the

following administrative work.

Administrative Category Specific Tasks
General administrative tasks Stop and start ESDA, updating the school year
(Session 2.1.2) setting, data archive and restore archived file.
User group and account administration Create and maintain user groups and accounts to
(Session 3.1.3) ensure that each user can login to ESDA and access

relevant resources.

Backup and recovery Perform regular backups for the restoration of ESDA
(Sessions 2.4 & 2.7) data.

System version information Monitor the installed ESDA versions and the latest
(Session 2.5.1) version published by the EDB.

2.1.2 General Administrative Tasks

To maintain the system, some administrative tasks have to be performed regularly or annually. For
example, the System Administrator should change the current school year setting before importing
new user accounts in a new school year. To stop or start ESDA, the System Administrator needs to
stop or start the Tomcat and MSSQL services. When the Tomcat and MSSQL services are stopped, no
one can login to the ESDA.

2.1.2.1 Stop and Start ESDA
This section describes how to stop and start ESDA.

A) Stop ESDA
1) Click “Start” menu and click “Control Panel”
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.
Task Manages
ol Panel

Defauit Programs

Event Viewer

[
be
£ o
m.—
» -
-
T
¢

2) Click “Administrative Tools”.

All Control Panel Items

&~

A4 [EJ > Control Panel > All Control Panel ltems >

Adjust your computer's settings

}—: Administrative Tools lé AutoPlay

s! Color Management g“ Credential Manager

.-,.'_ Device Manager Q? Devices and Printers
& File History Flash Player (32-bit)

3) Click “Services”.

Systemn and Security » Administrative Tools »

*

g

g

-
Mame

Terminal Services
o™ Component Services
% Computer Management
i Defragment and Optimize Drives
+m Disk Cleanup
3] Event Viewer
&3, iSCSI Initiator
,ﬂj Local Secunity Policy
+2 Microsoft Azure Services
5 ODEBC Data Seurces (32-bit)
T3 ODEC Data Sources (54-bit)

(*) Performance Monitor
%= Print Management
',\E:l Resource Monitor

== Server Manager

|,. Senvices

i= dystem Configuration

T System Information

B

Control Panel

File Explorer

(Windows 7)

Date and Time

A Fonts

Type

File folder

Shortcut
shortcut
Shortcut
Shortcut
Shortcut
shortcut
Shortcut
Shortcut
shortcut
Shortcut
Shortcut
shortcut
Shortcut
Shortcut
Shortcut
Shortcut

Shotcut

Backup and Restore

Ease of Access Center

2KE
2KB
2KB
2KE
2KB
2KE
2KB
2 KE
2KB
2KE
2 KB
2 KE
2KB
2KE
2 KB
2KE
2KE

View by

sy % BitLocker Drive Encryption

Default Programs

File Explorer Options

a2 Indexing Options

Largeicons ¥

Page 31



ESDA v5.3.x Operation Manual

4) Click “Apache Tomcat 9.0 ESDA” services and “Stop” button.

tw Help
g @m o[a]uw

Apache Tomcat 9.0 ESDA Mame - Description Status Startup Type Log On &s
£ ActiveX Installer (AxdnstSV)  Provides Us... Disabled Local Syste...

Stop the service 3 Alllown Router San . . i i i

Restart the service —— . ~ - -

Apache To... Running
L Apac Apac| i ste...

Description: £} ApacheDs5 - default ApacheDs d... Automatic Local Syste...

Apache Tomcat 9.0.62 Server - i .

https:/ftomcat.apache.org/ -:{%App Readiness Gets apps re... Manual Local Syste...
i€ Application Identity Determines ... Manual (Trig...  Local Service
- = N - N s = [Rp— .

5) Click “SQL Server” services and click “Stop” button.
t Help

FILEID LT

SQL Server (MSSQLSERVER) Mame Description Status Startup Type Log On As

con th ) \S& SMMP Trap Receives tra... Manual Local Service

Stop the service i ; .

P the service \;i Snftu:rare Pmltalcﬂonl Enables the ... Automatic (D.. Metwork 5.

Ristait the sefvice £} Spedial Administration Con...  Allows adm... Manual Local Syste...
@;& Spot Verifier T Manual (Trig... Local Syste

Description: -
Provides storage, processing and o 3 i !th chwork S_'
controlled access of data, and rapid £1.50L Server Browser Provides 5Q... Disabled Local Service
transaction processing. Q SOL Server CEIP service (MS... CEIP service.. Running  Automatic NT Service...
E:& SQL Server V55 Writer Prowidesth.. Running  Automatic Local Syste...
B o ] T AeoLao [
B) Start ESDA

1) Click “Apache Tomcat 9.0 ESDA” services and “Start” button.

iz  Bm[]e nw

"

Apache Tomcat 9.0 ESDA MName Description Status Startup Type Log On As
lghchl.re}( Installer (AxinstSV)  Provides Us... Disabled Local Syste...
St the sevice & dlicyn Bouger e N - -

Description: i Apac e K s
Apache Tomcat 9.0.62 Server - &} ApacheDs - default cheDS d... Automatic  Local Syste..
https://tomcat.apache.org/ % P Aps yst

@,App Readiness Gets apps re... Manual Local Syste...
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2) Click “SQL Server” services and click “Start” button.

(= @e]enw

. Services (Local
SQL Server (MSSQLSERVER)

Start the service
Description:

transaction processing.

Provides storage, processing and
controlled access of data, and rapid

Mame
£} SNMP Trap

Q Software Protection

{.Jt Special Administration Con... Allows adm...
5

2.1.2.2 Updating School Year
Generally speaking, the System Administrator should update the school year before the

ot Verifier

Description

Receives tra...
Enables the ...

\erifies pote...
Provides sto...
.,J SQL Server Agent (MSS.QLS Executes jo...

rJ.'. LNl Server Rrmwear

Pronades SN

Status

Startup Type Log On As

Manual Local Service
Automatic (D... Metwork 5...
Manual Local Syste...

Manual (Trig... Local Syste...
Automatic MT Senvice...
Disabled Metwork 5...

Micahlad I neal Sersics

commencement of the next school year. The System Administrator should set an appropriate school

year as the “Current School Year”.

1) Mouse over “System Tools” and then click “School Year Setting”.

2) Select an appropriate school year as “Current School Year”.

School Year Setting

2021-22
2020-21
2019-20

2018-19

SO @ School Year Setting =

KPM2015

KPM2015

KPM2015

KPM2015

APASO-|

APASO-I

APASO-I

APASO-|

Screen ID: school-year-setting-001

SHS2015

SHS2015

SHS2015

SHS52015

When the system is set for a new school year, all student accounts from the last school year will be

automatically changed to inactive. Therefore, the following tasks must be carried out before the start

of a new school year:

*  Make a full backup of the ESDA system and data;

e Complete all published questionnaires;

*  Print all survey reports and keep softcopy (if necessary);

N Prepare for system restore;

*  Setnew school year;

*  Import student record of the new school year;

*  Update teacher record of the new school year;

*  Import data package of the new school year.
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Warning:
Once the system has been set for the new school year and student records have been

imported into the new school year, there is no other way to restore the system to its

previous status unless restore the system.

2.1.3 Windows Event Log Monitoring

The Windows Server 2016 provides a tool called “Event Viewer”. With the Event Viewer, System
Administrator can monitor events recorded in event logs. According to the event logs, System
Administrator can understand the system workload and the corresponding effect on the system's
resources. The event logs assist System Administrator to diagnose problems. According to the

information from Microsoft (http://www.microsoft.com), the recommended procedures are:

1) Login Windows Server 2016 as an Administrator.
2) Click Start - Control Panel - Administrative Tools > Event Viewer.
3) To open Event Viewer and to refresh the view, on the Action menu click Refresh.

2.2 System Setting

System Setting for ESDA version v5.0.x is rendered to achieve the best presentation as well as easy

management.

P —

...........

1) Mouse over “System Tools” and then click “System Setting”.
2) Click the corresponding button to change the settings.

3) For details about each function button, please refer to the following sections:

Section | Setting Buttons Description

2.2.1 Basic Information | Input and update school name, school session, System
Administrator information and teacher in charge information.
2.2.2 School Badge Upload school badge

223 Advanced System | Change the display of online help and school year version

Setting setting
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2.2.1 Basic Information

Schools can enter and update the school name, System Administrator information, teacher in charge

information, school number (SCRN) and school session.

System Setting Sereer FEa— S
Basic Information
School Name (Eng) School Name (Chi)
Name of Administrator Name of teacher in charge
Phone of Administrator Phone of teacher in charge
Email of Administrator Email of teacher in charge
SCRN Session
Current School Year 2021-22 School Level Secondary School
Current KPM Version KPM2015 Current APASO Version APASO-II
Current SHS Version SHS2015
@ Cancel m

1) Mouse over “System Tools” and then click “System Setting”.

2) Click “Basic Information” tab. Click “Edit”.

3) Enter the required information and then click “Save”.

4) School may choose to provide relevant contact information to the EDB. If click “Yes”, the
contact information will be saved at both school and EDB server. If click “No”, the contact

information will be saved at the school server only.

2.2.2 School Badge Upload

System Administrator can change the school badge at “System Setting”.

1) Mouse over “System Tools” and then click “System Setting”.

2) Click “Basic Information” tab.

3) Click “Upload” to upload in “School Badge Upload” section.

4) Select the school badge image file and click “Open”.

5) System Administrator may click “Reset” to set the badge to the default picture.

School Badge Upload

@ Upload Image of 250 x 100 Pixels or 250% ratio size [JPG/JPEG/PNG File Format]
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2.2.3 Advanced System Setting

The System Administrator may select the information which will be displayed in the “Online Help”.

System Setting

n Version Information

Basic Information Advanced System Setting Syst

Help Display Setting: Show all Support Information

School Year Version Setting (2023-24)

KPM Version: KPM2022
APASO Version: APASO-I APASO-III
SHS Version: SHS2022

1) Mouse over “System Tools” and then click “System Setting”.
2) Click “Advanced System Setting” tab.
3) Select the “Help Display Setting” type.
System Overview

SySte m Sett Ing Screen ID: system-setting-001

Basic Information Advanced System Setting System Version Information

Help Display Setting: Show System Administ

i Show all Support Information
School Year Version
Show System Administrator Information only

KPM Version: Show Teacher in charge Information only
APASO Version: Show Education Bureau Support Information only
SHS Version: SHS2015

4) All users can get the related help information from the “Online Help”.

110

Change Password

110 1

Student Parent Other Links

Self-learning Video Clips

more more © Manuals And Guides

€ System Information Log Out

2022 June Previous Month
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2.3 School Year Setting

School year setting is designed to define the current school year of the system. System Administrator
should update this information at the beginning of each school year before importing student accounts
and collecting information for that particular year.

1) Mouse over “System Tools” and click “School Year Setting”.

2) Select an appropriate school year as “Current School Year”.

ystern Oreerview @ School e Setting =

School Year Setting

Note:
User accounts are associated with the school year, change of the current school year
will change the users in ESDA. Therefore, the System Administrator should make
sure that all surveys have been completed and announcement has been sent to all
system users before changing the current school year.

2.4 System Backup

System Administrator should periodically back up the ESDA directory, e.g. “D:\esda_backup” to
backup media (e.g. an external hard disk). System Administrator may check the installed directory and
launch the backup procedure as follows:

System Backup
Program Package Version: v5.1.10 Data Package Version: v10.261

Installation Directory: Diesda_new Backup file directory: Di\esda_backup

Manual backup

2.4.1 System Backup Procedures
1) Login ESDA with a System Administrator account.
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ESDA E-platform for School Development & Accountability (ESDA)

TextS\ze@ £ sadmin~

‘ A CRoREREME, REETESs
[\ } E-plaflorm for Schoal Development
Wi? and accountability (ESDA)

System Backup

# Home
# System Tools Program Package Version: v5124 Data Package Version: vi3ial

O System Setting Installation Directory: Di\esda_new Backup file directory: Di\esda_backup

O School Year Setting Manual backup

O System Backup

Database backup records
O System Update

O System Log
m ==kl e

& UserManagement £5DA-5123-2022-08-18-
2022-06-18 08:56:44 Automatically v Downlozd
0856422ip
) Survey Management
E5DA-5123-2022-08-17-
2022-08-17 15:10:23 Automatically L Download

151022zip

@ Data lnput

2) Mouse over “System Tools”, and then click “System Backup”.
3) Click “Manual backup” and the system will generate a backup file with the format “xxxx.zip” to

the backup file directory.

Note:
Please copy the backup file to the backup folder or a backup device.

2.5 System Update

ESDA update package will be displayed on the “System Update” page. For ESDA connecting to the

Internet, the system can be upgraded by using the built-in function.

2.5.1 System Version Information
System Administrator can check the system version information from "System Setting", such as the

system version of the current ESDA installed and the latest ESDA version available for download.

1) Mouse over “System Tools” and then click “System Setting”.
2) Click the “System Version Information” tab.
System Overview

System Setting Screen ID: system-setting-001
Basic Information Adwvanced System Setting System Version Information
Local Version Installation Time Latest Version Published Time
ESDA System Version  v5.1.23 2022-08-24 10:14:18 v5.1.23 2022-08-16 10:52:39
Package Version v1.3141 2022-08-2511:30:42 v1.3141 2022-08-25 11:29:39
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2.5.2 System Update
The ESDA v5.0.x comes with an automatic system update routine. System Administrator may select

“System Tools” > “System Update”. Components are as follows:

Item | Compinent Details
1 System Update The system update history is displayed in order of updates to
History facilitate the System Administrator to update the system.

Data Package Update History

Data Package 1.0.245 Online 2022-06-15 17:41:30
Data Package 1.0.244 Online 2022-06-1517:41:24
2 Online Update The System Administrator should complete the system update

according to the "Download" and "Install" update sequences.

Online Package List

L
516 + Download

Program Package 2022-06-12 15:33:42

Data Package 1.0.250 2022-06-1612:32:09 2 Update

3 Offline Import If the system cannot get the update package file, the System
Administrator can manually upload the system update package and
click “Install”.

Upload File Screen ID: system-update-002 *

@ Only DAT Files Can Be Uploaded

® Cance @ Import Data Package

4 Status Successful package update will be shown in Data Package Update
History.

Data Package Update History

m e o e
Online 2

Data Package 10260 2022-06-2410:37:3

Data Package 10259 Online 2022-

Data Package 10258 Online 2022-06-22 170215

2.5.3 Auto-scan of Update Package
When the System Administrator login the system, the system will check the latest version of ESDA at
the EDB server. If a new package is available for download and update, the system will automatically

display the system update page with programs to be installed.
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@ System Update x

System Update Screen ID: system-update-001

Maintenance Mode @D @ Tip
The current system is in its

Please switch to the Maintenance Mode before updating the data package. ‘Maintenance Mode'.

<& Import Offline Data Package

Link to download Offline Data Package
@ The latest version includes all historical versions

Online Package List

R

Data Package 2022-07-05 21:40:14 & Update

2.5.4 Update Online Package

System Administrator can install the update package:

1) Mouse over “System Tools” and then click “System Update”.
2)  Switch on the “Maintenance Mode”.

3) Click “Update” in the Online Package List section.

Online Package List

Data Package 2022-07-05 21:40:14 2 Update

4)  Switch off the “Maintenance Mode” after the system update is completed.

2.5.5 Offline Update Package
If system cannot download the update package from network:

1) Please contact the Indicators Section of EDB to obtain the related package file.
2) Switch on the “Maintenance Mode”.
3) Click “Import Offline Data Package”.

System Update

Maintenance Mode @D

Please switch to the Maintenance Mode before updating the data package.

I & Import Offline Data Package
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4) Browse and select the appropriate package file and click “Import Data Package™.

Up|0ad File Screen ID: system-update-002 X

& Choose File

@ Only DAT Files Can Be Uploaded

® Cancel ®@ Import Data Package

5) Switch off the “Maintenance Mode” after the system update is completed.

Note:

System Administrator can import either “online” or “offline” data package.

2.6 System Log

This module allows you to view operation records of different modules. The system provides a search
function on the date range, function and operation user, which helps the System Administrator review

the system records.

In ESDA, there are different types of system log to help System Administrator to review daily
operations. They are Login, School Year Setting, System Backup, System Update, etc.

To view the log records, mouse over to “System Tools”, and then click “System Log”, select the range

of “date” and “function” and then click “Search”. The system shows the related records.

1) Mouse over “System Tools” and then click “System Log”.
2) Enter the range of Date, Function or Operation User and then click “Search”.

3) The search result will be displayed.

® Sysiem Liog =

System Log
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2.7 System Restore

2.7.1 System Restore Procedures
1) Unzip the backup file.

Locat

E5DA-503-2022-02-10-011212.259

2) Run Restore Tool.exe as an Administrator.

This PC > Local Disk (D) > backup

ESDA-503-2022-02-10-091212

app
runtime
esda-school.war
esda-school-db.bak
packager.di
Readme.txt
] Restore Tool.exe
Restore Toolico
) @] schoot.war

3) Data restore process will be executed automatically.

B Restore Tool  — O x

Running..

Tomcat stopped.
Database restored
Program restored
Tomcat started

Restore successfu

4) When completed, System Administrator can continue with the daily system management task 2.1.1.

Depending on the time the data is restored, an update for the school year or system update may be
required.
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Note:
If the process for data restoration is not completed, please send the log file (\app\log.txt) to the
EDB. The log files can be found in the unzipped backup file.

5 | app
“ Home Share View
— v P » ThisPC » New Volume (D:) » esda_backup » ESDA-® =wmal Mg « 5" » app v 0
Name h Date modified Type Size
| JavaFXApp.jar T 16:1 ecutable B
log.txt 6/2022 16:34 Text Docun B
| mssql-jdbc-9.4.0,jre8 jar 22 16:13 Executabl 1,304 KB
Restore Tool.cfg . 16:1 CFG 1 KB

2.7.2 Restore Procedures for a crashed system

If ESDA crashes, System Administrator should uninstall and install ESDA again. It is suggested that
System Administrator restores the latest backup data. To uninstall ESDA, please refer to the Appendix
5. To install a new ESDA, please refer to the Chapter 1.

It shall be noted that ESDA program and data must be in the same patch level before it is functioning
properly. If System Administrator is planning to reinstall the system, System Administrator must apply
the system to the patch level of the backup database before restoring the database. To find out the patch
level, System Administrator shall refer to the system patching log as stated in Section 2.5; or from the
backup filename as stated in Section 2.4.
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Chapter 3 User Management

3.1 About User Management

There are seven main functions in user management: Class Level Management, Class Management,

Group Management, User Management, Import User List, Export User List and Reset Passwords.

After installing ESDA, the System Administrator needs to use user management to establish user
accounts, groups, and specify privileges for each group. The user account is used for login
authentication and authorisation of functional modules of the system. When a user account is added to

the relevant group, the user will have the specified privilege for the groups.

A search function is provided to search user, group, class level, class, gender, name and status to
facilitate the management of users and groups. Except for using a function “Delete” to remove a user
account permanently, the Super System Administrator can also disable individual user account when
necessary (including the “Super System Administrator”) or using a function “Restore” to recover the
user account. If the user account is accidentally deleted, the System Administrator can use the

"Restore" function to restore the user account.

3.1.1 Before You Begin

User Management manages user accounts and sets user privileges in the system. Therefore, this
functional module should only be accessed by System Administrators. To enter User Management, you
must have the privilege of User Management. To reset a student's password, your account must have
the “Reset User Password” privilege. In addition, all teacher accounts should have the “Reset User

Password” privilege so that teachers can reset students' passwords when needed.

3.1.2 Understand School Year

The school year is an important part of ESDA. Since each class group belongs to one school year (e.g.
2021/22), the data to be displayed by the selection control of the school year is the one to which school
year (e.g. student/parent accounts, survey results). To avoid the school year is selected mistakenly, this
function should be performed by System Administrator. For more information on the School Year
Setting, please refer to Section 2.3.

3.1.3 Groups and User Accounts
The System Administrator can create different groups (except the System Group). A valid user account
should have a unique “login ID” and “User Identity”. The System Administrator can create user

accounts manually or import the Excel file exported from CloudSAMS. User account should be
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assigned to at least one group. User of a particular group will inherit the group’s privilege(s).

3.1.3.1 Introduction to Groups and User Accounts

This section illustrates details of the pre-defined groups and user accounts.

A) Groups
The two types of groups are “System Group” and “Self-defined Group”. These two groups facilitate

the System Administrator to group user accounts with the same nature. Each group includes its

respective Chinese and English names, as well as a list of users and the privileges they have.

ESDA v5.0.x has a default System Group, which includes six group types: Super Admin Group,
Administrator Group, Student Group, Parent Group, Teacher Group and Specialist Group (for special
schools). Since these are the default System Group, they cannot be added and deleted. In addition to

System Group, System Administrator can also create self-defined group types.

Group Type | Group Properties Example
System *  ESDA pre-defined groups cannot be added, edited or | ®* Super Admin Group
Group deleted. *  Admin Group

* For accounts of students, parents and teachers are | * Student Group
imported from Excel file, the system will | * Parent Group
automatically assign the wuser accounts to the |* Teacher Group
corresponding system groups (e.g. students will be
assigned to the "Student Group").

Self-defined | *  Setup by System Administrator. * View Report Group

Group *  Assign specific privileges to the specific group. * Survey Group

With “Self-Defined Group”, users with the same background can be grouped together to facilitate
survey analysis for group comparison. Each group can define its own privileges and set privileges for
each function.

ew Group

English Name Sunecy Goun

ChinessMame DS
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B) User Accounts

In ESDA, there are three types of user accounts. They are students and/or parents, teachers and
administrators. To create student and/or parent user accounts, System Administrator can import the
student users from CloudSAMS or create them in the ESDA system. To create teacher user accounts,
System Administrator can import teacher user accounts from a spreadsheet or create them in ESDA.

To create administrator user accounts, System Administrator can create them in ESDA.

3.1.3.2 Group Planning Strategy
The account policy determines the arrangement of the user accounts. It includes the followings:
. Password properties.

. Set the changing password authorisation to each user type.

To use an account policy to provide security for user accounts, System Administrator may consider
the followings:
. Comply with the basic password regulations:
Password must contain at least 8 characters and require a mix of upper case of English
Letters, lower case of English Letters, numbers, and symbols; or it must contain at least 10
characters, with a mix of upper case of English Letters, lower case of English Letters, and
numbers or symbols.

. Unique password for all user accounts.

Before starting a new school year, System Administrator must update student user accounts (Please
refer to Section 3.2.4). System Administrator may need to update student user accounts within a school
year (e.g. a student is transferred from class 1A to class 1B).

If school has set up school-based Intranet system, System Administrator can replace the “LOGINID”
and “PASSWORD” columns in the Excel file with the login name and password of the school-based

Intranet.

3.1.3.3 Add, Edit and Delete Groups and User Accounts
System Administrator can add, edit and delete Groups and User Accounts. For details, please refer to
Section 3.5.

3.1.3.4 Import User Accounts from CloudSAMS

To facilitate System Administrator to create student accounts, a set of procedures is prepared for
System Administrator to extract the student accounts from CloudSAMS. For details, please refer to
Section 3.6.
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3.1.3.5 Privilege Setting
To set privileges for groups, System Administrator can click “Edit” next to the target group, then check

the privileges to be assigned to the target user group and click “Confirm”.

Sestem Duarden
Group Management

B Add
B GroupType English Name Chinese Name

Edit Group

* bngiish Name:

3.1.3.6 Best Practice
To minimise tedious jobs of ESDA group(s) and user accounts creation, System Administrator is
recommended to use the “Import User List” to create student accounts, parent accounts and all school-

based-group(s) (e.g. class and class level groups). For details, please refer to Section 3.6.

3.2 Class Level Management

Mouse over “User Management” and then click “Class Level Management” to enter the Class Level

Management Module.

System Overlew  Class Management » Ulass Level Management =

Class Level Management Seroen ID: grade management 001

Marme Status

English Name Chinese Mame
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3.2.1 Create Class Level

1) Mouse over “User Management” and then click “Class Level Management”.
2) Check whether the required class level exists in the system.

3) Click “Add” to add a new class level.

4) Click “Confirm” to save the setting.

Add Class Level

English Name
Chinese Mame

Class Level Code

@ Cancel @ Confirm

3.3 Class Management

Mouse over “User Management” and then click “Class Management” to enter the Class Management
Module.

Class Management Sereen ID: class-management:

I e e e S
1A 1A 1A 51 Normal & Edit

16 16 16 51 Mormal : Edit

3.3.1 Create Class Groups
1) Mouse over “User Management” and then click “Class Management”.

2) Check whether the required class exists in the system.
3) Click “Add” to add a new class.

Add Class

lass Code

4) The respective Group templates will be displayed.
*  Input the group name in both “English Name” and “Chinese Name” fields.
* Inthe “Class Code” field, input the unique code for this class. (Remarks: This Class Code is
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to facilitate the user import by batch. It is recommended to use the same pattern as the Class
Code used in CloudSAMS.)

5) Click “Confirm” to save the setting.

Note:

All class groups will be automatically created when importing student accounts.

3.4 Group Management

Mouse over “User Management” and then click “Group Management” to enter the Group Management

Module.

BV ETEE @ Group Management x

Grou p Man age ment Screen ID: group-management-001

A Add
u S1ou ype m—

System Group Super Admin Group HER 7 Edit
System Group Admin Group EESAE & Edit
System Group Student Group B4 ¢ Edit

3.4.1 Create Self-defined Groups

1) Mouse over “User Management” and then click “Group Management”.

2) Group Management page will be displayed.
3) Click “Add” to add a new group.
4) Group template will be displayed.

In the group template, input the group name in both the “English Name” and “Chinese Name”
fields.

Select group privilege.
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New Group Screen ID: group-management-002

English Name

Chinese Name

Group Privilege

lanagement
 Management
a Import
Management

Submission

Select User
+ Select User

*  Click “+ Select User” to select users and click “To the right >” to move users to the “Selected

User”.

User List

User Type | Administrator ‘ Group User Name

User List 1 Selected User

admin

5) Click “Confirm” to save the setting.

3.4.2 Modify Groups
1) Mouse over “User Management” and then click “Group Management”.
2) Click “Edit” of the group to be modified.

3) Click “Save” to save the modification.
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BEEnIeCWNETRE @ Group Management

Grou P Man age ment Screen ID: group-management-001

Add
u S1OUP ype EngIISh Hame _

System Group Super Admin Group BEEER z Edit
System Group Admin Group EHEEH & Edit
System Group Student Group E44 & Edit

3.4.3 Delete Groups
1) Mouse over “User Management” and then click “Group Management”.

2) Select the group type from the group list and then click “Delete”.
System Overview

Grou P Man age ment Screen 1D: group-management-00.

Group Name Survey

. 1OUP Iype i _
Self-defined Group Survey Group ESi=E:| & Edit

3) Click “Confirm” to confirm the deletion.

Notify X

Confirm Delete?

3.4.4 Set Privilege(s) for Group(s)

1) Mouse over “User Management” and then click “Group Management”.
2) Select “Group Type” and click “Edit”.

3) Click “Group Privilege” of the group type.

4) Check the group privilege.
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5) Click “Confirm” to save the privilege setting.

Edit GI’OLIp Screen ID: group-management-003 X
* English Name | Survey Group 12/100
* Chinese Name = B&4
Group Privilege Home

System Tools

User Management
B Survey Management

Data Import

Report Management

Data Submission

Select User —

3.5 User Management

Mouse over “User Management” and then click “User Management” to enter the User Management.

User Management

User Trpe Growp User Norme Status @
T o D = S S R
.. Administrator admin admir HEEER Super Admin Group Maormal ¥ Ecit

3.5.1 Create an Individual Student Accounts

1) Mouse over “User Management” and then click “User Management”.
2) Click “Add” to create a student account.

3) Select “Student” from the “User Type”.

Add User Screen ID: usermanagement-002

User Type

4) In “Add User” page:
*  Input all the fields of student information.
*  In the “Group”, select the group that the student belongs to, i.e. “Student Group”.
*  Click “Confirm” to save the student account.
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Add User

User Type Student
Login Name
Name (English)
Name (Chinese)
Login Password o
Birthday
Height/cm

Weiaht/kn

3.5.2 Create an Individual Parent Accounts
1) Mouse over “User Management” and then click “User Management”.
2) Click “Add” to create a parent account.

3) Select “Parent” from the “User Type”.

Add User

User Type

4) In “Add User” page:
*  Input all the fields of parent information.

¢ Input “Student Name (Parent)” in “Name (English)” and “Name (Chinese)” (e.g. Chan Tai
Man (Parent)).

*  Click “Confirm” to save the parent account setting.

Add User

Lagin Password O
Children Gender

Registration Mo

Children Class
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3.5.3 Create an Administrator / Teacher Account
1) Mouse over “User Management” and then click “User Management”.
2) Click “Add”.

3) Select “Administrator” or “Teacher” from the “User Type”.

Add User
User Type
studer
Add User
User Type
- - Confirm
Administrato
4) In “Add User” page:

*  Input all the fields of user information.

* In the “Group”, select the group that the user belongs to and click “Confirm”. To assign
special privilege to a group of users, you should create a self-defined group (example: View
Reports).

Add User

User Type Administrato
Login Mame
Mame (English)
Name (Chinese)
Login Password 6
Registration No

Group
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Add User

User Type Teacher

Login Name

Mame (English)

MName (Chinese)

Registration No.

= Cancel

3.5.4 Modify User Accounts

1) Mouse over “User Management” and then click “User Management”.

2) Enter selection criteria, such as “User Type”, “Group” or “Status” and click “Search”.

3) Click “Edit” to edit an individual user record.

Edit User

User Type

Login Name

Name (English)

Mame (Chinese) FoE

4) In “Edit User” page:

*  Input all the fields of student information.

*  Click “Confirm” to save the settings.

Note:

record.

All modifications will instantly be reflected in the system after you have saved the user

3.5.5 Delete User Accounts

1) Mouse over “User Management” and then click “User Management”.
2) Enter selection criteria, such as “User Type”, “Group”, “User Name”, or “Status” and click “Search”.

3) Check the checkbox of respective user records, and then click “Delete”.
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4) All deleted users will be moved to the list of deleted users.

User Management

User Type Group | TeacherGroup @ User Narme Status || mormal @

= [He2 m e el SRR s _-
Teacher Teacher] Teacherl TeacherL Teacher Group MNarria o Eit

3.5.6 Restore Deleted User Accounts
1) Mouse over “User Management” and then click “User Management”.
2) Select “Delete” in “Status” and click “Search”.

3) Check the checkbox of respective user records, and then click “Active” and “Confirm” to restore
the user accounts.

User Management

Screen ID: user-management-0oL

User Type Group  Tesches Soup User Name Status | Celeied @
Login Marne Name (Englishi) N {Chirvese)
E Teacher Teacherl Teacherl Teacharl Teacher Group Deleted
Warning X

Confirmation?

Note:

The users’ personal information, i.e. password and group(s), will be restored to the
original values before deletion.

3.5.7 Disable User Account

1) Mouse over “User Management” and then click “User Management”.

2) Enter selection criteria, such as “User Type”, “Group”, “User Name”, or “Status” and click “Search”.
3) Check the checkbox of respective user records, and then click “Disable”.

4) All deleted users will be moved to the list of disabled users.

User Management Screen (L% wrer-managament-00L

Usar Type Group || Teacher Group @ User Name Status

Teacher Teacher Teacterl Teacherl Teacher Grous Menmal
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3.5.8 Restore Disabled User Account
1) Mouse over “User Management” and then click “User Management”.
2) Select “Disable” in “Status” and click “Search”.

3) Check the checkbox of respective user records, and then click “Restore” and “Confirm” to restore
the user accounts.

Hses Management

nEES
B

lezeharl cazherl

Warning

Confirmation?

Note:

The users’ personal information, i.e. password and group(s), will be restored to the
original values before deletion.

3.5.9 Restore Locked Accounts

If a user fails to login five times or more, the user account will be locked by the system and the user

cannot login to the system again. The System Administrator needs to restore the user account before
the accounts can be reused.

1) Mouse over “User Management” and then click “User Management”.
2) Select “Lock” in “Status” and click “Search”.

3) Check the checkbox of respective user records, and then click “Active” and “Confirm” to restore
the user accounts.

User Management

e L L L S S =N B
Warning
Confirmation?
ncel Confirm
Note:

The users’ personal information, i.e. password and group(s), will be restored to the
original values before locking.
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3.6 Import User List

To generate user accounts quickly, the “Import User List” function provides the necessary functionality
for quick account generation. Schools may download the Excel templates for the interface of different

types of users and upload the file to the system to create user accounts.

1) Mouse over “User Management” and then click “Import User List”.

2) “Import User List” page will be shown.

Import User List Screen ID: import-user-list-001

User Type Teacher Student and Parent Others

Excel Document

OExcel contains a maximum of 2000 users.
Templates and SQL Statement for Download

Teacher * File Template @ Template documentation

Student and Parent + File Template @ Template documentation

QOthers + File Template @ Template documentation

3.6.1 Download Excel Template

1) Mouse over “User Management” and then click “Import User List”.

2) The interface of “Import User List” will be displayed.

3) To download an Excel file template for importing teacher accounts, click “File Template” for
“Teacher” in “Templates and SQL Statement for Download”.

4) To download an Excel file template for importing student and parent accounts, click “File Template”
for “Student and Parent” in “Templates and SQL Statement for Download”.

5) To download an Excel file template for importing other accounts, click “File Template” for “Others”
in “Templates and SQL Statement for Download”.

6) Click “Save” to save the file on your computer.

Templates and SQL Statement for Download

Teacher

1€

File Template @ Template documentaticn

Student and Parent

|€

File Template @ Template documentation

Others

1€

File Template @ Template documentation

Note:
If you want to refer to the help file for the Excel template, you can click “Template

documentation”.
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3.6.2 Create Student Accounts from CloudSAMS
1) Paste the following SQL statement in CloudSAMS [S-DAT03-02]Data Management > Query

Maintenance. Enter Query Name and Query Description.

CAST(a.SCHYEAR as varchar) +'-'+ SUBSTRING(CAST(a.SCHYEAR+1 as varchar),3,2)
AS 'School Year',

'#'|| a.REGNO AS 'Registration No.',

a.CLASSLVL AS 'Class Level Code',

a.CLASSCODE AS 'Class Code',

a.CLASSNO AS 'Class No.',

a.ENNAME AS 'Name (English)',

a.CHNAME AS Name (Chinese)',

a.SEX AS 'Sex',

's'|| a.REGNO AS 'Login Name',

's'|| 'Pas@' + a.REGNO AS "Password',

DATEFORMAT(a.DOB, 'YYYY/MM/DD") AS 'DOB',
b.HEIGHT AS 'Height/cm',

b.WEIGHT AS "Weight/kg', 'A" AS 'User Type'

from VW_STU LATESTSTUDENT a

left outer join TB_STU HEIGHTWEIGHT b

on a.suid=b.suid and a.schyear=b.schyear and a.stuid=b.stuid and
b.MEASUREDATE=(select max(c. MEASUREDATE) from TB_STU HEIGHTWEIGHT ¢
where c.suid=b.suid and c.schyear=b.schyear and c.stuid=b.stuid)
where a.schyear = ?

ORDER BY a.classlvl, a.classcode, a.classno

2) Click “Save”, then click “Confirm”.
[5-DAT03-02] Data Management > Query Msintenance

Query Name ESDA_Student Dita Query Description
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confirmation

A\ Arevousure o records

3) When the Query is successfully saved, click “Go To Execute” to execute the query.
*  Select the Output Format while a new window pops up.
*  Enter the current school year in the field “Value” (Example: Enter “2024” if the current
school year is 2024/25).

[5-04T0403) Data Management > Execution

Quary Name €504, Srudent Data3 Query Description  extract £504 dsta

0L Statement ‘S8lect CAST(a SCHYEAR = aarchanlnAs o
‘School Year. # | | 3AEGHO AS ‘Ragistration Ne., 3 CLASSLVL AS Class Lavel Code',
‘aXLASSCODE AS Class Code' . aCLASSNO AS ‘Class Mo. , 3.ENNAME AS ‘Name (Englishy ,
SCHNAME AS ‘Narme (Chinese] , 8.SEX AS 'Sex,'¥| | AREGND AS Lagin Namme!, ¢ |

P MO A5 Passno , DATEFORMATIZDOB, VYYY/MMWD(Y) A5 OB,
BLMEIGHT AS ‘Meighticr , BWWEIGHT AS Weight/kg, A AS User Type' from
\W_STU_LATESTSTUDENT 2 eft outer jain TE_STL_HEIGHTWEXGHT b on a.suid=b.suid and
‘3:5chyE3r=D,5CyEar NG 3.5TLiG=10.57010 g b MEASLREDATE{select

T

[ anae

e vearie [ wew ey oskomiter| | |

4) Click “Export Result” to save the executed result.

3.6.3 Batch Student and Parent Account Creation from CloudSAMS

1) Mouse over “User Management” and then click “Import User List”.
2) The interface of “Import User List” will be displayed.
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*  Check whether the displayed “Current School Year” matches with the student data you will

import. (Note: If the current school year does not match with the data, please adjust the

current school year in “System Tools” > “School Year Setting”.)

* To import student and parent accounts together, select “Student and Parent” and then click
“Select the File” to select the file.

¢ Click “Import” to create / update / delete user accounts.

Import User List

User Type

L= e =R ET @ Import User List «

.

3) The number of student and parent accounts that have been created/updated will be displayed in the

following import summary.

m: Notify

Irmport user successfully
Add Account : 20
Update Account : 0

3.6.4 Batch Teacher Account Creation from Excel file

Screan 1D Impor -usar-Nist-001

Prerequisite:

to delete those retired accounts in “User Management”.

Prepare an Excel file for importing teacher accounts according to the sample below.

The file shall contain only those changed records. System Administrator is suggested

Registration No. [Name (English) (Name (Chinese) [Login Name [Password User Type
t123 Teacher 1 A — t123 P@sswOrd (C
t124 Teacher 2 ZEn — t124 P@sswOrd  [C
t125 Teacher 3 B t125 P@sswOrd (C
t126 Teacher 4 | t126 P@sswOrd |C
t127 Teacher 5 T t123 P@sswOrd [C

1) Mouse over “User Management” and then click “Import User List”.

2) To import teacher accounts in batch, select “Teacher” in the “User Type” and then click “Select The

File”.
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3) Click “Import” to create or update teacher accounts.

System Overview  JCIiTelolad BT NI SES

Import User List

User Type | @ Teacher Student and Parent Others

Excel Document @ Select The File

OExcel contains a maximum of 2000 users.

3.6.5 Create Random Accounts
1) Mouse over “User Management” and then click “Import User List”.
2) Input all information including “User Type”, “Prefix”, “Class”, “Gender” and “Number of Accounts”

and click “Create”.

Generate Accounts Randomly
User Type @ Student and Parent Teacher
* Prefix o
* Class
* Gender Male Female o
* Number of
Accounts

3) The system will randomly generate user accounts to a spreadsheet file. Review the file and import

the users in the spreadsheet file to the system.

System Overview BTl d W= - S8

Import User List

User Type Teacher © Student and Parent Others
Excel Document L a1 Y
@Excel contains a maximum of 2000 users.
@ After importing students, corresponding parent users will be automatically generated

™

5 esda_user_student_import_list.xls
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3.7 Export User List
This module is designed to export an Excel file of teachers, students and parents accounts in the
current school year.

1) Mouse over “User Management” and then click “Export User List”.
2) Teacher, Student, and Parent user lists will be displayed.

3) Click “Export User List in Current Year” to download the corresponding user list.

= Text Size @ 558 &admin~
EXpOI‘T User List Screen ID: export-user-list-001
Teacher + Export User List in Current Year
Student & Export User List in Current Year
Parent 4 Export User List in Current Year
3.8 Reset User Password

All the user passwords used in ESDA v4.6.0 or before are not applicable for ESDA v5.0.x system.
The System Administrator has to assist all users in setting the passwords applicable for ESDA v5.0.x
system.

If students or parents lose their passwords, System Administrator can reset their passwords with the
“Reset Passwords” function.

Reset Passwords
User Type Student Group Class Level Class

Gender User Name Status Q search

Password Reset Mode Random

Select users

User List Selected User

1) Mouse over “User Management” and then click “Reset Passwords™.
2) Input searching criteria such as “User Type”, “Group”, “Class Level”, “Class”, “Gender”, “User
Name” or “Status” and then click “Search”.

3) Select the student(s) whose password(s) need to be changed and click “To the right >”. = Tips
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Select users

& User List Selected User

Tips:
To select all student/parent accounts within the user list, please click the “Select
All” button in the first row of “User List” and then click “To the right >”.

4) Select “Random” or “User defined” in “Password Reset Mode™.

Password Reset Mode ‘ User defined ‘

Login Password Random o

User defined

5) If “User defined” mode is selected, please input the new password of student/parent to “Login
Password”. Password must contain at least 8 characters and require a mix of upper case of English
Letters, lower case of English Letters, numbers, and symbols; or it must contain at least 10
characters, with a mix of upper case of English Letters, lower case of English Letters, and numbers

or symbols.

Password Reset Mode User defined

Login Password 0

6) Click “Password Reset”. The password(s) of the selected student(s) or parent(s) will be changed

instantly.

© Password Reset

Page 64



ESDA v5.3.x Operation Manual

Chapter 4 Survey Management

4.1 About Survey Management

This module is used to administer pre-defined surveys for various respondents. There are two types of
surveys. The differences are shown in the table below. After entering the Manage Survey module, a
summary table shows a list of surveys with “Start / End Date”, “Target Users”, “Mode” and “Response
Rate”. To administer a survey, the Administrator selects a survey from the survey list and defines its
properties of the survey. The Administrator can specify the start/end date of conducting the survey,
choose the survey mode (online, offline, or online and offline), and select target users. To facilitate
random target user selection, the system provides a function to draw users randomly with a defined

percentage of users.

Online mode means target users fill in questionnaires through the web interface in ESDA. In contrast,
offline mode means target users fill in the questionnaires with other methods, such as paper and pen

format. Details about publishing online and offline surveys can be found in Sections 4.2 and 4.3.

Before You Begin
The Survey Management module is solely for administering surveys and defining the target
respondents of each survey. It supports both online and offline modes to cater for different situations.

You should possess the “Survey Management” privilege to access the module.

Best Practices

For Type I Survey, you can administer them once per school year. You should carefully select the
survey mode, target respondents and start/end date. Although Type II Surveys can be administered
many times per school year, you should not administer these surveys too frequently for the same group

of target respondents.

4.1.1 Understanding Survey Types and Modes
There are three types of survey in the system, namely, 1. Stakeholder Survey (SHS), 2. Assessment

Program for Affective and Social Outcomes (APASO), and 3. Inspection Related Surveys, namely,
External School Review (ESR) Questionnaire, Focus Inspection (FI) Questionnaire, Comprehensive
Review (CR) Questionnaire and School Development and Accountability Framework (SDA)

Questionnaire. The following is the description of these surveys.

1. Stakeholder Survey (SHS) — It is a measure to help schools collect views from teachers, specialists,
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students and parents (random sampling of students and parents across different class levels) on the
school work to facilitate school self-evaluation. The survey results form part of the Key Performance

Measures (KPM) data.

2. APASO - It allows schools to assess students' performance and development in the affective and
social domains. This tool is applicable to Hong Kong primary (P3 — P6) and secondary (S1 — S6)
school students. Results from one of the pre-defined survey will form one of the Key Performance

Measures items. Please refer to the KPM website (https://kpm.edb.gov.hk) & APASO website

(https://apaso.edb.gov.hk) for details.

3. Inspection Related Surveys — This survey is designed to collect views from schools after the

completion of related school inspections, including ESR, FI, CR and SDA Questionnaire.

According to the properties of the surveys, the surveys can be classified into two types.

Type I Survey (e.g. SHS) Type II Survey (e.g. APASO)
1. The surveys can only be administered once (1. The surveys can be administered more than
per year. once per year.
2. The collected responses can be submitted to  [2. The collected responses can be submitted to
the EDB through ESDA. the EDB on an optional basis, except for the
3. All surveys must be assigned to a system KPM.
group (Teacher, Student, Parent, etc.). 3. Surveys can be assigned to classes or forms.

4. Surveys can be assigned to specific groups or

users.

The duration between administrations of APASO-II Surveys should be at least half a year within the same school year.

Note:
You should export the responses of the surveys to KPM items. For details, please

refer to Section 4.4.

4.1.2 Preparing Survey for a New School Year
To prepare for administering surveys for a new school year, schools are required to complete the

following steps:

- Change School Year Setting, please refer to Section 2.3
- Import User List, please refer to Section 3.6

- Import Update Packages, please refer to Section 2.5
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4.1.3 Survey Administrator Tasks

4.1.3.1 Contact System Administrator to ensure that the following items are ready

1) The latest version of Programme Package and Data Package have been imported into ESDA.

2) User accounts which include teacher, student, parent, and specialist (for special schools only),
have been created and assigned to appropriate system groups.

3) “Fill In Survey” group permission should be assigned to user groups which will fill in

questionnaires online.

4.1.3.2 Administering Stakeholder Survey for Teachers

1) The teacher group is assigned to the target users by default. Please ensure that all teachers, including
the principal, are selected in the target user list.

2) Select “online” mode if teachers will fill in the questionnaire through the web interface. Otherwise,
select “offline” mode and distribute a copy of the questionnaire and answer sheet to the target
respondents. In the Manage Survey module, the response mode can be switched to “online”,
“offline”, or mixed “online and offline”.

3) Specify the start and end dates for filling in the questionnaire.

4.1.3.3 Administering Stakeholder Survey for Students

1) Ensure that all student accounts have been created and assigned to the appropriate class level group
and class group.

2) All class level groups should be mapped with standard class level codes.

3) To publish Stakeholder Survey for students, Survey Administrator cannot select respondents.
Student respondents must be drawn randomly by the system or according to odd or even class
numbers of the students.

4) Select “online” mode if students will fill in the questionnaire through the web interface. Otherwise,
select “offline” mode and distribute a copy of the questionnaire and answer sheet to the target
respondents. In the Manage Survey module, the response mode can be switched to “online”,
“offline”, or mixed “online and offline”.

5) Specify the start and end dates for filling in the questionnaire.

4.1.3.4 Administering Stakeholder Survey for Parents

1) Ensure that all parent accounts have been created and assigned to the appropriate class level group
and class group.

2) All class level groups should be mapped with standard class level codes.

3) To publish the Stakeholder Survey for parents, Survey Administrator cannot select respondents.

Parent respondents must be drawn randomly by the system or according to odd or even class
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numbers of the students.

4) Select “online” mode if parents will fill in the questionnaire through the web interface. Otherwise,
select “offline” mode and distribute a copy of the questionnaire and answer sheet to target
respondents. In the Manage Survey module, the response mode can be switched to “online”,
“offline”, or mixed “online and offline”.

5) Specify the start and end dates for filling in the questionnaire.

4.1.3.5 Administering Stakeholder Survey for Specialists

1) By default, the specialist group is assigned to the target users. Please ensure that all specialists are
selected in the target user list.

2) Select “online” mode if specialists will fill in the questionnaire through the web interface. Otherwise,
select “offline” mode and distribute a copy of the questionnaire and answer sheet to the target
respondents. In the Manage Survey module, the response mode can be switched to “online”,
“offline”, or mixed “online and offline”.

3) Specify the start and end dates for filling in the questionnaire.

4.1.3.6 Administering APASO Questionnaire

1) Ensure that all student accounts have been created and assigned to the appropriate class level group
and class group.

2) All class level groups should be mapped with standard class level codes.

3) To publish APASO questionnaire, Survey Administrator cannot select respondents. Student
respondents must be drawn randomly by the system or according to odd or even class numbers of
the students.

4) Select “online” mode if students will fill in the questionnaire through the web interface. Otherwise,
select “offline” mode and distribute a copy of the questionnaire to the target respondents. In the
Manage Survey module, the response mode can be switched to “online”, “offline”, or mixed
“online and offline”.

5) Specify the start and end dates for filling in the questionnaire.

4.1.3.7 Administering External School Review (ESR) Questionnaire

1) Receive a password from the EDB.

2) Ensure that the system clock of the server is set up properly.

3) Ensure that the ESDA server is connected to the Internet, which is necessary for publishing an ESR
questionnaire.

4) Select the principal, teachers and specialists (for special schools) in the target user list.

5) Only “Online” mode is provided for this questionnaire. Once the questionnaire is activated, the

duration for completion is 4 weeks. Please inform the target respondents of the start and end dates.
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4.1.3.8 Administering Focus Inspection (FI) Questionnaire

1) Receive a password from the EDB.

2) Ensure that the system clock of the server is set up properly.

3) Ensure that the ESDA server is connected to the Internet, which is necessary for publishing a FI
questionnaire.

4) Select the principal, teachers and specialists (for special schools) in the target user list.

5) Only “Online” mode is provided for this questionnaire. Once the questionnaire is activated, the

duration for completion is 4 weeks. Please inform the target respondents of the start and end dates.

4.1.3.9 Administering Comprehensive Review (CR) Questionnaire

1) Receive a password from the EDB.

2) Ensure that the system clock of the server is set up properly.

3) Ensure that the ESDA server is connected to the Internet, which is necessary for publishing a CR
questionnaire.

4) Select the principal, teachers and specialists (for special schools) in the target user list.

5) Only “Online” mode is provided for this questionnaire. The duration for completion is specified in

the notification letter. Please inform the target respondents of the start and end dates.

4.1.3.10 Administering School Development and Accountability Framework (SDA)

Questionnaire

1) Receive a password from the EDB.

2) Ensure that the system clock of the server is set up properly.

3) Ensure that the ESDA server is connected to the Internet, which is necessary for publishing a
SDA questionnaire.

4) Select the principal, teachers and specialists (for special schools) in the target user list.

5) Only “Online” mode is provided for this questionnaire. The duration for completion is specified

in the notification letter. Please inform the target respondents of the start and end dates.

4.1.3.11 Other Tasks
1) You may download the user list that has not completed the online questionnaires and inform those

users to complete the questionnaire.

BRI R LT @ Survoy Management =

Survey Management

uestionnaire Type Made  Oriline Q Search
YP!

Stakeholder leacher 2020-06-23 ~ 2020-07- . ) 100% -
X . - . - Teacher{Manual Online [24/24] B Additional Lise
Questionnaire Questionnaire 06 [24/24]

L J
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Questionnaire Details Published Sereen 10: survey-management-002 %

Survey Title (English)  leacher Questionnaire

Survey Title (Chinese) $5Tfi%

* Objectives(Eng) To help the school collect views from teachers, st ts and parents on learning and teaching, and the

miajor aspects of school work for conducting walualion, P
* Objectives(Chi) MR RN - SRNNCHRIT LRETHNER  FRBHEEIREE -
&
* Start/End Date 2020-06-23 - 2020-0/-06
Target Users leacher [Manual|
Mode Cnline & setting
£ Download Questionnaire + Download User List @ Cance & Save

2) If some users have not submitted the above questionnaire after the survey deadline, you may contact

the Indicators Section of the EDB to extend the survey end date.

ERMmAEE Screen 1D: survey-managerment-002

Bey(h)

T s 2021-05-11 2021-07-11

3) You can export the responses to Key Performance Measures (KPM) items when the response rate
has reached 100% before the end date or the time for doing the survey has ended (i.e. the current

date is after the end date). Select the relevant questionnaire and click “Export to KPM Item”.

System Overview [l i

Survey Management

Questionnaire Type Mode

Screen ID: survey-management-001

. Questionnaire Type Survey Title Start/End Date Target Users m Response Rate _

o i 2022-02-15 ~ 2022-02-25  Teacher[Manual] Onli [ 2l Ezmaw || 2 skl
= 02-15 ~ _02- / E ten ] nal User
Questionnaire Questionnaire sachertvianus mine [41/54] tomen fensitE
oa——
Stakeholder P it Questi i 2022-01-16 ~ 2022-02-28 P t[Rand Onli R BC
-01- - -02-, E tent
Questionnaire arentiouestionnatre b arent[Random] nline [124/225] Conten
o

Page 70



ESDA v5.3.x Operation Manual

4.2 Publish Survey

The Stakeholder Surveys will be updated every school year. Therefore, System Administrator must
perform a system update before publishing the Stakeholder Survey. For details, please refer to Section
2.5.

Schools may publish online surveys so that target users can use their workstations or tablet computers
to do the questionnaires. Offline surveys may be published. The steps to publish an online survey are
similar to publish an offline survey, except that checking the “Offline” mode is required. Stakeholders
may use paper and pen to do the offline survey. After that, Survey Administrator is required to compile

the responses into an Excel file and upload it to the ESDA system. Please refer to Section 4.4 for details.

Note:

1) To meet the latest security requirement, the effective period for a user password is six
months. Users will receive a mandatory request for changing the password and cannot
re-use the previous eight passwords.

2) For schools publishing questionnaires via online mode, System Administrator may use
the function “reset user password” to help users to reset the passwords before

publishing the questionnaires, if necessary. Please refer to Section 3.8 for details.

To better manage the questionnaires, schools may publish questionnaires according to odd or even
class numbers of the students. The steps for publishing different types of questionnaires to the target
respondents are as follows:

4.2.1 Publishing Stakeholder Survey for Teachers

1) Click “Survey Management” and then click “Publish Survey”.
2) Click “Publish” next to the “Teacher Questionnaire”.

YR LY @ Publish Sunvey =

Stakeholder Survey

leacher Questionnaire & Preview Publish Survey: 0

Student Questionnaire A Publish @ Preview Publish Survey: 0

o Preview [E Publish Survey: 0

Parent Questionnaire

3) Click “Select User” to select teachers and click “Setting” to select the mode.
4) Enter “Start/End Date” and “Objectives”, and then click “Confirm”.
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Publish Survey-Teacher Questionnaire A
[ Maote{L: You can eithe all students or a certa i 5 neach class level, provided that the number of students in the class level
s not 35, fo o uolr samnle is representative, 1
Target Users J rou
leacher Grow,
+ Select User
Number of users selected &4
Mode MNumber of online users 1 69 Number of offline users 1 0
Start/End Date 8-13
» Cance @ Confinn

Note:
(1) The Teacher group is selected by default. You can select additional groups or users
by clicking “Select User”.
(2) The objectives are provided by default. You can change them if necessary.
(3) The system shows the teacher list within the teacher group. You should ensure that

all the teachers (including the principal) are shown in the list. Otherwise, you should
select the users by clicking the “Select User”.

4.2.2 Publishing Stakeholder Survey for Students

1) Click “Survey Management” and then click “Publish Survey”.
2) Click “Publish” next to the “Student Questionnaire”.

Systemn Overview  JCJTHIEIRSTIVE TS

Stakeholder Survey

Teacher Questionnaire A Publish @ Preview Publish Survey: 0

Student Questionnaire

review Publish Survey: 0

Parent Questionnaire A Publish @ Preview El Publish Survey: (

3) Click “Select User” to select students and click “Setting” to select the mode.
4) Enter “Start / End Date” and “Objectives”, and then click “Confirm”.
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Publish Survey-Student Questionnaire Sereen 1D; shs-publish-survey-001 X

Number of users selected 0

Mode MNumber of online users : 0 Number of offline users : 0

* Start/End Date [ 2022-07-14 - 1 2022-08-13
* Objectives(Eng) lo help the school collect views from teachers, students and parents on learning and teaching, and the major aspects of school we ™~
conducting self-evaluation. 163,-’500‘
* Objectives(Chi) ~ MR BLHE - FRABEHBREHRRG | FHER - FRBELERFENLE B
#

Target Respondent(Eng) PR3 - 5.6 students

@ Cancel

4.2.3 Publishing Stakeholder Survey for Parents
1) Click “Survey Management” and then click “Publish Survey”.

2) Click “Publish” next to the “Parent Questionnaire”.

Publish Survey Screen 1D: publish-questionnaire-001

Assessment Program for Affective and Social Outcomes

[Note (1) : If the number of respondents of a target group for analysis is less than 10, then na statistic will be reported for that scale. ]

[Note (2) : Copyright: All scales and itemns in APASO-11 are subject to the protection of intellectual property rights. In accordance with the agreement of use, the Education Bureau authorized schoals in Hong Kong
exclusively to use them as a tool to assess students’  performance In the affective and soclal domains In order to collect related data for school self-evaluation. Apart from the abow loned purpose, any
reproduction, ion, di ion or provision of such work with copyright to the public is strictly prohibited. If anyone wants to use these tools for other purposes such as academic research, please contact
the original author directly.]

B User Manual B Technical Manual an Scales B Technical Manual on Rasch Measurement
Pre-defined Survey b
User-defined Survey b

Stakeholder Questionnaire

Teacher Questionnaire | @ Preview | [E Publish Survey: 0
Student Questionnaire m | @ Preview | B Publish Survey:0
:

Parent Questionnaire

| @ Preview | B Publish Survey: 0
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3) Click “Select Users” to select parents and click “Setting” to select the mode.
4) Enter “Start/End Date” and “Objectives”, and then click “Confirm”.

Publish Survey-Parent Questionnaire Screan (D ahe-pulslnh-survey-001

ach class bl 4 i ot lews than 33, eesentati 1

[Matell: ] welncted

Behuding Class 56
Level

Target user
u

1A BN VIN B
Percerasge of ners
@ <%

MNumber of users 179
secind.

Mode Murnber of eeline users | 170 Nurmbar of offline users - 0

* Start/End Date 17 2007060 - o 02249702

% students and leaming 3. and the major aspects of schoal wark for conducting self-svalustion.

1640
£

Livee . L
=50

-

Sensw O sl gl vy 07

RREE-XEEE

Ly S I T e h L B

Filoifd

CRIPHS®E 20

wal LEEREH AL BEEERH
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4.2.4 Publishing Stakeholder Survey for Specialists (For Special Schools only)

1) Click “Survey Management” and then click “Publish Survey”.

2) Click “Publish” next to the “Specialist Questionnaire”.

Publish Survey

Assessment Program for Affective and Soclal Outcomes

User-defined SurveyiSpecial Secondary School

Stakeholder Questionnaire

il

3) Click “Select User” to select specialists and click “Setting” to select the mode.

4) Enter “Start/End Date” and “Objectives”, and then click “Confirm”.

)
®3)

Publish Survey-Specialist Questionnaire
[ aonim |
Note:
(1) The Specialist group is selected by default. You can select additional groups or users

by clicking “Select User”.

The objectives are provided by default. You can change them if necessary.

The system shows the specialist list within the specialist group. You should ensure
that all the specialists are shown in the list. Otherwise, you should select the users by

clicking the “Select User”.
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4.2.5 Publishing APASO Survey

4.2.5.1 Surveys Related to “Affective Development (Applicable to KPM17)”

Tips:
If schools would like to collect data for KPM17, Affective Development, school should
either use the pre-defined survey “Affective Development (Applicable to KPM17)” or
the user-defined survey with the scale “Affective Development (Applicable to KPM17)”
selected via the ESDA system. Schools may select all students or not less than half of the
students randomly for each class level for the surveys to ensure that the results are
representative.

Publishing Pre-defined Survey

1) Mouse over “Survey Management” and then click “Publish Survey”.

2) Click “Pre-defined Survey” to expand the given scales/subscales combination.

3) Click “Publish” next to the APASO survey “Affective Development (Applicable to KPM17)”.

Publishing User-defined Survey

1) Mouse over “Survey Management” and then click “Publish Survey”.

2) Click “Pre-defined Survey” to expand the given scales/subscales combination.
3) Click “Add User-defined Survey” in the “User-defined Survey”.

performance in the affective and social domains in order to coll
anycne wants to use these tools for other purposes such as aca
[Mote (3): When collecting data for KPM17, schools could use

@ Survey Management

O Publish Survey
& User Manual B Technical Manual on Scales

O Manage Survey
Pre-defined Survey >

© Fill In Survey
User-defined Survey /|
@ Datalnput @ Add User-defined Survey

4) Select “Affective Development (Applicable to KPM17)” in the “Add User-defined Survey” page.
The system shows the total no. of items instantly (59 for secondary schools, 55 for primary schools).

d Survey
. Add Survey

OTher wmt . o

(layout for Secondary Schools) (layout for Primary Schools)

5) Schools may select other subscales, if appropriate, and publish the survey.
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Procedures for publishing APASO-II or APASO-III surveys are the same, which stated as follows:

Method 1: Select Target Users from Class or Class Level
1) Mouse over “Survey Management” and then click “Publish Survey”.
2) Click “Pre-defined Survey” to expand the given scales/subscales combination.

3) Click “Publish” next to the APASO surveys (e.g. “Self-Concept”).

PR |, :..c.c...-, - |
Publish Survey Screen I0: putiish-questionnaire-001

Assessment Program for Affective and Social Outcomes
EMate (1] 1 the numser of respandants of a o
Ml (3] Capyricgh

Education Bureau zutharized

4 Than 10, then e statistic will Be reported for that scake

Il st IS in AR

slection ol intellectual g rights. In gecondance wi i s, Thie

5 in Hong Kong vely to use them s 2100l to sssess students'  parformance in the 2

3l clarnaing in order to
collect retalood data o s

copyright to the public is stri
diresihy. ]

alivr, Apar Trn L smemlisrsd g any reproduction, asplaticn, dslrisaelon on prossion of such work wils

aibitzd if aryone wants 1o use these tools for other purposes such 2 academic research. please contactthe original authar

B User Manua E Technical Manual on Scales asurenment

Pre-defined Survey

0 pulizh a survey using the given scales/sobscales combination.

self-Concept * Publish = Content % Preview =l Publish Survey: 0
nterpersonal Relationzhips # Publish = Content Preview Pullish Survey: 0
Attituddes To School cntent D Preview .

4) Click the radio button next to “From class or class level (all users or randomly selected)” and then
click “Select User”.

Publish Survey-Self-Concept

e selech all student 1
craure that your smp

Targetuser @ From classor dasslevel (all users ar randomly selectad

=+ Seleul Lser

@ Contimn

5) Select “Select User” (All Student, Class Level or Class).

6) Choose the “Selected Method” (All users in the selected group, Odd class number, Even class
number or Random selection), and then click “Confirm”.

User List

Select User

@ AllStudents Class Leve! Class

Selected Method

@ Allusers in the selected group
Odd class number
Even class number

Random selection *
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7) If “Random selection” is selected, input “Percentage of students to be chosen” and click
“Compute”, and then click “Confirm”
User List

Select User

@ AllStudents Class Level Class

Selected Method

All users in the selected group
Odd class number
Even class number

Q Rs

Percentage of users to be chosen: 50 % @ Compute

Number of users chosen: 335

© *The recommended minimum mumber of users is 35

8) Click “Setting” to select the mode (“Online User” and “Offline User”).
Publish Survey-Self-Concept

Number of users 38

selected

Mode Number of online users : 38 Number of offline users : 0

9) Select target users and click “< To the left” or “To the right >” to set the mode of response, and

then click “Confirm”.

[Modifying the Mode of Response

8 Onling Lisar Offline Lisar

4607 student 266

Tothe right » 3001 student244
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Method 2: Select Target Users from Group or Individual User
1) Mouse over “Survey Management” and then click “Publish Survey”.
2) Click “Pre-defined Survey” to expand the given scales/subscales combination.

3) Click “Publish” next to the APASO surveys (e.g. “Self-Concept”).

Publish Survey

Systern

Assessment Program for Affective and Social Outcomes

with the agreement of use, the

il sucial darmaing in arder Lo

cirscthe]

Pre-defined Survey
la publish 2 survey using the given scales/subscales combination.

Self-Concept
Interpersnnal Belatinnships

Attitudes To Schoel

4) Click the radio button next to “From class or class level (All users in the selected group, Odd class

number, Even class number or Random selection)”, and then click “Select User”.

Publish Survey-Self-Concept Seraan 10 apso-pabiish-survey-001
[ 11 CAn RITEr SHect all STIGENTS GF A CEITAIN UMD OF ARty SEReled STUSNS M BAch (A58 [Fel, Iesded Tal The member of STUGEnTs in The tass
le: an 35, to ensure that your sample is representative. 1
Target user @ From class or clazsLevel (all users or randomiy selectad

+ Schoct User

5) Or click the radio button next to “From groups or individual users (manual selection)”, and then
click “Select User”.

6) Select target users and click “< To the left” or “To the right >” to set the mode of response, then
click “Confirm”.

Mser List
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Note:

The system can only select target users by either method 1 (i.e. “From class or class

level”) or method 2 (i.e. “From groups or individual users”), but not both.

4.2.5.2 Creating School Concerned APASO user-defined Survey
1) Click “Survey Management” and then click “Publish Survey”.
2) Click “Add User-defined Survey” in the “User-defined Survey”.

Assessment Program for Affective and Social Outcomes

[Note (1) : If the number of respondents of a target group for analysis is less than 10, then no statistic will be reported for that scale. ]

[Note (2) : Copyright: All scales and items in APASO-IIl are subject to the protection of intellectual property rights. In accordance with the agreement of use, the Education Bureau authorized schools in Heng Kong exclusively to use them as
atool to assess students’ performance in the affective and social domains in order to collect related data for school self-evaluation. Apart from the above-mentioned purpose, any repreduction, adaptation, distribution or provision of such
work with copyright to the public is strictly prohibited. If anyone wants to use these toals for other purposes such as academic research, please contact the original author directly. ]

[Note (3): When collecting data for KPM17, schools could use the pre-defined survey “Affective Development (Applicable to KPM17)" or a user-defined survey with “Scales for Affective Development (Applicable to KPM17)" selected.]

B User Manual B Technical Manual on Scales
Pre-defined Survey >

User-defined Survey

| 3@ Add User-defined Survey

3) Select subscales items.

4) Enter the survey title and objective, and click “Submit”.

Add Survay

Sumnay TotlufEM)

Susrvay THlalH]

Questionnizsire

vttt Fragg)

Cumstiamnsive

oljacthelChil

Total no. of items*

5) If schools would like to select “To collect students’ and their families’ background information in
APASO-III, read the statement and click “Confirm”.

Other Optional [ter:

B To callect students’ an

d their families’ backgrownd information
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Prompt

6) Select the combination of subscales and click “Confirm”.

HOM ems 3

. Family: Sociosconomic Status

4.2.5.3 Publishing a user-defined survey
1) Click “Survey Management” and then click “Publish Survey”.

2) May click “Clone Survey” to copy the survey to different school year under “User-defined
Survey”.

3) Click “Publish” button next to the survey.

Assessment Program for Affective and Social Outcomes

[Note (1) : If the number of respondents of a terget group for analysis is less than 10, then no statistic will be reparted for that scale. 1

[Note (2) : Copyright: Al scales and items in APASO-Ill are subject to the protection of intellectual property rights. In accordance with the agreement of use, the Education Bureau authorized schools in Hong Kong exdlusively to use them as
atool to assess students’  performance in the affective and social domains in order to collect related data for school self-evaluation. Apart from the above-mentioned purpose, any reproduction, adaptation, distribution or provision of such
work with copyright to the public is strictly prohibited. If anyone wants to use these tools for other purposes such as academic research, please contact the original author directly.]

[Note (3): When collecting data for KPM17, schools could use the pre-defined survey “Affective Development (Applicable to KPM17)” or a user-defined survey with “Scales for Affective Development (Applicable to KPM17)" selected.]

B User Manual B Technical Manual on Scales
Pre-defined Survey >

User-defined Survey -~

Student Survey & Clone Survey m Delete @ Preview E Published Survey: 0

Note:

(1) Same survey title cannot be used;

(2) Each user defined survey shall not contain more than 100 questions.

4.2.6 Publishing ESR Questionnaire

This questionnaire is only applicable to schools that have undergone ESR in that school year.
1) Click “Survey Management” and then click “Publish Survey”.

Page 81



ESDA v5.3.x Operation Manual

2) Click “Publish” next to the “Questionnaire on ESR”.

Inspection Survey

Questionnaire on ESR

Questicnnaire on Post-F m

Questionnaire on Comprehensive Review m
uestionnaire for School Development and Accountability Framework m

3) Enter a password and click “Confirm”. The ESR team leader will provide the password when the
draft ESR report is issued to the school by mail.

Verify Password-Questionnaire on ESR Sereen ID: publish-questionnaire-005

Optional Online Survey Post-ESR Survey - 2022-05-01 ~ 2023-05-31

Passwore -

4) Click ”Extract Online User” to select target users and then click “Confirm”.

Publish Online Questionnaire

Note:

Schools can select target users but not the Start/End Date of the questionnaire. The

questionnaire should be completed within four weeks.

4.2.7 Publishing FI Questionnaire
This questionnaire is only applicable to schools that have undergone FI in that school year.
1) Click “Survey Management” and then click “Publish Survey”.
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2) Click “Publish” next to the “Questionnaire on FI”.

Inspection Survey

Questionnaire on ESR # Publish Bl Publish Survey: 0
Questionnaine an Fl A Publish Publish Survey: 0
Cuestionnaire on Comprehensive Review A Publish E Publish Survey: (1

Questionnaire for School Development and Accountability Framework A Publish E Publish Survey: 0

a0

3) Enter a password and click “Confirm”. The password will be available in the EDB letter.

Verify Password-Questionnaire on Post-Fl Screen ID: publish-questionnaire-005
Optional Online Survey Questionnaire on Focus Inspection (FI) - 2021-10-28 ~ 2022-12-31
Password

4) Click “Extract Online User” to select target users and then click “Confirm”.

Publish Online Questionnaire

Note:
Schools shall check the Start/End Date of the questionnaire. The questionnaire should be

completed within the specified period.

4.2.8 Publishing CR Questionnaire
1) Click “Survey Management” and then click “Publish Survey”.
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2) Click “Publish” next to the “Questionnaire on Comprehensive Review”.

Inspection Survey

Questionnaire on ESR

Questionnaire on Post-Fl A Publish
Questionnaire on Comprehensive Review
Questionnaire for School Development and Accountability Framework # Publish

3) Enter a password and click “Confirm”. The password will be available in the EDB letter.

Key in the password to publish the Post-CR Survey Screen I publish-questionnaire-005 X

* Optional Online Survey

* Password

® Close

4) Click “Extract Online User” to select target users and then click “Confirm”.

Publish Online Questionnaire

Survey Title (En

glish

Survey Title (Ch

inese)
Objectives(Eng
Objectives(Chi)

Start-End Date

Online User Extract Online User

- (.

4.2.9 Publishing SDA Questionnaire
1) Click “Survey Management” and then click “Publish Survey”.
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2) Click “Publish” next to the “Questionnaire for School Development and Accountability

Framework™.

Inspection Survey

Questionnaire on ESR
Questionnaice an Post-F B3
Questionnaire on Comprehensive Review alish Survesy
Questionnaire for School Development and Accountability Framework alish Survey

3) Enter a password and click “Confirm”. The password will be available in the EDB letter.

Verify Password- questionnaire survey

4) Click “Extract Online User” to select target users and then click “Confirm”.

Publish Online Questionnaire Scrmen 10 publish-questionnaire-005 X
Survey Title Set A School Heads, Teachers and Specialists
(English)

Survey Title MER  #E - FHMREELE

fChinese)

Objectives (Eng)  Set A School Heads, Teachers and Specialists

Objectives (Ch  BER 5 - FHAREEAE

Start/End Date 2022-08-235 - 2022-09-23

Online User Extract Online User

& Cancel & Confirm

Note:
Schools shall check the Start/End Date of the questionnaire. The questionnaire should be
completed within the specified period.
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4.2.10 Publish School-based Survey

4.2.10.1 Method 1: Select Target Users from Class or Class Level

1) Mouse over “Survey Management” and then click “Publish Survey”.
2) Click “Publish” next to the School-based survey.

School-based Survey

Self-defined QA 2022-23 review ARG

My views on school climate & Preview El Published Survey: (

3) Click the radio button next to “From class or class level (all users or randomly selected)” and then
click “Select User”.

Publish Survey-My views on school climate

Target Users @

4) Select “Select User” (““All Students”, “Class Level”, “Class”, “All Teachers” or “All Parents”).
5) Choose the “Selected Method” (“All users in the selected group” or “Random selection”), and

then click “Confirm”.

User List

Select User

© Al Students Class Leve Class All Teachers All Parents

Selected Method
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6) If “Random selection” is selected, input “Percentage of users to be chosen” and click “Compute”,
and then click “Confirm”
User List

Select User

0 All Sasdents Clazs Level Class. All Teachers All Parents

Selected Method

7) Click “Setting” to select the mode (“Online User” and “Offline User™).

Publish Survey-My views on school climate

Number of users 331

selected

Mode Number of online users : 331 Number of offline users : 0

Start/End Date 2022-11-06 - 2022-12-06

8) Select target users and click “< To the left” or “To the right > to set the mode of response, and

then click “Confirm”.

Modifying the Mode of Response Screen ID: switch-online-Offline-001
& Online User ) Offline User
@ [6B02] student230 [4G02] student266
@ [5B02] student273
B [4F03] studer
@ [4A01] stu
B [4G03] stude

EI L-'P;”.‘HI

Page 87



ESDA v5.3.x Operation Manual

9) Enter the “Start/End Date” and “Objectives”, and then click “Confirm”.
Publish Survey-My views on school climate Sevms L sspublslsurse 0l

Start/End Date

Objectives (English)

4.2.10.2 Method 2: Select Target Users from Group or Individual User
1) Mouse over “Survey Management” and then click “Publish Survey”.
2) Click “Publish” next to the School-based survey.

3) Click the radio button next to “From groups or individual users (manual selection)”, and then click
“Select User”.

Publish Survey-My views on school climate

4) Select target users from “User Group”/”User List” and click “< To the left” or “To the right > to
select users and then click “Confirm” to complete the user selection.

User List

User Group Selected Liser Group

51

User List selected User
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S1
User List Selected User
[1A03] CHAN YING - [1AD1] CHAN TSZ
[LAD4] CHENG SIU [1AD2] CHAN YAN

[1A05] CHEUNG SHING
[1A06] HUANG
[1AQ7] HUI YU

[1A08] IU LOK

5) Click “Setting” to select the mode (“Online User” and “Offline User™).

+ Select User
Mumber of users 276

selected

Mode MNumber of online users : 226 Number of offline users - 0

& Setting

@ Cancel @ Confirm

6) Select target users and click “< To the left” or “To the right >” to set the mode of response, and
then click “Confirm”.

Modifying the Mode of Response Screen ID: switch-online-Offline-001
Target Users Offline User
[1A03] CHAN YING - [1A0L] CHAN TSZ
[LAQ4] CHENG SIU 1A02] CHAN YAN

[1A05] CHEUNG
[1A06] HUANG
[LADT] HUI YU

[1A08] IU LOK

@ Cancel & Confirm
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7) Enter the “Start/End Date” and “Objectives”, and then click “Confirm”.

Publish Survey-My views on school climate
* Start/End Date 2022-11-06 - 2022-12-06

Objectives (English)
Objectives (Chinese)

Target Respondent  Based on the selected ‘targst user'

{Eng)

Target Respondent 135 Esr DRES

(Chi)

@ Cancel @ Confirm

Note:
Schools shall check the Start/End Date of the questionnaire. The
completed within the specified period.

questionnaire should be

4.3 Manage Survey

4.3.1 Download User List
Schools may distinguish the users who responded the survey. The followi

download a user list of a survey in progress:

ng steps show the way to

BT TONT @ Survey Management =

O e i e i
100%

Stakeholder Teacher 2022-04-29 ~ 2022
Teacher[Manual] Online
Questionnaire Questionnaire 05-13 [22/2
—
1 E49¢
Stakeholder Parent 2022-04-29 ~ 2022- : 81.54%
_ ) ) _ Parent]] Offline (63/65)
Questionnaire Questionnaire 06-30 33/ 03]

ontent B Additional User

[& Offline Data Import

1) Mouse over “Survey Management” and then click “Manage Survey”.
2) Click “Content” next to the targeted questionnaire.
3) Click “Download User List”.
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Questio nnaire Details PUblISh ed Screen ID: survey-management-002 x

Survey Title (English)  Student Questionnaire

Survey Title (Chinese) Z4fiE

* Objectives(Eng) To help the school collect views from teachers, students and parents on learning and teaching, and the
major aspects of school work for conducting self-evaluation. y
Objectives(Chi) ENENEENN - FENELHE REBRTIFRES
&

Start/End Date 2022-04-28 - 2022-05-13

¥ Download Questionnaire ¥ Download User List ® Cancel

Note:

The user list contains the target user list and the submission status of each target user. If a
target user submits the questionnaire through online submission, the submission status
indicates whether the target user has submitted the questionnaire or not.

4.3.2 Update Start / End Date
Schools may change the start / end date through the following steps:

1) Mouse over “Survey Management” and then click “Manage Survey”.
2) Click “Content” next to the targeted questionnaire.
3) Select the Start/End Date and click “Save”.

Questionnaire Details published Screen ID: survey-management-002 %
Objectives(Eng) To help the school collect views from teachers, students and parents on learning and teaching, and the
major aspects of school work for conducting self-evaluation. P
Objectives(Chi) EHE B EmBRERT
P
Start/End Date 2022-04-29 - 2022-06-30
Target Users Parent []
Mode Offline & Setting
* Download Questionnaire * Download User List @ Cancel @ Save
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Tips:

current date.

If you want to close the questionnaire survey, you can set the end date earlier than the

4.3.3 Cancel Survey
Schools may cancel the published survey.
1) Mouse over “Survey Management” and then click “Manage Survey”.

2) Click “Content” next to the targeted questionnaire.
3) Click “Cancel Questionnaire”.

Questionnaire Details Published

Mode

Objectives(Eng) To help the school collect views from teachers, students and parents on learning and teaching
major aspects of school work for conducting self-evaluation
Objectives(Chi) EISRRERST FENSEHSNNEERTIANER  EASKRERTE
Start/End Date 2022-04-29 2022-06-30
Target Users Parent []

4) For a survey with more than 0% response rate, input the number of users who completed the

questionnaires and click “Confirm” to cancel the survey.

Number of com pleted Screen ID: survey-management-006

* Number of completed
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4.3.4 Download Questionnaire

When the school chooses to publish the questionnaire in offline mode, the school can download and

distribute the questionnaire to the target users as follows:

1) Mouse over “Survey Management” and then click “Manage Survey”.
2) Click “Content” next to the Teacher / Student / Parent questionnaire.
3) Click “Download Questionnaire”.

Questionnaire Details Published Screen ID: survey-management-002 X

Survey Title (English)  Teacher Questionnaire

Survey Title (Chinese) #IgifE&

* Objectives(Eng) To help the school collect views from teachers, students and parents on learning and teaching, and the
major aspects of school work for conducting self-evaluation.

* Objectives(Chi) EBUEEN - 3 IRBERTENER » FRBRERFENES -

#

* Start/End Date 2022-04-29 - 2022-05-13

+ Download Questionnaire ¥ Download User List ® Cancel @ Save

4.4 Importing Offline Survey Responses

Survey Administrator may publish ESDA survey in offline mode. Respondents may fill in the survey

by means of paper and pen. Data are then manually input into the ESDA system.

Data Operator shall complete the following tasks:
1) Collect offline survey responses (e.g. hard copies).
2) Mouse over “Survey Management” and then click “Manage Survey”. Download a csv template by

clicking “Offline Data Import” on the right side of the related questionnaire.

Sur\i’ey Management Screen ID: survey-management-001

Questionnaire Type Mode Offline

E . Res,
Questionnaire Survey Title Start/End Date Target Users o
. rvey Rate

Stakeholder Parent 2021-03-23 ~ 2021- ) ) 58.29
- . . R Parent[Random]  Offline 369/633]
Questionnaire Questionnaire 05-23 [369/633]

29%
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3) Click “Download CSV Template” to export the file.

Import StakeHolder Survey

Questionnaire

Parent Questionnaire

Name

Import Mode

Excel File

© Append

& Select File

Replace

Screen ID: survey-management-003 X

from the system before importing the new

¥ Download CSV Template ® Cancel

4) Input data and save the Excel file.

F G H

1 Login Name G
2 -, |student201 |student201 |: F
3 - student202 student202 1a F
4 2021-22 student203 student203 student202 1A M
9 2021-22 |studant20a studant204 student20d 1A JLl
6 2021-22 studant208 studant208 student208 1B F
7 2021-22 student209 student209 student209 1B M
8 202122 |student210 |student210 |studentz10 |18 ™
9 202122 student211 student211 student2i1 ic F

5) Import the saved Excel file to ESDA. Select “Append” or “Replace”. Uploaded data will be kept
if “Append” is selected or will be replaced if “Replace” is selected.

Screen ID: survey-management-003 X

Import StakeHolder Survey
Questionnaire  Parent Questionnaire

Name

Import Mode © Append Replace

Excel File

from the system before importing the new

>

Parent Questionnaire.xlsx

m ¥ Download CSV Template ® Cancel

Note:

If you want to remove all imported responses from the system before importing the new
records, please select “Replace” in “Import Mode” and then click “Import”.
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6) Click “Select File” to select a suitable file to be uploaded and click “Import”.
7) When all responses have been stored into ESDA, export the results to KPM Item.

4.5 Export Survey Responses to KPM Items

4.5.1 Export Stakeholder Survey Responses to KPM Items
System Overview

Survey Management

Questionnaire Type  Stakeholder Survey Mode

Screen ID: survey-management-001

A Export to KPM ltem

Questionnaire . Response
“ Survey Title Start/End Date Target Users
Type Rate

Stakeholder Teacher 2022-02-15 ~ : 75.93% & Conent
. . N Teacher[Man... Online [41/54]
Survey Questionnaire 2022-02-25 m— B Additional User

1) Mouse over “Survey Management” and then click “Manage Survey”.

2) Check the checkbox(es) for those questionnaires to be exported. You may export more than one

questionnaire at the same time.
3) Click “Export to KPM Item”.

Note:
It is recommended to export the KPM Items after you have imported all responses
from target respondents. However, you can export the KPM Items again in case the

data is updated.

4.5.2 Export APASO Survey Responses to KPM Item

Note:
1) Schools may publish APASO questionnaires several times in the same school year
but should be at least 6 months apart from each release to the same group for the
same survey.
2) Schools should extract data which covering students in all class levels (P3-6 for
primary schools, secondary schools may choose whether to cover S6 students or not)
and not less than half of the students from any one time frame to KPM item.
3) Schools may export the responses from APASO survey to KPM item (KPM17

Affective Development). Operation steps are as follows:
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Method 1: Pre-defined Survey

1) Click “Manage Survey”.

2) Click the left box of the pre-defined survey “Affective Development (Applicable to KPM17)”.

3) Click “Export To KPM Item” (Note: Only one ‘“Affective Development (Applicable to
KPM17)”survey can be exported to KPM item for each school year.).

Survey Management

Questionnaire Type Mode

A Exportto KPM ltem
. SHURE/IE

Affective Development
(Applicable to KPM17)

APASO Pre-defined Survey

Method 2: User-defined Survey (including the scale “Affective Development (Applicable to KPM17)”)
1) Click “Manage Survey”.

2) Click the left box of the user-defined survey.

3) Click “Export To KPM Item”.

Survey Management

Questionnaire Type Mode

| A Export to KPM ltem |

M. APASO User-defined Survey KPM17 and Life Planning

Method 3: User-defined Survey (NOT including the scale “Affective Development (Applicable to
KPM17)”)

If the system administrator is not using either Method 1 or Method 2 to publish the survey of “Affective
Development (Applicable to KPM17)”, the relevant data cannot be exported to KPM item direct. In

case the survey containing all or some subscales of “Affective Development (Applicable to KPM17)”,

the system administrator can sort out the raw data to export all or some relevant data to KPM item. For
details, please refer to the appendix 7.
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4.6 Fill In Survey

About Fill in Survey

After login, the user can view a list of surveys that are assigned to him/her. Upon completing a survey,
the user can click the “Confirm” button to save his/her responses in the system. For Stakeholder Survey,
the respondents are anonymous, and all survey items are compulsory. Users must fill in all survey
items before submitting the responses. For APASO surveys, the respondents are also anonymous, but
the survey items are not compulsory. In the first survey submission, the system will alert the users

about un-filled survey items and highlight these items by changing their background color.

Before You Begin
To fill in an online survey, your account should possess a “Fill In Survey” privilege. If you cannot

access the “Fill In Survey”, please consult your System Administrator to acquire the privilege.

Best Practices
The system pops up a new window when you start to complete a questionnaire. Not clicking any button

at the top of the original window is recommended when doing an online survey in ESDA.

Survey Administrator or users, including teachers, students and parents, can complete the survey via
desktop or tablet computer. The following sections provide a brief description of how to fill in the
surveys:

4.6.1 Filling in Stakeholder Survey

1) Click “Survey Management” and then click “Fill In Survey”.
2) Click “View” next to the target survey at Pending survey.

Survey/Questionnaire

Pending survey

3) View the instructions and then click “Begin”.

Page 97



ESDA v5.3.x Operation Manual

Questionnaire Title: Teacher Questionnaire Screen ID: survey-questionnaire-003 X

Guidelines for Stakeholder Questionnaire

This questionnaire is anonymous and all questions must be answered.If you have not answered any questions when submitting this questionnaire,
the system will alert you. Please return and answer any questions you have not answered.

It will take about 15-20 minutes to complete the questionnaire.

4) Fill in the survey and click “Submit”.

Questionnaine Title: Teacher Questionnaire

oy el L ng

s prodessiona) kascsship:

Disogree  Sorgly dzagiee| Donltnosw SHA

Note:

You must respond to all questions. Otherwise, you cannot submit the questionnaire.

4.6.2 Filling in APASO Survey

1) Click “Survey Management” and then click “Fill In Survey”.
2) Click “View” next to the target survey at Pending survey.

® Survey/Questionnaire =

Survey/Questionnaire

Pending survey

ndependent Learning N E
2-06-12 ~ 2022-07-12 Online

dependent Learning Capacity

=
|._.

Capacity

3) View the instructions and then click “Begin”.

Questionnaire Title: Independent Learning Capacity Screen ID; survey-questionnaire-002 X

Assessment Program for Affective and Social Outcomes

This questionnaire is anonymous.When you submit this questionnaire for the first time, if you have any questions that have not been answered, the

system will display them in a different background color.The second time you submit this questionnaire, the system will still show you the
unfinished questions, but you can still choose to submit.

Begin

Page 98



ESDA v5.3.x Operation Manual

4) Fill in the survey and click “Submit”.

Questionnaire Title: Independent Learning Capacity Screen ID: survey-questionnaire-002 X

-

Item Strongly disagree Disagree Agree Strongly agree
1.1 go to school for knowledge. -]

2. Even if | do not like a subject, | still work hard on it. (-]

3. | want to do my best at school. [-]

4. In order to learn more, | will not be absent from school o

without a valid reason.

5.1 find learning at school interesting. (-]

Il Academic Initiation

Item Strongly disagree Disagree Agree Strongly agree
6. | am proactive in exploring new issues. (-]

7.1 like taking the initiative to look for answers on matters o

that | do not understand.

8. | like taking the initiative to gather information. [-]

9. | like taking the initiative to answer teachers’ questions. [-]

10. I like taking the initiative to join in discussion. (-]

lll.Academic Monitoring >

@ Cancel @ Submit

Note:
You are allowed to submit the questionnaire without responding to all questions.
However, the system will alert you to any un-filled questions in the first submission.
The system will alert you again in the second submission on any un-filled questions, but

you can still submit the questionnaire.

4.6.3 Filling in ESR Questionnaire
When a school has undergone External School Review, the principal and teachers are invited to fill in
the ESR Questionnaire.

1) Click “Survey Management” and then click “Fill In Survey”.

2) Click “View” next to the target survey at Pending survey.

Survey/Questionnaire

Pending survey

P —— Star/End De Mode
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3) Common Log-On System (CLO) authentication is required for filling in the survey. The following

screen will be shown for the first time logging in. This step will be skipped afterward.

@ s tzege thars - L o=

B coutogn ek genh fdmadthEie Fanzzi ks -ESEI0L 3674 Lk Sk DeldEH | phuemenis_ el s B A

Conner Log-0r Syeen
AE— IR (10

TR T A B T, 40 R SR
Pl
o BT U T IR

o WL TR PR T
o+ R M EAME, HIRH
A

4) Fill in the survey and click “Submit”.

o Sk i e £ 0

Note:
If you cannot load the questionnaire or cannot submit the questionnaire, please
contact your System Administrator to check the Internet connection of the ESDA

SCrver.

4.6.4 Filling in FI Questionnaire
When a school has undergone Focus Inspection, the principal and teachers are invited to fill in the FI

Questionnaire.

1) Click “Survey Management” and then click “Fill In Survey”.

2) Click “View” next to the target survey at Pending survey.
o i etionnsns - |

Survey/Questionnaire

Pending survey

T s

=]
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3) CLO authentication is required for filling in the survey. The following screen will be shown for the

first time logging in. This step will be skipped afterward.

[@ s - sceme crrone E

nnnnnnnnnnn

it aheers cannod qais uniihsrize;

BT ST A T S,
eErF

© CATOED R AEREELETT aesl,

© R TSR R L.
¢ PERGNRECRENARRE, LRt
e

Note:
If you cannot load the questionnaire or cannot submit the questionnaire, please contact
your System Administrator to check the Internet connection of the ESDA server.

4.6.5 Filling in CR Questionnaire
When a school has undergone a Comprehensive Review, the principal and teachers are invited to fill

in the CR Questionnaire.

1) Click “Survey Management” and then click “Fill In Survey”.

2) Click “View” next to the target survey at Pending survey.
& srvorguciomers - |

Survey/Questionnaiie

Pending survey

tl
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3) CLO authentication is required for filling in the survey. The following screen will be shown for the

first time logging in. This step will be skipped afterward.

@ San In - Geagle Chiome - O =

& clouatiogin.eds gov.hk/ecdsioau th3 fautharizetchont_id= 6F6284a- <675 dc0h-adet- dicd 7201 bRraspanse_mode=farm_past.. B &

| BEE
R I Educatian Buraau

Comman Log-Cn System
AR CLO)
DD applisatian setems contsin sensive persanal infarmation

Ussrname AIF-EH wihich sheald be hanclec with care Suggested predertie
mieezare are g folows

= Spwidd logaing on setem wsing pubilicfshaned computers ar
Passward/EHR thraugh unsezuned retaorka,
= Lfter logging on, do rat leave the computer usatteaded
writhaut praper zecurity mesures,
+ Log out after used and clase all browsers immedistely s0
Hhat others cannnd gain unathionized acoess.

Ll i AFE R HE, Wb

- RS HRTE ST AT R T

=+ EERHRG I IR T R, RLAIETERLA ARG R
A

Wk [1a210 egiae @ rew e Senices Pomal School Account
SR T T N AT

4) Fill in the survey and click “Submit”.

e

Srrgh S

4.6.6 Filling in SDA Questionnaire
When a school has undergone External School Review, the principal and teachers are invited to fill in
the SDA Questionnaire.

1) Click “Survey Management” and then click “Fill In Survey”.

2) Click “View” next to the target survey at Pending survey.
T

Survey/Questionnaire

Pending survey

ottt
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3) CLO authentication is required for filling in the survey. The following screen will be shown for the
first time logging in. This step will be skipped afterward.

@ o - Fragle Chetre

@ cieualing r k. guei i dh Baut B tha Az oAk d-FEE284- 0T d-Ac0h. Men- B L 4220 bBrasponse_nece= "o post. B @

| g |
.

Zoorrion Log=0n System

El

rel Finee o Brawsars Inmarabel m
mat i v el at i

AT A BT G (T

£k b b b o e Sann P e e
AR WL T

4) Fill in the survey and click “Submit”.

EHR: [ K - SEOE T D

g =t

]
L

= R e T LT
SHFOR IR =
R BRI .

EOWNMHE | ALAROEA MRSTMRE SMERTE |uw
ne wm (] AR

Note:

If you cannot load the questionnaire or cannot submit the questionnaire, please contact
your System Administrator to check the Internet connection of the ESDA server.

4.6.7 Filling in School-based Survey
1) Click “Survey Management” and then click “Fill In Survey”.

2) Click “Start” next to the target survey at the list of Pending survey.

Survey/Questionnaire

Screen ID: survey-questionnaire-001

Pending survey

School: Homework, Co-curricular

2022-23 . 2022-10-27 ~ 2022-11-26 Offline
Activities

My views on school

= -11-04 ~ -12- i @ Star
2022-23 climate20221104 2022-11-04 ~ 2022-12-04 Online tart
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3) Fill in the survey and click “Submit”.

Questionnaire Title: My views on school climate20221104 Screen ID: survey-questionnaire-005 X

e I R
*1.Rank

2.Mo browsing because: (choose one or more)
No browsing because: (choose one or more)

Browsed

4.6.8 Filling in Offline Survey
ESDA allows Stakeholder Survey, APASO and School-based questionnaires to be done via “offline”
mode, i.e. respondents will answer the questionnaire in paper and pen. The Survey Administrator will

enter the responses into the system manually. For details, please read Section 4.4.
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Chapter 5 Data Input

5.1 About Data Input

System Operator can choose to input the data of these KPM items directly through the web interface.
The system can validate the data types and the ranges of the values on entry. In addition, the valid
range of data is shown next to each field to remind the Operator of the valid range of data. The Operator
can save the data of a specific KPM item as “Draft” if the data are not finalised. Data marked as “Draft”

will not be extracted in the Data Submission module.

Before You Begin
To access this functional module, your account should possess a “Data Input” privilege. If you cannot

access the “Data Input”, please consult your System Administrator to acquire the privilege.

Understanding KPM

KPM is a tool developed by the EDB under the “School Development and Accountability” framework.
It is a school data system built on the “Performance Indicators” framework, providing objective and
quantitative data to supplement the performance indicators, which are mainly qualitatively orientated.
For details of KPM, please refer to the KPM website (https://www.edb.gov.hk/en/sch-admin/sch-

quality-assurance/performance-indicators/kpm/index.html).

5.1.1 Data Operator Guide
Survey Administrator may coordinate with Data Operator to perform data input on various ESDA
modules. The following sections briefly describe the major tasks that a Data Operator should perform

in various situations.
Contact System Administrator to ensure that the following items are ready.

1) You should possess “Data Input” privilege for viewing the school year from the “Input KPM
Data” and input the year for “Current School Development Cycle”. Please ensure that the school
years for inputting data are enabled.

2) Export a csv file from APASO application (for importing offline APASO data).

3) Results of Stakeholder Survey of previous school years.

4) Results of “Attitudes to School” in APASO of previous school years.
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System Ovendew

Input KPM Data(KPM2015)

KPM Items for Schools Current School Development Cycle : l

Sereen 0 input-school-peri-meas-cata-(07

KPM Items Last Update Status
Stakeholder Survey
1. Teacher Questionnaire 2022-02-25 00:00 Partially Completed
2, Student Questionnaire 2022-02-27 0000 Fartially Completed
2022-02-27 00:00 Partially Completed

3. Parent Questionnaire

5.2 Input KPM Item Data

1) Mouse over “Data Input” and then click “Input KPM Data”.
2) Click “Edit” next to the “Current School Development Cycle”.
3) Input the School Year and click “Save”.

SRS RCAR @ Input KPM Data «

Input KPM Data(KPM2015)

KPM Items for Schools Current School Development Cycle : JEEVEERE] I 2021-22

KPM Items Last Update Status

4) Click the links for the KPM items.
5) Enter the values. If some data are unavailable at this moment, Data Operator can tick “No data at

present” and then click “Save”.

Note:
Data Operator may click the “View KPM Data” button to view the current KPM value

stored.

Screen ID: data-import- 002

Input KPM Data(KPM2015)

Motes:
[ etails, please refer to the latest Education Bureau Circular on continuing professional development of teachers on catering for students with special educational needs.

(i} This KEM item may be used for compilation of the KPM Reference Data in future.

Year

2019-20 2020-21 2021-22

Accumulated value as at 30/01/2021

r_erc.cr:aq-r of teachers who have completed the Basic 14.50 % (From 0.00 To 100.00)

Course

l\_.l.'.ll'llu.—r of teachers who have completed the Advanced 5 {From 0 To 500)

Lourse

E-I'L‘H‘I\I.\Ee.r of teachers who have completed the Thematic 1 (From 0 To 500)
ourses

Mo data at present Cancel Hold m
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Note:
(1) You should click “Hold” if the data of a KPM item are not finalised.
(2) You should enter the value within the “Acceptance Range”.
(3) You can choose other KPM items from the pull-down menu.
(4) Data marked as “Draft” will not be exported to the EDB in the “Data Submission”
module. Data marked as “Partially Completed” or “Completed” will be exported to
the EDB.

5.3 Input Physical Development Data

In ESDA v5.0.x, students’ height and weight information are added to student records. The Students’

Physical Development data can be calculated from the student account records.

5.3.1 Import Data
1) Mouse over “Data Input” and then click “Input Physical Development Data”.
2) Click “Download Template File” to download the input file template.

Input Physical Development Data

Upload Excel File

[0 Upload Excel File * Download Template File
© A Exoel file oontains 3 saxiovm of 2000 pocoeds

Manual Update

Class Level Class Gender

User Mame Status
B Export To KPM ftem (KPM22)

3) Click “Choose File” to choose file to be imported, and click “Upload Excel File”.

Input Physical Development Data

Upload Excel File

Upload Excel File ¥ Download Template File

@ An Excel file contains a maximum of 2000 records

5.3.2 Update Data
1) Mouse over “Data Input” and then click “Input Physical Development Data”.
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2) Input searching criteria, such as “Class Level”, “Class”, “Gender”, “User Name” or “Status” and

click “Search”.
3) Click “Edit”.

Manual Update
a

Class Level Class Gender

User Name Status lormal @

@ Export To KPM Item (KPM22)

[1A01] CHAN TSZ
[1401] F&= Male

1A02) CHAN YAN
[1A02] [LA0Z] FEEF Female 2 Edit

4) Input values and click “Save”.

e e e e e

0.00 Cancel © Save

[1AD1] CHAN TSZ
[1A01] PEF Male

5.3.3 Export Student Physical Development Data to KPM Item
1) Mouse over “Data Input” and then click “Input Physical Development Data”.
2) Click “Export to KPM Item (KPM22)” to export data.

SCuIeVRNETER @ Input Physical Development Data =

Manual Update

Class Level Class Gender

User Name Status Normal &
= Export To KPM Item (KPM22)

3) Click “Cancel” after completion.

Data exparted to KPM

S2iM

=]

SEIM)
SiF

1 Cancel
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Chapter 6 Report Management

6.1 About Report Management

This functional module is mainly designed for data analysis as well as the output of the results. The
display is in two formats (table and chart). Different forms of displays will be shown according to the
types of surveys. The system provides reports for Stakeholder Survey, KPM, APASO and School-

based Survey.

6.1.1 Before You Begin
To access this functional module, your account should possess a “Report Management” privilege. If
you cannot access the “Report Management”, please consult your System Administrator to acquire the

privilege.

6.1.2 Best Practices

To generate complete and meaningful reports, you should ensure the completeness and correctness of
data collection in related sections. For KPM item, you can check the correctness of the KPM item in
“Data Input" module. For Stakeholder Survey and APASO, you should ensure all responses from

respondents are stored in the system.

6.2 Stakeholder Survey Report

1) Mouse over “Report Management”.
2) Click “Stakeholder Survey Report”.
3) Select “Report Type”, including “Overall Report”, “Stakeholder Opinion Comparison” and “Cross

Year Comparison”.

Stakeholder Survey Report

Repart lype Cherall Report

4) To view “Overall Report”
e Select “Overall Report” in “Report Type”.
*  Select “Stakeholder Survey” and “School Year”.
*  Click “View”.
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Stakeholder Survey Report

Overall Report

Report Type
Stakeholder Survey eachar Quaslionnaie
Year 2021-22

5) To view “Stakeholder Opinion Comparison” Report
¢  Select “Stakeholder Opinion Comparison” in “Report Type”.
¢ Select “School Year”.
¢ Click “View”.

Stakeholder Survey Report

Sereen I0: shs-report-001

Report Type

Stakeholder Cpinion

Comparison

Stakeholder Survey

Year

Teacher Questionnaire

=

6) To view “Cross Year Comparison” Report

*  Select “Cross Year Comparison” in “Report Type”.
*  Select Stakeholder Survey and “From” and “To” of the school year.
e Click “View”.

Stakeholder Survey Report

Please select the school year periods (maximum three years) to generate a cross-year stakeholder comparison report:

Report Type

Stakeholder Survey

‘Year

Cross Year Comparison

Teacher

From :

Cuestionnaire

7) To export the reports, click “Export”.
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6.3 KPM Item Report

1) Mouse over “Report Management”.

2) Click “KPM Item Report”.

3) Select school years.

4) Click “Export All”.

5) Click “Open” for the Excel file.

6) Click “Run Macro” upon opening the Excel file.

System Overview  JCRAEURIGCTE ols 89

KPM Item Report Screen ID: kpm-report-001

Please select the following school year option (maximum 3 years) to generate the KPM Item Report:

Refer School Year 2021-22
Optional School Year 2020-21
Optional School Year 2019-20
¥ Export All
Note:

The security level in the Excel program must be set to “middle” or “low” in order to

run the macro above. In general, select “Tools” > “Macro” > “Security” in the Excel

function bar and change the security level to Middle.

6.4 Assessment Program for Affective and Social Outcomes (2nd version)
(APASO-II) Report

In addition to the normal Current Report, users may choose Cross Year Report, Same Student Group

Comparison Report or Subscales Comparison Report.

Note:
After clicking the APASO-II report link, the system will prompt four additional selection
links: (1) Current Year Report, (2) Cross Year Report, (3) Same Student Group
Comparison Report, and (4) Subscales Comparison Report.
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6.4.1 APASO-II report - Current Year Report

1) Mouse over “Report Management”.

2) Click APASO-II Report.

3) Click “Current Year Report™.

4) Select the appropriate Year, Survey Title and Time Frame.
5) Select the appropriate Report Type and Data Set.

APASD Report

6) Select corresponding sub-items of the respondents.

7) Click “View Respondent Group Report” and open the Excel file.

= \fiew Respondent Group Report * Export Whole School Raw Data

Note:
(1) Some options in “Respondent Group” will be dimmed if they are not applicable to the
selected report type.
(2) The system will prompt a message if the number of options in the generated report

exceed 100, please reduce the number of options and re-run the report.

(3) To export raw data for this survey, click “Export Whole School Raw Data”.
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6.4.2 APASO-II report - Cross Year Report
1) Mouse over “Report Management”.

2) Click “APASO-II Report”.

3) Click “Cross Year Report”.

4) Select the appropriate Survey Title.

5) Select the appropriate Time Frame.

6) Click “View Respondent Group Report” and open the Excel file.

FoportTyRe i Your Ropond

prT——r—

Note:

The system will only generate a report if there are data of two or more time frames.

6.4.3 APASO-II report — Same Student Group Comparison Report
1) Mouse over “Report Management”.

2) Click “APASO-II Report”.

3) Click “Same Student Group Comparison Report”.

A0 flepart

4) Select the appropriate Year.

5) Select the appropriate Survey Title.

6) The system will search and prompt the published surveys.

7) Select the appropriate Period.

8) Click “View Respondent Group Report” and open the Excel file.
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6.4.4 APASO-II report — Subscales Comparison Report
1) Mouse over “Report Management”.

2) Click “APASO-II Report”.

3) Click “Subscales Comparison Report™.

Systam Cverniew
APASO Report Screen I0: apaso-report-001
Report Type Subscales Comparison
et
SEMO - Ernctional Stability B
RS ieneral 5
SHOM - Honesty / Trustwarthiness
Self-Concept SMAT - Mathematlcs
SPAP - Relationships
SPHY - Physical Appearance
SWER - Verbi
B Health & Well Being B STES - Test Andety 10
4) Select the appropriate subscales.
5) Click “Next”.
6) Select the appropriate Time Frame.
APASO Report Srreen i0: apaso-repovt-001

Report Type  Subscales Comparison

ime periods for comparison (up to three time periods) :

Time Frame and Respondents

2015-16: B 2016-01-28 ~ 2016-02-10 Students1+52 +53 + 54+ 55[Random] Health & Well Being
2016-17: @ 2017-03-22 ~ 2017-04-22 Students1+52+53+54+55[Random]  Health & Well Being
202122 072-07-7% « 2027-08-28 StudentS2[All] Health & Well Being

7) Click “View the Selected Group Comparison Report”.
System Overview

APASO Report Screen ID: apaso-report-001

Report Type Subscales Comparison

Time Frame and Respondents(2015-16): 2016-01-28 ~ 2016-02-10 StudentS1+52+53+S4+S5[Random] 88.19%
[112/127]
B Form
Sl @ s2 S3 S4 S5
Time Frame and Respondents(2016-17): 2017-03-22 ~ 2017-04-22 StudentS1+52+53+S4+S5[Random] 95.15%
[98/103]
B Form
Sl @ s2 S3 S4 S5

_ o e Respondent roup Report ]
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6.5 Assessment Program for Affective and Social Outcomes (3rd version)

(APASO-III) Report

In addition to the Year Report, users may choose Cross

Year Report, Same Student Group Comparison

Report, Comparison Report, Socioeconomic Status Report or Gender Comparison Report.

Note:

Comparison Report.

After clicking the APASO-III report link, the system will show six report types for
selection: (1) Year Report, (2) Cross Year Report, (3) Same Student Group Comparison
Report, (4) Comparison Report, (5) Socioeconomic Status Report and (6) Gender

6.5.1 APASO-III report - Year Report
1) Mouse over “Report Management”.
2) Click APASO-III Report.

3) Click “Year Report”.

4) Select the appropriate Year, Survey Title and Time Frame.

5) Select the appropriate Report Type and Data Set.

Select “Subscale Report” or “Item Report” for

Report Type. Select “Q-Score” or “P-Score” for Data Set.

System Overview
Year

survey Title | Student: Physical Healt

Time Frame and Respondents o ,_,.: el e S

6) Select corresponding sub-items of the respondents.
7) Click “View”.

Lo ] oo |
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Note:
(1) System will only generate report with more than 10 respondents.
(2) Some options in “Respondent Group” will be dimmed if they are not applicable to the
selected report type.
(3) The system will prompt a message if the number of options in the generated report
exceed 100, please reduce the number of options and re-run the report.
(4) To export raw data for this survey, click “Export Whole School Raw Data”.

6.5.2 APASO-III report - Cross Year Report
1) Mouse over “Report Management”.

2) Click “APASO-III Report”.

3) Click “Cross Year Report”.

System Overview ® APASO Il Report =

APASQO Ill Re pOI’t Screen ID: apaso-report-010

Report Type Cross Year Report

Year 2022-23

Survey Title Student: Physical Health

2022-08-29 ~ 2022-09-28 [A

24 2o [All]
2022-09-23 ~ 2022-10-23 S1+S2[All]

Time Frame and Respondents

4) Select the appropriate Year, Survey Title, Time Frame and Respondents.
5) Select the appropriate subcales.

6) Select the Respondent Group and click “Next”.

7) Select the Year to compare, Survey Title, Time Frame and Respondents.

8) Select the Data Set and click “View”.

Note:

The system will only generate a report if there are data of two or more time frames.

6.5.3 APASO-III report — Same Student Group Comparison Report

1) Mouse over “Report Management”.

2) Click “APASO-III Report™.

3) Click “Same Student Group Comparison Report”. This report can only compare and trace the data
for two consecutive years.
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BHCUIOTRNETEE @ APASO Il Report x

APASO [l Report

Report Type Same Student Group Comparison Report

Year 2022-23

Survey Title Student: Psychological Health

. 8 [All]
Time Frame and Respondents 0-23 S1+S2[ANl

4) Select the appropriate Year, Survey Title, Time Frame and Respondents.
5) Select the appropriate Subscale.
6) Select the Respondent Group and click “Next”

: 13 VA1 bE)
7) Click “View”.
Survey Title 2022-08-29 ~ 2022-09-28 [All] 4.53% [30/662]
Subscale Selected PSYSOM - Affect (No AMNXTEST - Affect (No Academic
Psychosomatic Symptoms) Anxiety)

Year2 = 2023-24

Survey Title Student: Psychological

Time Frame and Respondents @ 2022-11-04 ~ 2022-12-04 S1+S2[All]  11.57% [25/216]

Data Set @ Q-Score P-Score

Q View ¥ Export Whole School Raw Data Back

Note:
To export raw data for this survey, click “Export Whole School Raw Data”.

6.5.4 APASO-III report — Comparison Report
1) Mouse over “Report Management”.

2) Click “APASO-III Report”.

3) Click “Comparison Report”.

4) Select the appropriate Year, Survey Title, Time Frame and Respondents.
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System Owverview LIS o R [NELTT S5

APASOQ Il Report Screen ID: apaso-report-010

Report Type Comparison Report

Year 2022-23

Survey Title | Student: Psychological Health ‘

. © 2022.08-20 ~ 2022-09-28 [All]
Time Frame and Respondents ™ 5035 g 53 - 2022-10-23 S1+S2[All

Subscale
Scale No. of items

Affect (Positive Affect)
Affect (No Negative Affect)

W

Affect (No Fear of Failure)

5) Select the appropriate Subscale, click “Next”. At most six subscales can be selected.
6) Select the appropriate “Time Frame and Respondents”.
7) Select the appropriate “Respondent Group”, the tentative group would be shown under “Selectable

Group”, click “Select” to move to “Selected Group” or click “Delete” to remove inappropriate

group(s).

Survey Selectable Group

Year 2022-23 R
Year: 2022-23 Survey: Student: Psychological Health  Group:
Senior+ Junior @
Survey Title Student: Psychological Health

© 2022-08-29 ~ 2022-03-28 [All] 4.53% [30/662]

Time Frame and Respondents ™ 5455 0933 - 2022-10-23 51+S2[All] 68.14% [154/226]

Respondent Group ALL

& Junior ®& Senior

Form
s1 52 54
Selected Group
Class Groupl: Year:2022-23 Survey: Student: Psychological Health
Group: Senior B Delete
1A

8) Click “Next” after selecting the required groups.

Selected Group

Groupl: Year: 2022-23 Survey: Affective Development (Applicable to KPM17) Group: S1
Group2: Year: 2022-23 Survey: Affective Development (Applicable to KPWM17) Group: 2A
Group3: Year: 2022-23 Survey: Affective Development (Applicable to KPWM17) Group: 2B
Groupd: Year: 2022-23 Survey: Affective Development (Applicable to KPM17) Group: (Male )

Group5: Year: 2022-23 Survey: Affective Development (Applicable to KPM17) Group: (Female )

Mext Back
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9) Select item for x-axis and Data set, click “View”. You may select “Subscale” or “User Group” as
X-axis as appropriate.

Report Type Comparison Report

Subscale Selected

SWEP - Affect (Positive Affect) SWBN - Affect (No Negative Affect) GFOFAIL - Affect (No Fear of Failure)

GANXDEP - Affect (No Anxiety,

PSYSOM - Affect (No Psychosomatic
Depressive Symptoms)

Symptoms)

Groupl: Year:2022-23 Survey: Student: Psychological Health  Time Frame and Respondents: 2022-08-29 ~ 2022-09-28 [All] 4.53% [30/662]
Group: Senior

ANXTEST - Affect (No Academic Anxiety)

XAxis @ Subscale User Group

DataSet @ Q-Score P-Score

6.5.5 APASO-III report — Gender Comparison Report

1) Mouse over “Report Management”.

2) Click “APASO-III Report™.

3) Click “Gender Comparison Report™.

4) Select the appropriate Year, Survey Title, Time Frame and Respondents.

5) Select the appropriate Data Set and Subscale. At most six subscales can be selected.

JAPASO Il Report Screen ID: apaso-report-010

Report Type Gender Comparison Report

Year 2022-23

Survey Title Student: Psychological Health

© 2022-08-29 ~ 2022-09-28 [All]

Time Frame and Respondents ™ 5055 49 53 - 2022-10-23 S1+52(All]

Data Set @ Q-Score P-Score

Subscale .
No. of items

B Affect (Positive Affect) 4
@ Affect (No Negative Affect) 4
B Affect (No Fear of Failure) 3

4

B Affect (No Anxiety, Depressive Symptoms
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b

6) Select the appropriate Respondent Group and click “View”.

Respondent Group ALL

2

4A

Custom Groups

Q View

6.5.6 APASO-III report — Socioeconomic Status Report

1) Mouse over “Report Management”.

2) Click “APASO-III Report™.

3) Click “Socioeconomic Status Report”.

4) Select the appropriate Year, Survey Title, Time Frame and Respondents.

5) Select the appropriate Data Set and Subscale. At most six subscales can be selected.

Systemn Overview ® APASO I Report =

APASO Il Report

Report Type Socioeconomic Status Report

Year  2022-23

Survey Title Student: Psychological Health

Time Frame and @ e

Respondents
Data Set @ O-Score P-Score
Subscale ~
Scale Subscale Mo. of items
B Affect (Positive Affect) 4
B Affect (No Negative Affect) 4
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6) Select the appropriate Respondent Group and click “View”.

Respondent Group A

B lunior Senior

44

Custom Groups

Note:

To generate the Socioeconomic Status Report, all items in “Family: Socioeconomic

Status” subscale must be answered.

6.6 School-based Survey Report

1) Mouse over “Report Management” and click “School-based Survey Report”.
2) Input searching criteria, such as “Optional School Year” and “Mode”, then click “Search”.
3) Click “View” or “Export” next to the School-based Survey.

EVECNTeNEEE @ School-based Survey Report

School-based Survey Report Screen ID: sep-report-001

Optional School Year 2022-23 Mode
Sun,ey e SarindBate m—

Self-defined QA 2022-23 2022-11-06 ~ 2022-12-06 Student[Random] Online&Offline -
My view hool
Viy VIEWS On sChoa 2022-11-04 ~ 2022-12-04 Student[All] Online&Offline
climate20221104
My views on school climate  2022-11-04 ~ 2022-12-04 Student[All] Online&Offline
My opinion to teacher . ; ;

, 2022-11-03 ~ 2022-12-03 Student[All] Online&Offline
professional development
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Chapter 7 Data Submission

7.1 About Data Submission

This module provides functions for extracting data from Stakeholder Survey and KPM Items. It shows
all school years which are enabled in the “School Year Setting” and the status of each item of these
school years. An operator can export data from any of these years into a package. The package should
include KPM report and SHS report.

7.1.1 Before You Begin
To access this functional module, your account should possess a “Data Submission” privilege. Please
consult your System Administrator to acquire the privilege if you cannot access the “Preparation for

Submission”.

7.1.2 Best Practices

KPM item with the status “Draft” will not be exported to the data package. You should ensure that
the status of finalised KPM Items is changed to “Completed”, “Partially Completed” or “No data at
present”. For example, there are many sub-items in KPMO7. If you input and save some of the KLA
lesson time percentages only, the status of KPMO07 becomes “Partially Completed”. The status will be

changed to “Completed” until you have inputted (and validated) all these items.

7.2 Submitting Data File to EDB

The Data Submission module can pack data into a single file to facilitate data submission to the EDB.

Survey Administrator may follow the steps below to prepare an ESDA data pack:

1) Mouse over “Data Submission” and then click “Preparation for Submission”.

2) Check the checkbox(es) in the school year panel to select the data set you will submit to the EDB.
Only data marked as “Completed” or “Partially Completed” will be exported to the data package.

3) Click “CLO Authorisation”.
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Preparation for Submission Screen ID: data-submission-001
Select the year(s) of data to be submitted
School Year
2015-16 2016-17 2017-18 2018-19 2019-20 2020-21
Status
1. Attitude towards school Not Start Not Start Not Start Not Start Not Start Not Start
2. Student Questionnaire Partially Completed Partially Completed Partially Completed Partially Completed Partially Completed Partially Completed
3. Parent Questionnaire Partially Completed Partially Completed Partially Completed Partially Completed Partially Completed Partially Completed
4. Teacher Questionnaire Partially Completed Partially Completed Completed Partially Completed Partially Completed Completed
5. Key Performance Measures (KPM) Partially Completed Partially Completed Partially Completed Partially Completed Partially Completed Partially Completed
7. Last submission Date -- -- - - - --
b (13 2
4) Enter Username and Password, click “Logon”.
@ Sign In - Google Chrome = O X

8 clouatlogin.edb.gov.hk/adfs/oauth2/authorize?dient_id=56f56284a-d67 d-4c0h-adeb-9df4cdd2201 b&response_mode=form_post.. B €,

N zER
1 I Education Bureau

Cammon Log-On System
M ARR CLO)
EDE application systems contain sensitive persanal information

Usernarne/ R SR which should be handled with care. Suggested preventive
measures are as follows:
= Awoid logging on system using public/shared computers or
Password / B50E through unsecured netwaorks,
= After logging on, do not leave the computer unattended
withaut proper security measures,
* Log out after used and close all browsers immediately so

o/ B AjsE that others cannot gain unauthorized access.
Fargat Username/Passward . 4
S PSR TAREE AN, DAL, BEEN
TR
- o EPEAAS /RS T RAREE
e nke / THEEE - BAME, WOTERERIRREIE NI S,
- CERET AI AR, MR A
Ae
Click here to register 3 new e-Serices Portal 5chool Accounty
Bl re 2 A L @ CLO LIAT environment.
schools may click here for demils of using €L, including kooging
on. delgating school user 10 be sthool represenathe and o

5) If you do not have a CLO account, you may retry after CLO account registration.
6) “Login is successful” will be prompted if CLO login is successful. Close the windows to continue

the data submission.

https //10.15.146.114/uat/dmz/postSurvey’RC=MMZ... — I X

A Not secure | https//10.15.146.114/uat/dmz/postSurvey?RC...

Login is successful, please close this page and return to ESDA
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7) Click the school year for the data to be submitted and click “Direct Send to EDB”.

Preparation for Submission

Select the year(s) of data to be submitted

School Year
2015-16 2016-17 2017-18 2018-19 2019-20 B 2020-21
Status

1 Attitude towards school Mot Start Mot Start Nat Start Mot Start Mot Start Mot Start
2 Student Questionnaire Partially Compl Partially Compl Partially Compl Partially C Partially Completed Partially Completed
3. Parent Questionnaire Partially C I Partially C I Partially C, Partially Comp Partially Completed Partially Completed
4 Teacher Questionnaire Partially Completed Partially Completed Completed Partially Completed Partially Completed Completed
5 Key Performance Measures (KPM) Partially Compl Partially Compl Partially Compi Partially Compd Partially Completed Partially Completed
6 KPM Detail Detsd m m 1

7. Last submission Date

* Send to EDB via other means

8) If you are planning to send a data pack to EDB by other means, such as sending a data pack by
email, the steps are as follows:

(1) Click “Send to EDB via other means” and save a copy as a backup.

¥ Send to EDB via other means

(i)  Click “Confirm” to submit data.

Warning ®

o Arawou sure to submit the following data to EDB?

KPM [termn(ear): 2021-22

(iii)  Click “Yes” to backup data.

(iv)  Send the relevant file (.dat) to indicators@edb.gov.hk

Note:
The system will automatically run the KPM item checking to the selected year(s). If
invalid KPM data are found, a warning message will be prompted. The Survey

Administrator has to correct these values before you can continue.
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7.3 Retrieving Data Submission Status

Whenever schools submit ESDA data to the EDB, the system will retrieve the confirmation status of

the submitted data package through the version control module.

AN @ Preparation for Submission =

& (CLO Authorisation

Data Submission History

m

2021-09-04 22:06:29 2019-20, 2020-21 Submitted successfully
2020-07-17 16:03:20 2018-19, 2019-20 Submitted successfully
2020-07-17 16:03:04 2018-19, 2019-20 Submitted successfully
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Chapter 8 School-based Survey Management
8.1 About School-based Survey Management

This module provides functions for “Manage School-based Survey” and “Manage School-based

Survey Items”.

8.1.1 Before You Begin
To access this functional module, your account should possess ’School-based Survey Management”
privilege. Please consult your System Administrator to acquire the privilege if you cannot access the

“School-based Survey Management”.

8.2 Manage School-based Survey

Survey Administrator can use “School-based Survey Management” to manage all school-based survey.
To enter the “School-based Survey Management”, mouse over the “School-based Survey Management”

and click “Manage School-based Survey”.

8.2.1 Create New Survey
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey”.
2) Check whether the required survey exists in the system.
3) Click “Add” to add a new survey.
4) In “Add School-based Survey” page:
*  Input all the fields of survey information.

*  Click “Save” to save the survey setting

Add School-based Survey Screen ID: sep-survey-management-006

Questionnaire Title (Chi)

Questionnaire Title (Eng)

uestionnaire Objective (Chi)
)

Questionnaire Objective (Eng)

8.2.2 View Survey
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey”.

2) Click “View” next to the survey.
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Manage School-based Survey

Survey Type  School-based survey

mats ht mats M & Edit & Delete & Edit Querstion I Set Question Order  Clone Survey

tby views an school o hy vigws on schoa Maormal

Edit & Delete & Edit Querstion St Question Crder

professional development Mormal M

8.2.3 Edit Survey
1) Mouse over “School-based Survey Management” and then click “School-based Survey”.

2) Click “Edit” of the survey to modify the Title and Objective of the survey.

Manage School-based Survey

Survey Type  Schocl-based survey

B Add

Horma N S IIIII ¢ vee | [ 2 BdtQuention | [ 1 Set QuechinOoder | | & Clorasure

Norma N o View & Edit & Delete

3) Input the data to be modified and click “Save” to save the settings.

Screen ID: sep-survey-management-007 X

Edit SEP Survey
* Questionnaire Title (Chi) LHERERNER
* Questionnaire Title (Eng) My views on school climate
* Questionnaire Objective (Chi) EHERSFHEE

" Questionnaire Objective (Eng) My views on school climate

@ Cancel @ Save

8.2.4 Delete Survey
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey”.

2) Click “Delete” next to the survey.

Sereen iD: sep-survey-managemant-001

Manage School-based Survey

Survey Type  School-based survey

@ Add

Questionnaire Title Questionnaire Ohjectives
My views on school climate My views an school climats Maormal N @ Wiew Edit Que I Set O
wis on teachers’ N
professional development Mormal N & Dalat & Ed I &

slonal development
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8.2.5 Select Question
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey”.
2) Click “Select Question” of the survey to link the questions.

ERSRLS STl  Manage School-based Sunwy -

Manage School-based Survey Scroen W sop survey management (07
survey Iype | School-based survey Questionnaire Tile
[ Add

p—
IT Infrastructure and IT Infrastructure and N — - B ———— —
Resources Resources v T View | | & E : i urvey

My views on school climate  Myviews on school climate N > View & Edit 2 Chane Survey

3) Input the searching criteria, such as “Question Name” or “Question Type” and click “Search”.
4) Select the survey questions and click “Confirm” to save the question setting. (Please create new

question at “Mange School-based Survey Item” if new question is required.

SEP Questionnaire-Edit-My views on school climate Screen ID: sep-survey-management-005 X
Question Name Question Type
- U

a > Do you agree with the following statements about IT teaching and application? Parent Question
Custom Multip!
[/] No browsing because: (choose one or more) e .Om ultiple
Choice(Group)
Have you ever browsed the website of the school your child attends? Text Input
The school establishes different channels for the staff, students and parents to express their opinions. Standard Single Choice 4
O The school actively reports its self-evaluation findings to the staff, students and parents. Standard Single Choice 4
The school systematically collects evaluation data, with a focus on students’  whole-person development, for a holistic review of its work .
a ” v " P Standard Single Choice 4
effectiveness.
a The school effectively monitors the implementation of its work. Standard Single Choice 4
a The school's decision-making process is transparent. Standard Single Choice 5
] The school promotes collaboration among the staff to jointly implement school plans. Standard Single Choice 5
] During a typical week, on how many days do you engage in the following activities? Multiple Choice
] Further comments or suggestions on the arrangements of Fl: Text Input

@ Cancel @ Confirm

8.2.6 Set Question Order
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey”.
2) Click Set Question Order” next to the survey.

Manage School-based Survey Screen I0: sep savvey- management 801

sunury lype  Schaod based surey
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3) Use the mouse to drag the question to the desired order.

4) Click “Confirm” to save the setting.

SEP Questionnaire-Set Question Order-My views on school climate Screen ID: sep-survey-management-008 X

=3

ql. Have you ever browsed the website of the school your child attends?

q2. No browsing because: (choose one or more)

q3. Do you agree with the following statements about IT teaching and application?
q3-a. b. Teaching with information technology can improve students' ability to use information technology
q3-b. a.Teaching with IT can enhance students’ confidence in using IT

gq4. Rank

q5. The school establishes different channels for the staff, students and parents to express their opinions.

g6. The schoal actively reports its self-evaluation findings to the staff, students and parents.

q7. The school systematically collects evaluation data, with a focus on students” whole-person development, for a holistic review of its work effectiveness.

q8. The school effectively monitors the implementation of its work.

q9. The school's decision-making process is transparent.

ql0. The schocl promotes collaboration among the staff to jointly implement school plans.

a
=3
=

During a typical week, on how many days do you engage in the following activities?
ql2. Further comments or suggestions on the arrangements of Fl:
ql3. Comments

ql4. Subject(s)/ Theme involved in the Fi

8.2.7 Clone Survey
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey”.
2) Click ”Clone Survey” next to the survey to be cloned.

Manage School-based Survey

Survey Type

Questionnaire Title Questionnaire Objectives _ Imported Survey Operation
My views o 4

L chool dimate Morma h View & Edit mlaca Edit Quarstion

chool dimate

3) Select “Year” to be cloned to.

4) Click “Confirm” to complete the clone.

SEP Questionnaire-Clone-My views on school climate Screen ID: sep-survey-management-009 X

* Year 2022-23

® Cancel ® Confirm
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8.3 Manage School-based Survey Items

“Manage School-based Survey Items” module is used to manage survey items.

Note:

You can use Stem Question to manage the same type of questions.

tion N
B ocionsem

~ Do you agree with the following statements about IT teaching and application?

a. Teaching with IT can enhance students’ confidence in using IT

b. Teaching with information technology can improve students’ ability to use information technology

8.3.1 Create Question Stem
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey
Items”.

2) Click “Add” to create new question.
Manage School-based Survey Items Sorear i0: sep-question-management-001
Question Mame Questionnaire Title Azsignment Status

& Batch Import * File Template
W Question Key Questionnalre Title Question Type

Nty views on school climate

Standard Single Choles 5

3) In “Add Question” page:
*  Select “Y” for “Add Question Stem” and input question content.

*  Click “Confirm” to save the question setting.

Add Question Screen ID: sep-question-management-002

Add Question Stem | ¥

Question Content

(Eng)

Question Content

(Chi)
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For example:

Add Question Sereen ID: sep-guestion-management-002

* Add Question Stem Y

Question Content | Do you agree with the following statements about IT teaching and application?

(Eng)

Question Content HEEL TEREREER RN

(Chi)

ol

WD sep-guisstian-management-50]

Manage School-based Survey Items

Question Name Questionnaise Title Assignment Slalus m

@ gawnimpor: [T
Smilicy Sl fhinsatame

Question Stem Paree Wit the felonina Semens o pw T AR RS SRR
abaut IT teaching and application?

4) Click “Add” to create a new question. Select “N” for “Add Question Stem” and input question

content. Choose the Question Stem marked in Step 3 for “Question Stem”

Add Question Sereen 10: Sep-question-management-002

* Add Question Stem M

* Question Type  Multiple Choice Question (1 out of 4)

* Question Content

(Eng)

* Question Content

(Chi}

I Required M

Question Stem | [io you agree with the following statements about IT teaching and applicats |I
Content
1 Strongly Disagree EFEE
2 Disagree A
3 Agree ]
1 Serangly Agree ExEE

& Cancel
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5) Mouse over “School-based Survey Management” and then click “Manage School-based Survey”.
Click “View” to preview the survey design. Another question with the same question stem can be
added by following Step 4 above, if needed.

# Home Manage School-based Survey

# System Tools Survey Type = School-based survey Questionnaire Title

& Us .
User Management Add
Questionnaire Title Questionnaire Objectives Imported Survey Operation

& Survey Management

# Data Input School-based Survey - Mathematics School-based Survey - Mathematics

School-based Survey - English School-based Survey - English

B Report Management Language Language N @ View

® Data Submission School-based Survey - Chinese School-based Survey - Chinese N = VP
Language Language

) B A e e e School-based Survey 3 Copy Qu N @ View

© Mozt Sy School-based Survey IT N @ View

School-based Survey-School-based Survey

The guestionnaire was conducted anonymously.
1.Do you agree with the following statements about [T teaching and application?

Sy e S

Teaching with IT can enhance students’ confidence in using IT

Teaching with IT can improve students’ ability to use [T

8.3.2 Create General Question
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey
Items”.

2) Click “Add” to create a new question.

Manage School-based Survey Items Sermon I sap-question-managemant-0a1

Question Mame Questionnaire Title Azsignment Status

- @ i ot [N

Question Key Questionnaire Title Question Type

Chinese Name

English Name Operathon

- - - . Teaching with IT can enhance a bl EETINE - EENOEMRE K
Wy wlews on schaol climats Standard Single Chales 5 J ) -~ - = & Edit
students’ confidence in using |

3) In “Add Question” page:
*  Select “N” for “Add Question Stem” and select the appropriate Question Stem.
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Add Question Screen I0; sep-question-management-00;

Add Question Stem ]
Question Type Multiple Choice Question (1 out of 4)

Question Content

(Eng)

Question Content

(Chi)
If Required N

Question Stem

Content

*  Input question content

*  Click “Confirm” to save the question setting.

8.3.3 Edit Question

1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey
Items”.

2) Input searching criteria, such as “Question Name”, “Questionnaire Title”, “Assignment Status”
and click “Search”.

3) Click “Edit” next to the question to be modified.

Manage School-based Survey ltems

Question Name Questionnaire Title Assignment Status 0 Search

P A 3 s npor. |
e D e —

a. Teaching with IT can enhance

Wty wiews on school ¢ Standard Single Cholce

students’ confidence in using |1

4) Input the question information and click “Confirm” to save the setting.

Edit Question-18 Screen I0: sep-question-management-003

Add Question Stem

Question Type Multiple Answers Question

Question Content Student Support Qu

(Eng)

il
i
Al

Question Content BemEMES

{Chi)

* If Required N

Question Stem

Content
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8.3.4 Delete Question
1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey
Items”.

29 ¢

2) Input searching criteria, such as “Question Name”, “Questionnaire Title”, “Assignment Status”

and click “Search”.
3) Select the question to be deleted and click “Delete”.

Manage School-based Survey ltems

——— - P— =3

4) Click “Confirm” to confirm the deletion.

Reminder X

Confirm Delete?

Confirm

8.3.5 Download File Template

1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey
Items”.

2) Click “File Template” to download the Excel file template for importing questions.

3) Click “Save” to save the file to your computer.

Manage School-based Survey Items

Question Name Questionnaire Title Assignment Status

u Question Key Questionnaire Title Question Type English Mame: Chinese Name Operation

hing with IT can enhar

dents’ confidence | u|||'

| A B & D L
é JQuestion Type Question Title (English) Question Title {Chinese) Question Order Mandatory
7 Column | FEAI | N Question Type / Content 5k Symbol
A BESERE (4% 1) | Multiple Choice Question (1 outof4) |F
BHiSERE (5% 1) | Multiple Choice Question (1 outof 5) | G
e Multiple Answers Question B
HZ2 Fill-in-the-blank Question C
& Text Area D
B Vg =| Question Title in English HEEEHANE
Input question
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C th B H Question Tile in Chinese HEEENE
Input question

D HEH K Question Order 1,2,3...

E EhNE Mandatory HBOVE - S5
Y7 &R GEE
N
If yes, please fill in
“Y”; otherwise,
please fill in “N”

8.3.6 Batch Import Questions

Prerequisite:
Prepare an Excel file with the file template for importing questions according to the sample

below.

1) Mouse over “School-based Survey Management” and then click “Manage School-based Survey

Items”.
2) Click “Batch Import” to impact question in batch.

Manage School-based Survey Items

Question Mame Questionnaire Title Assignment Status

a Teaching with IT can enhance & LlRaER (5 2 O P R
students’ confidence in using IT TEETE

3) In the “Import” page, click “Choose File” to select the file.
4) Click “Import” to add questions.

Import

@ Choose File

Mote: Duplicated imports will overwrite data which already saved

Sereen ID: sep-question-management-004 X

® Cancel Import
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Example Using the Excel file template to import questions for different subjects

Schools may use the Excel file template to upload all questions for the same or similar surveys
designed for different subjects/groups. Schools can edit individual questions via the interface, when
necessary, and then set the surveys for different subjects/groups by selecting the appropriate questions.
Schools may refer to the following steps.

1) To download the Excel file template and input the required questions for different subjects

according to Section 8.3.4.

A | B | C | D | [

1 |Question Type Question Title (English) Question Title (Chinese) Question Order Mandatory
2 |F Ou 1 - Chinese Language RIEE | - Fsrfy 1

3 |F Ou 2 - Chinese Language RIEE 2 -tz 2 N

4 |F Qu 3 - Chinese Language R 3 - st 3 N

5 |F Ju 1 - English Language fRE 1 - Hi=rfl 1 N

6 |F Ju 2 - English Language RRE 2 - B 5 N

7 |F Ju 3 - English Language FHEE 3 - Harfl €] N

8 IF Qu 1 - Mathematics RERE | - Bl 1 N

9 IF Qu 2 - Mathemaltics RTRE 2 - Erasfl 2 N

10 |F Qu 3 - Mathematics RETRE 3 - BEEfL 3 N

2) To import the questions according to Section 8.3.5, the system will show all questions after

importing successfully. Schools may edit the questions according to Section 8.3.2, When necessary

Manage School-based Survey ltems

Guestion Name Questionngire Title Assignment Status

B Add & Batch Innpary 4 File Ternplate
um

ultiple Cheice Question (1 out of 4)
il Multiple Choice Question (1 out of 4) Qu Z - Mathematics

Multiple Choice Question (1 out of 4) Qu 1 - Mathematics

24 Multiple Chaice Question (1 aut of 4

Multiple Chaice Quastion (1 out of 4) Gu 2 - English Language
ultiple Chaice Question (1 out of 4) Gu 1 - Englisn Language R 1-mat
21 Multiple Choica Question (1 out of 4) Qu 2 - Chiness Language R 3 - pars

20 Multiple Cheic tion (1 out of 4) CQu 2 - Chinese Language RRgE 2 -+t

19 Multiple C of 4) Qu L - Chinese Languag: M- R

3) To set the survey for different subjects according to Section 8.2.1 Create New Survey and Section
8.2.5 Select Question.

Manage School-based Survey

Survey Type School-based survey Questionnaire Title

[ Add

School-based Survey - Mathematics School-based Survey - Mathematics N & Select Question
School-based Survey - English School-based Survey - English

N @ View & Edit & Delete & Select Question I Set Question Order & Clone Survey
Language Language

School-based Survey - Chinese School-based Survey - Chinese
Language Language
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School-based Survey-School-based Survey - Chinese Language Screen ID: sep-survey-management-005 X

- e

Multiple Choice Question (1
out of 4)

Question Name Question Type

Qu 3 - Mathematics

Qu 2 - Mathemati Multiple Choice Questicn (1

o e out of 4)

Qu 1 - Mathemati Multiple Choice Question (1
ul- lematics

out of 4)

Qu 3 - English Language Multiple Choice Question (1

’ o out of 4)

Qu 2 - English Language Multiple Choice Question (1

¢ e out of 4)

Multiple Choice Question (1

Qu1 - English Language out of 4)

N Multiple Choice Question (1
u 3 - Chinese Language

= Q guag out of 4)

R Multiple Choice Question (1

= Qu 2 - Chinese Language outof @)

Multiple Choice Question (1

= Qu 1 - Chinese Language out of 4)

@ Cancel

School-based Survey-School-based Survey - Chinese Language

Strongly Disagree Strongly Agree

1 Qu 1 - Chinese Language

2. Qu 2 - Chinese Language

3 Qu 3 - Chinese Language

4) To publish the related school-based survey according to Section 4.2.10.
Teacher Questlonnalre. # Dawrlcad lamplate @ Pravew E Publishad Survay- 1
Student Guestionnaire * Dawrlcad lempiats b Pravew E Publishad Survay 1

Parent Questionnaine % Dowrlcac Template: @ Preview H Published Survey-0

Inspection Related Surveys

Questionnaite on ESR E Publishad Survey

Questiannaire on Fl 1 Published Survey-0

Questiannaire on Comprehensier Review: Bl Publiched Survey: 0

Q it School and ility Framework B Published Survey- 0

Schoal-based Survey

Schoal-based Survey - Mathematics ¥ Published Survey- 0

Sehool-Lased Survey - [nglish Language B Publizhed Survey- 0

‘School-based Survey - Chinese Languag

1 Published Survey 0
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Appendix 1 Setup ESDA to Use Other Port

The ESDA system uses the “Port 443 by default. If the server has used the “Port 443 for other
purposes, System Administrator can follow the steps below to set ESDA to use another port.

1) Follow the steps in Chapter 1 to install ESDA.

2) Edit Apache Tomcat configuration file (e.g. C:\esda_new\Apache Tomcat 9.0\conf\server.xml),
change the “Port 443” to other port (e.g. 8443).

sCommector port="80" protocol="HTTE/1.1"
connectionTingeoui="20000"
redirectPort i=

<Connectaor
protocol="org.apache.ocoyote. . httpll . HttplilNioProtoool”
pu:u:'trr.a:-:I"r.:'ead3=“2[JD“
scheme= ps" secure="trune" S35LEnabled="trne"
kevatoreFile="conf/.keystore" kevstorePass="changeit"
clientAuth="false" =s31Frotocol="TLS" URIEncoding="UTF-8"/>

3) Restart Apache Tomcat server.

~ ' Services (Local)

it
-

Apache Tomeat 9.0 ESDA MName Description  Status Startup Type  Log ™

.".¢J- ActiveX Installer {AxInstSY) Provides Ls... Disabled Lec

Stop the service £1 Alloyn Router Service Routes Alllg...

Restart the service

-t Apache Tomcat 9.0 E3DA Apache To.. Runming
Ll Apache2.2-Zend Apache/2.2... Rumming Av Start
Description: £}, App Readiness Gets apps re... M;
Apache Tomcat 5.0.62 Server - -jﬁpplicatiun Ident De’ter:l:{lus M; St.ﬂl:t .
https://tomcat.apache.org/ W APP _ ity _ _ _ Pause
!,J- Application Information Facilitatest...  Running M Resurme
L) Application Layer Gateway ... Provides su... Mi
",J- Application Management Processes in... Mi =L
-:;J’:App.'{ Deployment Service .. Provides inf... M All Tasks
L Rike Tieme Tone | lndzbar Aampnaties M

4) Follow the steps in Section 1.2.3 to test the system with the new port (e.g.
https://127.0.0.1:8443/school).
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Appendix 2 Install ESDA to Other Windows System
System Administrator may follow the steps in Sections 1.2 — 1.4 to install, test, and set up ESDA

on other Windows platform systems (except Windows Server 2016).

1) License Issues on Installation of ESDA to Windows Workstation
(including Windows 10 )

According to the information from Microsoft, schools are reminded that the maximum numbers

of concurrent access to the workstation computers for Internet Information Services are as follows:

Microsoft Windows Platform Max device connections
Windows 10 20

For details, please refer to the End User License Agreement (EULA) which comes with the
product accordingly or from the following website:

https://www.microsoft.com/en-us/Useterms.

2) Notes to Installation on Windows Server 2016
Windows Server 2016 is more secure. Modifying files in the C:\Program Files directory is
restricted. Therefore, installing the system to other directories is recommended, e.g. D:\esda or default

C:\esda.

3) Notes to Installation on Windows Server 2016 R2 ( 64-bit)

Windows Server 2016 R2 is a 64-bit system. ESDAS5.0.x has also been tested under this version.
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Appendix 3 Cross-Platform Data Migration Procedures

1) Login system as System Administrator.
2) In the left directory, click “System Tools” and then click “System Update” to upgrade ESDA to

the latest version.

ESDA E-platform for School Development & Accountability (ESDA)
e

. O

System Update

Online Package List

Pactage Type Version [a— [—

& UserMonagement

3) Click “System Setting”. The school’s Registration Key can be obtained under “System
Registration”.
School Badge Upload

T Reset & Upload

@ Upload Image of 250 x 100 Pixels or 250% ratio size [JPG/IPEG/PNG File Format]

| System Registration |

School Level Secondary School

I Registration Key I

4) Click “System Backup” and click “Manual Backup”. The system will generate a backup file to
the backup file directory.

system Overview [ uL:

System Backup Screen iD: system-backup-001
Program Package Version: v5.1.13 Data Package Version: v135
Installation Directory: Di\esda_new Backup file directory: D\esda_backup

© Manual backup

Database backup records

AT TP

No Data

Note:

System Administrator, please move the backup file to a safe place.
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5) Install ESDA on a new server. Please refer to Section 1.2 for details.

6) Select the “School Level” and paste the Registration Key obtained from Step 3, then click

“Register”.

School Badge Upload

L

Jpload Image of 250 x 100 Pixels or 250% ratic size UPG/IPEG/PNG File Format]

System Registration

School Level
Registration Key

7) Repeat Step 2 to upgrade ESDA to the latest version on the new server.
8) Repeat Step 4 to generate a backup file directory on the new server.

9) Save the backup file obtained from Step 4 of the old server to the backup file directory of Step 8,
then unzip the backup file.

> This PC > Local Disk (C:) > backup v O 2 Searcht
v
Name Date modified Type Size
i ESDA-503-2022-02-10-091212.zip 10/2/2022 9:12 am Compressed (zipped)... 274,504 KB
X

Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

(10} Files will be extracted to this folder:

srsonal C:\backup\ESDA-503-2022-02-10-09121 Browse...

Show extracted files when complete

)
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10) Run Restore Tool.exe as System Administrator.

R

> This PC > Local Disk (C) > backup > ESDA-503-2022-02-10-091212

~

Name Date modified
* app 10/2/2022 9:19 am
runtime 10/2/2022 9:19 am
” esda-school.war 26/1/2022 9:48 am
* Ij esda-school-db.bak 10/2/2022 9:12 am
bl Ij packager.dll 23/12/2021 2:54 pm
Ij Readme.txt 20/12/2021 11:56 am
I2] Restore Tool.exe 23/12/2021 2:54 pm
t=.| Restore Tool.ico 23/12/2021 2:54 pm
)] school.war 26/1/2022 2:43 am

onal

11) The data recovery will be started.

® | Restore Tool  — O x

Running..

Tomcat stopped.
Database restored
Program restored
Tomcat started

Restore successfu

Note:

. If error is found during the restoration, please send the log file (\app\log.txt) to the

Indicators Section of EDB.

Type

File folder
File folder
WAR File
BAK File

Application extens...

Text Document

Application
Icon
WAR File

. v | app
Home Share View

&
Name
# Quick access

& | JavaFXApp.jar
& Downloads ¥ & | mssql-jdbc-9.4.0.jre8.jar
Documents of Restore Tool.cfg
« Pictures o
20220620

> ThisPC » New Volume (D:) » esda_backup » ESDA-519-2022-06-20-220011

app

109,557 KB
160,900 KB
256 KB
1KB

19 KB

4 KB
4,047 KB

pe

Searc
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Appendix 4 ESDA File Structures and Software Components
ESDA includes the following components:

1) Windows Installation

Components Version Default Path

Tomcat 9.0.x C:\esda new\apache-tomcat-9.0.45
MSSQL 2019 C:\Program Files\Microsoft SQL Server
ESDA 5.0.x C:\esda new

OpenJDK 8 C:\esda new\apache-tomcat-9.0.45

* This is the default installation path of ESDA system; other paths below are relative to this.
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Appendix 5 Uninstalling ESDA

System Administrator may follow the procedures below to uninstall ESDA.

1)

Open Control Panel and click “Remove Programs”.

[ Control Panel

- [w} X
+ » Control Panel » v 0| |search Control Pane o
Adjust your computer’s settings View by:  Category ™
‘ System and Security User Accounts
Review your computer's status m ) )
Chal ount type
& View event logs ® Change sccounttyp
\' ¥ Network and Internet Appearance and Personalization
View network status and tasks
, Clock and Region
- tl?rdware i Set the time and date
ﬁ View devices and printers Change date, time, or number formats
Add a device
P Ease of Access
."“‘I Jrch_r?—ms — 1 Let Windows suggest settings
['l' S —— Optimize visual display
Q Turn Windows features on or off :
13 . EL) : 133 . EL)
2)  Select “ESDA version 5.0.x”, click “Uninstall”.
[ Programs and Features - m} x
<« o E » Control Panel » Programs » Programs and Features v @& | Search Programs and Features O
Control Panel Home .
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
G Tum Windows features on or
off B w o
- Publisher Installed On Size Version
Y Microsoft Corporation 16/6/2022 109MB  15.0.2000.5
SDA version 5.0.0 ATOS 16/6/2022 M3IMB 500
& Google Chrome Google LLC 15/6/2022 102.0.5005.115
: 133 ED) : .
3)  Click “Yes” to confirm uninstalling ESDA.
« ~ 4 [@ » ControlPane! > Programs > Programs and Features v O Search Programs and Features
Control Panel Home "
Uninstall or change a program
Viewinstalled updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
& Tum Windows features on or
. Organize v  Uninstall
Name - Publisher Installed On Size Version
[7]ESDA version 5.0.0 ATOS 16/6/2022 343MB 500
@ Google Chrome - E 15/6/2022 102.0.5005.115
® HeidisQL 11.3.0.629{ ESDA Uninstall 16/3/2022 S66MB 113
|£Java(TM) 6 Update 4 16/3/2022 98.0MB 6.0.450
EM:crosoft Help View Are you sure you want to completely remove ESDA and all of 16/3/2022 121MB 2328107
{H Microsoft ODBC Drif its components? 16/3/2022 724MB  17.7.21
J Microsoft OLE DB D 16/3/2022 9.75MB  185.0.0
3 Microsoft SQL Serve 16/6/2022 971MB  114,7462.6
J Microsoft SQL Serve E 16/6/2022
4 Micrnenft SOl Server 1T ssrmm TFRmmnT TMETIEATT T 16//2022 124AMR 150401340

p
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Appendix 6 User Account Integration with Other System(s)

A) Planning for the Integration

System Administrator can use the User Account Integration (UAI) feature to integrate any system,
including OpenLDAP, Active Directory, or any database with ESDA user accounts. Basically, TCP/IP
is used for the connection between systems. In order to achieve system integration, a connection

between ESDA and the main system must be in place.

System Administrator needs to add a “custom-authentication.jar" program file to
“[ESDAJ\Apache Tomcat 9.0\webapps\esda-schoo\WEB-INFlib” to activate “User Account
Integration (UAI)”.

When set up is completed, System Administrator can start pairing ESDA with the user accounts
of the main system. System Administrator can perform a simple test by selecting a user account (e.g.
admin) for the “User Account Consolidation (UAI) (the user account must exist in both ESDA and

main system). Then use the ESDA account (e.g. admin) and the account's password in the main system

to login to ESDA.
{ ESDA Login Page }Q

s password correct’
(ESDA)

AT enabled?

Tes
Tes
& password comect -
(MMaster system) ?
WV Tes

{ ESDA MMain Page }4
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B) Configuring ESDA for the Integration
System Administrator should follow the following steps to activate User Account Integration (UAI):

1) Build a Java source code file EsdaAuthentication.java at the server, e.g.
C:\Temp\EsdaAuthentication.java. User needs to write the account authentication program in a
source code file with the following format. When “User Account Integration (UAI)” is launched,

the following program will be executed as the account authentication standard.
package hk.edb;

import hk.esda.auth.OpenAuthentication;
public class EsdaAuthentication implements OpenAuthentication {
public boolean authentication(String loginName, String password, String remoteld){
// Write your code here to validate the user account with the master system

// Return true if the authentication is ok; otherwise, return false.

2) Open “Command Prompt”, use javac program tool to compile the .java file with ESDA “edb-
common-auth-1.0-SNAPSHOT.jar”.

"%JAVA _HOME%\bin\javac" -cp "C:\esda new\Apache Tomcat 9.0\webapps\esda-school\WEB-

INF\lib\edb-common-auth-1.0-SNAPSHOT jar" C:\Temp\EsdaAuthentication.java

3) EsdaAuthentication.class file will be generated at C:\Temp\.

ThisPC > Local Disk (C:) » Temp
Name Date modified Type

EsdaAuthentication.class 4/¢ 5:15 PM ASS File

EsdaAuthentication java 4/6/2022 5:10PM  JAVAFile

4) Create edb.factories file at server, e.g. C:\Temp\edb.factories, write the following program to the
file.

hk.esda.auth.OpenAuthentication=hk.edb.EsdaAuthentication

| edb factores E3 l

1 hk.ezda.auth.Cpenfnthentication=hk.edb.Ezdafuthentication
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5) Create a folder “Custom_Authentication”, e.g. C:\Temp\Custom_Authentication, and copy the
EsdaAuthentication.class and edb.factories files to the folder “Custom_Authentication”.

Custom_Authentication\hk\edb\EsdaAuthentication.class

Custom_Authentication\META-INF\edb.factories

e

PC » Local Disk(C:) » Temp » Custom_Authentication »

I ¥ { T
Jame Date medified Vpe

hk 4%
META-INF 4/6/2022 5:28 PM File folde

6) Open “Command Prompt” and change to folder “Custom_Authentication”. Use jar tool to setup

jar program.
cd C:\Temp\Custom_Authentication
"%JAVA_HOME%\bin\jar" cvf custom-authentication.jar META-INF/ hk/

ticat

Custom Authenticat

47)(deflated 22%)

» Local Disk (T} » Temp » Custom_Authentication

MName Date medified ype e
hk A1k %8 PM File folde

META-INF 4/6/2022 5:28 PM File folde

£ custom-authentication

7) Copy the custom-authentication.jar to folder
“C:\esda_new\Apache Tomcat 9.0\esda open authentication folder”.

+ | esda_open_authentication - [} *
Hame Share View e
New item = - Oper Select all
v
Copy pat ¥ | Easy access = Edit Select none
Pinto Quick Copy Paste M C Delete Re T Mew - Properties
access A Paste shorbcut - folder - nvert selection
Clipboard Organize New Open Select
- T » ThisPC » Local Disk (C:) » esda_new » Apache_Tomcat 90 » esda_open_authentication v l o]
Date modified Type ize
&PM Executable Jar File KB

custom-authentication
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8) Restart Apache Tomcat server.

Services - a X
File Action View Help
s mMEGS HMm »oumwn
Services (Local) “ Services (Local)
Apache Tomcat 9.0 ESDA Name 3 Description Status Startup Type Log
£ ActiveX Installer (AxinstSV) Provides Us... Disabled Loc

Stop the service
Restart the service

i

9‘. Apache Tomcat 9.0 ESDA Apache To...

D Accalicabine Maccnanaaas L

C) Sample UAI coding

Below is an example for LDAP server:

Gk AllJoyn Router Service Routes AllJo...

i Application Layer Gateway ... Provides su...

Sl Apachel 2-Zend Apache/2.2...
Description: ) £ ApacheDS - default ApacheDS d...
Apache Tomcat 9.0.62 Server - B s Read Get
https://tomcat.apache.org/ = ppA e ) e apPs S
&l Application Identity Determines ...
& Application Information Facilitates t...
o)

Manual (Trig... Loc

Running

Stop

Fausc

Resume
Runmngl

Restart |
Diimcmicmm Al Teal

// package name should be same as the one defined in edb.factories file

package hk.edb;

import hk.esda.auth.OpenAuthentication;

// For LDAP implementation

import java.util.Hashtable;

import javax.naming. AuthenticationException;
import javax.naming.Context;

import javax.naming.directory.DirContext;

import javax.naming.directory.InitialDirContext;

// class name should be same as the one defined in edb.factories file
public class EsdaAuthentication implements OpenAuthentication {
// authentication method
// The function name and function definition MUST NOT be changed.
// loginName -> login id for login to remote system
// password -> password key-in in login page
// remoteld -> not require to use

// return boolean, true for valid otherwise return false

public boolean authentication(String loginName, String password, String remoteld){

// This is a sample for LDAP.
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// The following configurations should be updated for your environment
String url = "ldap://127.0.0.1:389";
String FullloginName = "CN=" + loginName + ",DC=esda,DC=test";

DirContext ctx=null;

Hashtable<String,String> hash = new Hashtable<String,String>();
hash.put(Context.INITIAL CONTEXT FACTORY,"com.sun.jndi.ldap.LdapCtxFactory");
hash.put(Context. SECURITY AUTHENTICATION, "simple");

hash.put(Context. PROVIDER URL, url); / URL of LDAP
hash.put(Context. SECURITY PRINCIPAL, fullLoginName); // Login Name of LDAP
hash.put(Context. SECURITY CREDENTIALS, password); // Password

hash.put("com.sun.jndi.ldap.connect.timeout", "5000"); // Timeout - 5s

try {

ctx = new InitialDirContext(hash);
System.out.println(" Authentication success");
return true;

} catch (AuthenticationException e) {
System.out.println(" Authentication fail");
e.printStackTrace();

} catch (Exception e) {
e.printStackTrace();

} finally{
if(null!=ctx){

try {
ctx.close();
ctx=null;

} catch (Exception e) {

e.printStackTrace();

}

return false;
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D) Integration with Windows Active Directory

In additional to the “UAI with other system(s)” mentioned in the above sections, ESDA supports
authentication with Windows Active Directory. That is, the ESDA server will connect the Active
Directory server for password validation.

For the integration with Windows Active Directory, System Administrator needs to update the
Windows AD setting at ESDA (System Setting > Advanced System Settings), enter Windows ad IP
address (e.g. 1dap://192.168.200.199:389) and domain name (e.g. (@esda.schoola. edu)

The Selected School Year ©

E-platform for School Development & Accountability (ESDIA)

Test Size @ HE asdmr

oS
e

Help Display Setting: Show all Support Info

School Year Version Setting (2021-22)

KPM Version: KPM2015
APASO Vierslon: APASO-II
SHS Version: SH52015

Windaws AD Setting

B Rapart Managemant & Edit

The authentication logic is as follows:

[ ESDA Login Page ]4 |
Mo

5 password correct?

(ESDA)

Tes
= password correct? s password corms
(Windows AD) {Iaster system)
W Tes Tes

[ ESDA Main Page ]Q
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Appendix 7 Steps to sort out the raw data of Affective Development (Applicable
to KPM17) to export to KPM item

If the system administrator is not using either Method 1 or Method 2 in Section 4.5.2 to publish the
survey of “Affective Development (Applicable to KPM17)”, the relevant data cannot be exported to
KPM item directly. The system administrator has to publish a pre-defined survey, “Affective
Development (Applicable to KPM17)” via offline mode, and then download the Excel offline template
for use (Step 1-3). Besides, the system administrator needs to follow the order of the subscales of the
pre-defined survey “Affective Development (Applicable to KPM17)” to extract the raw data from the
survey(s) completed by their students (Step 4-5) and input the data to the excel file template (Step 6-
7). Finally, the responses can be exported to the KPM item (Step 8). Details are as follows:

1) Publish the pre-defined survey “Affective Development (Applicable to KPM17)” and select offline
mode to conduct the survey after choosing the target users.

2) Mouse over “Survey Management” and then click “Manage Survey”. Click “Offline Data Import”
which on the right side of the pre-defined survey to download a CSV file template.

e S - = LN I

Affective Development
Applicable to KPML17)

APASO Pre-defined Survey 2024-06-28 ~ 2024-07-28 Student [All] Offline [0/663]

3) Click “Download CSV Template” to export a CSV file.

APASO Survey Offfine Data Import

BEEE 4% WA 6N S8 KW AROMT () SRReSSHE

2 User Gender Chss QIl-A QLB QL-C Q1D QXA Q2B Q2C Q2D QA Q3B Q3C Q3D QéA Q4B Q4C Q5A
3w

6 ua

4) Exporting the raw data of the relevant subscales of Affective Development.
For example, students completed the subscales “Affect (Positive Affect)”, “Satisfaction (Own
Body)”, and “Satisfaction (School)”. The system administrator can click “APASO III Report”
under “Report Management” and select “Year Report” for “Report Type”, the completed survey
for “Survey Title” (in this example as “Affect (Positive Affect) and Satisfaction (Own Body) and
Satisfaction (School)”). And then, select all subscales and click “Export Whole School Raw Data”.
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I Report Type  Year Report I

# System Tools

& User Management
Year = 2023-24

@ Survey Management

Survey Title Affect (Positive Affect) and Satisfaction (Own Body) and Satisfaction (School)

& Data Input

Time Frame and Respondents @ 2024-05-10 ~ 2024-06-09  [All]
[® Report Management

Report T Subscale Report Item Report
O Stakeholder Survey Report portType @ Subscale Repo emrepo

O KPM ltem Report Data Set @ Q-Score P-Score

S o l_m

O APASO Il Report
Affect (Positive Affect)

O School-based Survey Report B.. Student: Psychological Health Satisfaction (Own Body)

Satisfaction {School)

5) As shown in the related Excel file, students’ responses on “Affect (Positive Affect)” listed as “Q1-
A” to “Q1-D”, “Satisfaction (Own Body)” listed as “Q2-A” to “Q2-B”, “Satisfaction (School)”
listed as “Q3-A” to “Q3-C”.

Al = S Survey Mame: Affect (Positive Affect) and Satisfaction (Own Body) and Satistaction (School)
A B C D E F G H 1 J K L M N o P Q R s
. lurvey Name: Affect (Positive Affect) and Satisfaction (Own Body) and Satisfaction (School
, |User Gender Claiss Ql-A Q1-B Q1-C Ql-D Q2-A Q2B Q3-A Q3B Q3C
3l F ;a3 3 3 3 ! 3 3 £ ¢!
aluz F an 1 " 71 a £ " a £ 71
CHERLY 3 3 3 "3 3 £l 3 3 "3 2
6lus F a2 ) £ 2 F) 3 4 £ (!
7lus F 3 2 £l £ ¢ "3 £l 3 "3 £
glus F in " " a " " 3 " "
97 F ;a2 % % 7 3 3 (!
wlus  F 3 3 3 3 3 £ 2 4 £ 3
1mus  F v 1 2 2 a 2 a a " 2

6) With reference to the “Details” on the right of “Affective Development (Applicable to KPM17)”.
The order of “Affect (Positive Affect)” and “Satisfaction (School)” are first and fourth respectively
(subscale “Satisfaction (Own Body)” is not related to KPM17).

Publish Survey

Assessment Program for Affective and Social Outcomes

[Mote (1) : If the number of respondents of a target group for analysis is less than 10, then no statistic will be reported for that scale. ]

[Mote (2) : Copyright: All scales and items in APASO-IIl are subject to the protection of intellectual property rights. In accordance with the agreement of use, the Education Bureau authorized schools in Hong Ko
performance in the affective and social domains in order to collect related data for scheol self-evaluation. Apart from the above-mentioned purpose, any reproduction, adaptation, distribution or provision of suc
anyone wants to use these tools for other purposes such as academic research, please contact the original author directly. ]

[ Mote (3) When collecting data for KPM17, schools could use the pre-defined survey “Affective Development (Applicable to KPM17}" or a user-defined survey with  "Scales for Affective Development (Applic

B User Manual B Technical Manual on Scales

Pre-defined Survey

To publish a survey using the given scales/subscales combination.

Affective Development (Applicable to KPM17) # Publish @ Preview
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Student

Student:
Psychological
Health

Scale Name

Subscale Name
Affect (Positive
Affect)

No. of Items

4

Affect (No
Negative Affect)

4

Affect (No
Anxiety,
Depressive

4

Symptoms)
Satisfaction
School)

Meaning in Life

Student:
Physical
Health

Physical Exercise

7) The system administrator can extract the raw data of “Q1-A” to “Q1-D”” and “Q3-A"to “Q3-D” in
Step 5 and paste on “Q1-A” to “Q1-D” and “Q4-A” to “Q4-C” in Step 3 respectively.

A

=

B 5

D

E

F

G

H

J

K

L

M

N

o]

[

Q

Survey Name: Affective Development (Applicable to KPM17)

Userl Gender

Ul M
u2
u3
u4
us
ue
u7
ug
us

LY =T s R B = R [ SR TR R N ]

5
gz z[""z g

=
=

3A
3A
3A
3A
3A
3A
3A
3A
3A

Mo R R ww W koW

Mo R wow W e w

MOoE R R W oW ow W

MOoE R R W oW ow W

MW e W oW W e s

WowW oW e W s W W s

R W W W

Class ||Q1-A Q1-B QI-C Q1D [Q2A Q2B Q2-C Q2D Q3-A Q3B Q3-C Q3D[Q4A Q4B Q4C|Q54a

8) As the school did not select other subscales, for example, “Affect (No Negative Affect)” and

“Affect (No Anxiety, Depressive Symptoms)”, the system administrator has to input “999” into the

D E

F

G

H

J

K

L

M

N

o]

[

Q

Survey Name: Affective Development (Applicable to KPM17)

empty cells.
A B C

1

2

3 (Ul M 3A
4 U2 F 3A
5 |U3 ] 3A
6 (U4 ] 3A
7 (U3 F 3A
8 Us F 3A
9 |U7 ] 3A
10 (U8 ] 3A
11 |Us M 3A

MoB B R W W w Bsow

MOk R R W W oW s W

MOk B R W W oW s W

MOk B R W W oW s W

993
999
999
999
993
999
999
999
933

9339
999
999
999
939
999
999
999
999

933
999
999
999
933
999
999
999
999

933
999
999
999
939
999
999
999
EEE]

933
999
999
999
933
999
999
999
939

993
999
999
999
993
999
999
999
933

993
999
999
999
993
999
999
999
933

933
999
999
999
933
999
999
999
999

MW wow W s

WowW oW s W s wow s

MO W B W W W

User Gender Class Ql-A QLB QI-C QID|[Q2-A Q2B Q2-C Q2D Q3A Q3B Q3C Q3D [Q4A Q4B Q4C Q5A

933
999
999
999
993
999
999
999
933

9) After the completion of the task, follow the steps stated in Section 4.4 to import the CSV file to
ESDA. Select “Append” or “Replace”. Uploaded data will be kept if “Append” is selected or will

be replaced if “Replace” is selected.

10) After importing, the system administrator can follow the steps stated in Method 1 of Section 4.5.2

to export the survey responses to the KPM item.

-- End --

Page 153



