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SYSTEM OVERVIEW

1

1.1

SYSTEM OVERVIEW

FEATURES HIGHLIGHTS

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

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

o Handling MR/ER/PR requests from school users

Request handling and approval

Security control

System administration

Operation expenses

(a) Business Impact to School Users

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

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

e School users can check the latest status online instead of
through telecommunication with REO.

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

1.2 GENERAL OPERATION STEPS USING WITH SMART

(2)

Accessing SMART system via common browsers

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

Please refer to the user guide provided in below URL for registration CLO account to
SMART account:

https://smartext.edb.gov.hk/common/fileDownloadAction.do?method=downloadM
anual&name=MapCLOAccountToSMARTAccount v1.0 English.pdf

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

(b)

Common functions/features in SMART — System Menu

English] & 32

School Maintenance Automated Rapport Terminal (SMART) System

5999E
2025-08-01,18:00

Change Password Print Logout
School - Workspace
Emergency Repairs (ER) In-Tray
wCreate ER Request wAction®
»Search ER Request wFollow-Up Action
Major Repairs (MR) abjotification
wAction Archive

»Create MR Application
Motification Archi
»Search MR Application wiNotmeation ive

= g My Workspace
Prescribed Repairs (PR) for MBIS & MWIS

My Workspace
»Create PR Request L i

»Search PR Request
»Building Inspection and Window Inspection Second Five-year Programme
Introductory Video

Guidance Notes to Schools
»Guidance Notes for Submission of Emergency Repairs (ER) Requests
WEBREEREETRARRESH

User Manual and Forms
wUser Manual for Aided Schools

Progress Checking Report
»View Report

School Survey on TC's and MTC's Performance

»Questionnaire

User interface of main menu in English version

' ?ﬁ‘zﬁh% English|f37

) KERELHKIGRS (SMART)

5999E
2025-08-01,18:00

55 R S0 e
B - LfEE
2265 HFin R
JRTAEETE SRR
SHETEEEEE MBS
AHEEE ISEE el
VRS W
R WAL
EHERREEI TR L
R e
SETE
WA TAEE TR
HEEH
wGuidance Notes for Submission of Emergency Repairs (ER)
Requests
JETERE AR TR EH
BERF I (RAFER)
VEREEER (FEE
HEERE
BB
Bt el T EER R ERfAEARaRRNRERAE
s

User interface of main menu in Chinese version

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

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

For In-Tray :
1)

Action

.
2020.07.20,17:05

SR s

{65 Education B

RV school maintenance A
Gran

ACTION IN-TRAY (0/4)

cccccc

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

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

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

Follow-Up Action

SR <
%)) Education Bureau
X J School Maintenance Automated Rapport Terminal (SMART) System g
Change Password pric Logout

FOLLOW-UP IN-TRAY (1/1)

Message Category. AL v pewmet AL

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

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

iii.) Notification

Englshi oz

Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System
| change Passwors Pt Logout

1535€.
" 2020.07-30,08:53
 Man

NOTIFICATION IN-TRAY (7/7)
Message Category AL ¥, Distret

District

[0 v Page[1_] ot1[Go] o

Archive Notification in Notification History In-Tray

Notfcaton oider than 3 monts vl be archived automatcal,

User interface of Notification In-Tray for school editor

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

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

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

Saoen 1000148 EngIsnF

) Education Bureau

hool Maintenance Automated Rapport Terminal (SMART) System 15358
~ > Time 2020.07-300653

T Crange Passwors P Logaut
ER Request
ER Reguest No: as.20ER08 Submited DaerTime: 2020
stas: BorpProcesses ERCategary: Gere
School Information IC Contact | SPM Contact
SehootCode 15 Respansil Offcar
SchooiName ‘STEWARDS 1A KAMMING CHATARLE EOUNDATION HAKD A Pt
uevoma couee ofice
semnwrssamesce Faxho.
ContactHame : n7E Moble:
Contact Tl 201840
ContactFax
ContactEmat: pcoogetganepan du
Non-Aided Poron Invaived - ~
Remarka fo Non-Alded Potion:
Schoot shure: owon
Asbeston Exsts

Works ltem(s)

Loeaton Description Reason Addross  Atachments

T smm mwx

e - 50 ELARY RETSTL -

Remarks from school (please fil in if applicable):

ER Request No. o the reated case

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

2.) The 4™ notification sample record sent to school users to notify
Maintenance Surveyor's Verbal Instruction (MSVI) created for
the ER request

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

) Education Bureau
7/ School Maintenance Automated Rapport Terminal (SMART) System 1535
Change Password Print Logout Time 2020-07-30,08:53

Sarn 000883 Englsh{ 3

ER Request Detail

ERRequestio:. Submitted Dte Time:

ER Roquest satus: ER Request Catgory:

School Code: 1535 Schoot Name:
SchootBoarding Section: s Olstict:

SchoolLevel: Seconsay School Share Indictor:

Contact Name: ar Contact o

ConactFax: s ‘Contact Emaii: pectepegnakosan et
Address: 17 SHEK A TAU ROAD TUEN MUN NEW TERRITORES

Asbestos Exist:

Project Professional Post:
Ste Superviaory Offcer Post:

asuing Officer Post

MSVI Detail
iNo:
e sats:
asue Onte:

ER Requsst o

Address:
17 suexu

Works Order Type:

Verbatinssuction Given Oae: 012020

e for Commencement: 10082020 ®
e or Completon: 2020 o
Works Deai

Atachments

=Ee

[Export] button on the bottom of the webpage helps user to
download and print MSVI :
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saseaiDo0TI Engh®%
Education Bureau

/. School Maintenance Automated Rapport Terminal (SMART) System 15358
Time 2020-07-30.08:53

Change Password prnt Logout
of 'S TION to CARRY OUT IMMEDIATE EMERGENCY REPAIRS
To iTCHMO22 MSVINo. $MSVLRB.20.00074-6.02
sa7072020 Time
ER Request No. $R28.20ER00974
School Name. couece
A S TR
School Code 11535
Address. £17 SHEK PA| TAU ROAD TUEN MUN NEW TERRITORES
District

School Contact Tel. No. 20077440

Verbal Instruction Given Date

Jon, the fesh water pipe was found waler eakage atthe GIF due fo damage

Works Detail
Date for Commencement 10082020
Date for Completion 0102020
Attachments p
Project Professional Name. Laurence Choi i
Site Supervisory Officer Name Sherman Tong Site Supervisory Officer Post 90G102Eng12
Issuing Officer Name Laurence Choi Issuing Officer Post 906102DD0-TM
ccEDB SMs(sPM)2 CHAN Tsz Kin

MS(SPM)22 LI Wing Shan, Joanmi

EE Wing Chi, Angel&SIN Lai Mei, Yomi

BSE(SPM)2 LEE Chun Ming, Peter

Note Verbal instruction has been issued on site to contractor to carry out immediate repair work.
e nor

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

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

iv.) Action Archive

English| 132

’/ School Maintenance Automated Rapport Terminal (SMART) System 1535E
2023-04-21,17:45

Change Password Print Logout
ACTION ARCHIVE
Message Category ~ ALL v District  ALL v
[ search }
Subject Category District Sender Date/Time Remarks

1 Testing action T MR Letter Tuen Mun 'SSDO(TM)2(SSDO(TM)2) 19/04/2023 14:51:53

2 Testing action 2 MR Letter Tuen Mun ‘SSDO(TM)2(SSDO(TM)2) 21/04/2022 10:44:37

3 Testing action 3 MR Letter Tuen Mun 'SSDO(TM)2(SSDO(TM)2) 20/04/2021 10:19:28
50 v Page[1 | of1[Go Displaying 110 3 of 3 items

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

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

v.)

Notification Archive

. ] Engishi=
&) Education Bureau
S/ school Maintenance Automated Rapport Terminal (SMART) System 1535€
Ghange Password Print Logout ZReLf Rt
NOTIFICATION ARCHIVE
Message Category AL bl District ALL v
o,
subjct e Distret sender Dutrtime
couecs) i1
2 usw e uaoem v Tentn Lavence Chi00000T) 10912020
FRF—— . conee e i o sosee) ooz
o508

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

For My Workspace:

% Education Bureau

v/ School Maintenance Automated Rapport Terminal (SMART) System

Change Password Print Logout
My Workspace
Request Type : ALL v
[scven Y ot L osc tovers
[] Subject Request Type Reference Code School Code School Name Created Date
1 [ Draft ER request application ER 1535 'STEWARDS MA KAM MING CHARITABLE FOUNDATI( 21/04/2023 1753
50 v {  Page1 of 1 #, Displaying 1to 1 of 1 items

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

- ERrequest

- MR Application

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

For example of the case, refer to section Prepare ER Request by
School Editor and section Prepare MR Application by School Editor.
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SYSTEM OVERVIEW
(c) Common functions/features in SMART — Login session and timeout

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

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

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

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

i.)  After login SMART, click Change Password tab

1./"/"-_‘:\7}\ . Englishj fh 37

HEEY) Education Bureau

AN ;" School Maintenance Automated Rapport Terminal (SMART) System 5999F
i 2025-08-01,18:00

Change Password Print Logout

School - Workspace

ii.)  System will pop up the Change Password window

Change Password

Username: 5999E
“Original Password:
“New Password:

“Confirm Password: ] show Password

Note:

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

2.Itis not allowed to use the most recent & passwords sel under your account.

m Close Window

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

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

Page 1-9
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SYSTEM OVERVIEW

Change Pa! 10.15.146.68 38
success
Username:
BE

“Original Pass

“New Password: Aa1234561

“Confirm Password: Aa123456! Show Password
Naote:
1 Please create a strong password by using at least characters with mixed-case alphabetic

characters, numerals and spacial characters
2.1t is not allowed to use the most recent 8 passwords set under your account

D D

If system prompts “success” message, this indicates password
changed successfully.
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SYSTEM OVERVIEW

1.3 FUNCTIONS ASSIGNED TO USERS IN SMART

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

(a) For User Group: SCHOOL - Editor, Principal, Supervisor
e.g., 5135E, 5135P, 5135S

8 major functions available to School Users are:

Create ER Request

Search ER Request

Create MR Application

Search MR Application

Create PR Request

Search PR Request

Questionnaire for school survey

View Progress Checking Report

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

Page 1-11
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SYSTEM OPERATION

2

2.1

2.1.1

SYSTEM OPERATION

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

SCHOOL FUNCTION — EMERGENCY REPAIRS (ER) REQUEST

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

Prepare ER Request by School Editor

i.)  Login as School Editor

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

iii.) Input at least all fields with asterisk™

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

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

vi.) Press B icon to remove any works items.
vii.) Please upload any image (JPEG) / PDF of the damage items. The file size of
each image (JPEG) / PDF shall not be larger than 10MB.
And, please note :
- For each works item, SMART limits school user to upload NOT more
than 3 image files
Error message “Sorry! The largest number to upload for every item is
3/ will be pop up if user trying to press &8 to upload more than 3 image
files;
- Ifuser have to upload more than 3 images, work around is that user can
include the images in a PDF file for upload

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

Page 2-1
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SYSTEM OPERATION

Please note :

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

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

ix.) Press [Confirm] .

x.)  Press [Ok] to proceed.

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

Example:

i.)  Login as 5057E

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

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

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

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

For each works item, user should at least provide below information :
- Location
- Description

- Reason

- Address
If more than 1 address, user should select the correct address
indicator for the works item;
Important note : for each ER request, user should include items for
1 addpress only.

e.g.

Page 2-2
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Somen (D004 Englishi® X

S2M9E
Time 1500, Sep 18

382 mmsammers ek

g5 ¢ im3oe oIS £ Beoentes

School Information TC Contact | SPM Contact
Behosl Code &2 :\ Responsible Offiser

Enst

Name: HOP YAT CHURCH SCHOOL
Levet:  =omay
District:  owioon Ciy
Address: Address 1
T PRINCESS MARGARET ROAD
HOMANTIN KTWLOON LY

Address 2

& PERTH STREET HOMAN!
womoon % n “Address
z -,

rers ek

ies 7 PO forma e scoentes

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

vi.) Press & icon r0 remove any works items.

vii.) Please upload any image (JPEG) / PDF of the work items. The file size of each
image (JPEG) / PDF shall not be larger than 10MB.
User can upload in image format (JPEG) or PDF format for the works item.
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), Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

Main. Change Password

Screen ID:00145 English| 32

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

Print Logout
Create ER Request
School Information TJC Contact | SPM Contact
School Code : 5057 v Responsible Officer : Kenny Leung
School Name : HE CHURCH OF CHRI INA Post : 90G101DDO-
CHAU CHURCH KAM KONG PRIMARY SCHOOL  Office : 31225533
*Contact Name : CHAN TAI MAN Fax No. : 28115775
“Contact Tel : 22222022 Mobile : 9087 3349
Contact Fax : 33333333
Contact Email : chantaiman@abc.com
Non-Aided Portion Involved : )
Remarks for Non-Aided
Portion:
School Share : (%) 0%
Asbestos Exists : N
Works Item(s)
“Location “Description “Reason “Address
B et rocotion test description test reason 1 v
787 characters left 784 characters left 789 characters left
(S iR ) Rsum R S i | s o
aonly files in Image format are accepted) ﬁomy files in PDF format are accepted)
Remarks from school (please fill in if applicable):
If this Is a repeated problem with ER Request submitted before, please indicate the ER Request No. of the related case.

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

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

test remarks

D X

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

will be pop up if user trying to press . to upload more than 3 image files,
e.g.

: Jo | Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

Screen ID:00145 English|sh 37

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

Main | Change Password Print Logout
787 characters ef 784 characters Jef 789 characters left
TSR | 2013061701511_O.jog B e | mareans
7 | 20200330 wts.png [E&ony fies in POF format 2re accepted)
&gz | stes2 png Prompt Message
[&3i0niy fles in image format are accepted j ) Som ! Thelargest number to

= upload for every item is 31

&

Remarks from school (please fill in if applicable):

re, please |

ER Request No. of the related v | School ER Regquest Summary.

case

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

viii.)Select in ER Request No. of the related case if similar defect is found.
Page 2-4
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SYSTEM OPERATION

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

X Screen ID:00142 English| s 32
) Education Bureau
/  School Maintenance Automated Rapport Terminal (SMART) System

& Main Change Password Print Logout

Create ER Request

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

School Information TC Contact | SPM Contact

School Code : 5057 Responsible Officer : Kenny Leung

School Name : THE CHURCH OF CHRIST IN CHINA CHEUNG Post : 90G1010DO-
H H PRI Y Office : 31225533

Contact Name : CHAN TAI MAN Fax No. : 28115775

Contact Tel : 22222222 Mobile : 9087 3349

Contact Fax : 33333333

Contact Email : chantaiman@abc.com

Non-Aided Portion Involved : N

Remarks for Non-Aided

Portion:

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

Works Item(s)

Location Description Reason Address Upload Attachments

test location test description test reason

o =N
0
\\\] (_7\\\' 7]
Remarks from school (please fill in if applicable):

If this s a rep

ed problem with ER Request submitted before, please indicate the ER Request No. of the related case.
ER Request No. of the related
case

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

test remarks

CID CZD CD

Please note :

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

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

Screen ID:00142  English|th 37

\-'~ Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

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

Change Password Print Logout
— Bl B —
Works Itam(s)
Location Description Reason Address Upload Attachments
test location test description 1est reason ~

Remarks from school (please fill in if applicable):

24 Confirm

g
ER Request No. of the related X 2 Argiususe Io.coniny

case = ~
0K | ( Canecel
Remarks: (for school editor, principal , and supervisof communication]

test remarks

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

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

i)
ii.)

iii.)

iv.)

v.)

vi.)

Submit ER Request by School Principal

Login as School Principal

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

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

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

Press [Confirm] to submit the ER Request for further process. Or Press [Reject]
to return the ER Request to School Editor for amendment. For rejection case,
School Editor shall receive a notification. And he/she shall find the rejected ER

Request at My Workspace.

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

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

Example:

i)

Login as 5057P

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

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

/4.—.>;\ English| 32
.\ :

HEYSY) Education Bureau

N & -/ School Maintenance Automated Rapport Terminal (SMART) System 5057P

Ch. A 2020-08-03,16:30

ange Password Print Logout

ACTION IN-TRAY (1/2)

Message Category ~ ALL v District  ALL v
Subject Category District Sender Date/Time Remarks
1 Draft ER request apolication ER slands 5057 Editor(5057E) 03/08/2020 [+ ]

16:30:33
2 Draf ER request application ER Islands 5057 Editor(5057€) 16/01/2020 °
16:06:35

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

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

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

Editor. School Principal can add/edit/remove any information if needed.

Page 2-7
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Screen 1D:00145 English| 32
<Y Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System 5057P
Change Password Print Logout jlire22oe e )
Create ER Request
School Information TC Contact | SPM Contact
School Code : 5057 v Responsible Officer : Kenny Leung

School Name : THE CHURCH OF CHRIST IN CHINA CHEUNG Post : 90G1010DO-
CHAU CHURCH KAM KONG PRIMARY SCHOOL  Office : 31225533

“Contact Name : CHAN TAI MAN Fax No. : 28115775

“Contact Tel : 22222222 Mobile : 9087 3349

Contact Fax : 33333333

Contact Email : chantaiman@abc.com

Non-Aided Portion Involved : )

Remarks for Non-Aided

Portion:

School Share : (%) 0%

Asbestos Exists : N

Works Item(s)
“Location “Description “Reason “Address
= test location test description test reason 1 v
787 characters left 784 characters left 789 characters left

&0y files in POF format are accepted)

EJony fies in Image format are accepted)

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

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

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

test remarks

v.)  Press [Next] to go to confirmation page.
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Screen ID:00142 English| & 32
Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

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

Create ER Request

School Information TC Contact | SPM Contact

School Code : 5057 Responsible Officer : Kenny Leung

School Name : THE CHURCH OF CHRIST IN CHINA CHEUNG Post : 90G101DDO-I
CHAU CHURCH KAM KONG PRIMARY SCHOOL ~  Office : 31225533

Contact Name : CHAN TAI MAN Fax No. : 2811 5775

Contact Tel : 22222222 Mobile : 9087 3349

Contact Fax : 33333333

Contact Email : chantaiman@abc.com

Non-Aided Portion Involved : N

Remarks for Non-Aided

Portion:

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

Works Item(s)
Location Description Reason Address Upload Attachments

test location test description test reason 1

Remarks from school (please fill in if applicable):

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

case

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

test remarks

CID D CD

vi.) Press [Confirm] to submit the ER Request for EDB process. Or Press [Reject] to
return the ER Request to School Editor for amendment. For rejection case, School

Editor shall receive a notification. And he/she shall find the rejected ER Request
at My Workspace.
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Screen 1D:00142  English|#30

Education Bureau
intenance Automated Rapport Terminal (SMART) System

(o
" ol ¥
1y

505TP
Time 2020-08-03,16:30

Change Password Print Logout

Remarks for Non-Aided

Paortion:

School Share : {%) 0%

Asbestos Exists : N

Works Item(s)

Location Description Reason Address Upload Attachments L
N

test location test description test reason 1 v 1

Confirm

\p Are you sure to confirm?

Ok | (" Gancel

Remarks from school (please fill in if i ):

If this is & repeated problem with ER Reguestsubmiiled before, please indicale the ER Request No. of ihe refaled case
ER Request No. of the related

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

test remarks

o J o ] e

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

Screen ID:00142  English| 32

; ‘;. Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System 5057P
- - Time 2020-08-03,16:30

Main | Change Password Print Logout

Remarks for Non-Aided

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

Works Item(s)
Location Description Reason Address Upload Attachments

test location test description test reason

| Prompt Message

i ] The operation is done successfully.

(0K )

Remarks from school (please fill in if applicable):

ated problem with ER Req

fore, please Indicate the.

ER Request No. of the related

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

‘test remarks

Then the request action will be forwarded to district duty officer (term consultant) for
further processing.
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2.2 SCHOOL FUNCTION — MAJOR REPAIRS (MR) APPLICATION

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

School unable to submit MR Application, if

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

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

ST Screen [D:00146 English|sh 32
il I -

2N Education Bureau

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

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

Prompt Message
i ) Malor Repair Application Period is
- ) not ready for next year.

=%
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2.2.1 Prepare MR Application by School Editor

i.)  Login as School Editor

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

iii.) Input at least all fields with asterisk*

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

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

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

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

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

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

Please note :

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

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

ix.) Press [Confirm].

x.)  Press [Ok] to proceed.

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

Example:
i.) Loginas 5135E
ii.)  On main menu, click on Create MR
Page 2-12
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Application iii.) Input at least all fields with
asterisk*

Please note user can input Chinese to text fields, e.g. Item Location, Description,
Reason, Remarks.

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

v.) Press 88 icon to add any works items which require repair. You can specify
multiple repair work in a single MR Application.
vi.) Press & icon 10 remove any works items.

vii.) Please upload any image (JPEG) / PDF of the work items. The file size of each
image (JPEG) / PDF shall not be larger than 10MB.

Sereen ID:00745  English{=3T

|| Education Bureau

/ School Maintenance Automated Rapporl Terminal (SMART) System S135E
) &h B Ernt Tume 17:42, Sep 18
Create MR Application
Schoal information TC Contact | SPM Contact
School Code © 5138 j ‘Responsible Officer - Frankie TAI
School Name ERESH 13K TRADER S SCHOCK Post SOAIZED00E
“Contact Name Chian Tai Misn Office 37E8E3e
“Contact Tel - 234548788 FaxNo.: 28345081
Contact Fax - 23484730 Mobile B0S25100
Contact Email : timan@schan com
Non-Aided Portion Involved : o
SR T
School Share oo%
Works ltem(s)
B e iocarion izem 1 dezeription Bad 1 '1]
953 characiers left $EZ characters e BE7 charsciers led
B cUsersimine Proturestsl TR, g N T r—
Loy fies in imags formnat ave accaptes)
T e e o i M
455 characsers lsft 582 charsciers it 993 charscrars isf
B o veersme Potresn: -C'ﬁ}serswdia‘?ﬁw‘rs‘b(_ W
e peapna— [ 0y ez 1 507 formt 72 avozoms

Remarks: (for school editor, pnincipal , and SUPSIVISOr COMMUNICATIoN)

mex MR application

o D

viii.) Press [Next] to go to confirmation page.
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(el Scresn IDE0T4Y English| =T
'3 Education Bureau
& "
X , School Mainta Autormated R; Termingl (SMART) B135E
mintenance: apport -rm Systam i

Create MR Application

School information TC Contact | SPM Contact

‘Schoot Code sus Responsible Officer - Fankia TAI
‘School Name EfESH FIBH THAUERS BOHDOL Post HOATZEDD04
‘Contact Name : ‘Chan Ter Man Office 3TEesi4n
‘Contact Tel aemTER FaxNo. 2e348281
Contact Fax zasse7s0 Mokbile 50325709
Contact Emait : saimenschoot oo

Remarks for Non-Aided Portion:

‘Schoal Share : 200%

Works ltemi{s)

Losation Deseription Reason

‘nem? locstion #em 1 sesenption tad

‘tem 2 lozaton #em T descrption ‘b33 bad

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

Bew ¥R applicasion

‘

ix.) Press [Confirm].

ST Scasn 000143 EnglshiF
4 ‘:?‘: Education Bureau

¢ Schoal Maintenance Automated Rapport Terminal (SMART) System 5135E

—_— = i sl Time 1742 Sep 18
Works lemis) g
ey ipeation Aser 1 gescronon bas
e 2 ocsbor #am 2 descguon bad bad

Canfirm

[ Ao

B oms baditemZpd? pdf

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

e M8 applisatim

x.)  Press [Ok] to proceed.
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Xi.)

wl‘a
(= Education Bureau
k. " School Mamtenance Automated Rapport Terminal (SMART) System

Thangs Passward Print Logaut
Works ftem{s)
Locatinn Daseription Reasan
=t o = { peseEn =
B e 2 Gescagnon taabat
Prampt Message

‘@ n}.mgi.umny

g

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

new ER appiicaTion

e L

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

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

i.)  Login as School Principal

Approve MR Application by School Principal

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

Application detail.

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

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

vi.) Press [Confirm] to submit the MR Application to School Supervisor for review.
Or Press [Reject] to return the MR Application to School Editor for amendment.

Vii.)
proceed.

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

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

School Supervisor for review.

Example:
i.)  Loginas 5135P

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

<TEy

™ Education Bureau

7 School Maintenance Aulomated Rapport Terminal (SMART) System

Changs Password Pt
ACTION IN-TRAY (1/1)

Message Category AL i)
EDED

Subject Category

0 vl %geD «1[8s]

Displaying 1101 of 1 Sems

English|+3T

5135P
Lol Time 17:52, Sep 18

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

Application detail.

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

“% Education Bureau
8 oY 2

"/ School Maintenance Automated Rapport Terminal (SMART) System

Screen ID03148  Englishj= T

5136P
Time 17:52. Sep 18.

Change Password Print

Create MR Application

School Information

Sehool Code - s135 |
School Name - ERESH £ G
“Contact Name : Chan Tsi Man

“Contact Tel : 23450750

Contact Fax : 23458750

‘Contact Email taman@school com

Non-Aided Portion Involved u]
Remarks for Non-Aided Portion:

School Share : 200%
Works Item(s)

“Location “Description
B ioent tocanien item 1 descripsion

- B
[0y s i image forma: are scceptes)

| - T item 2 descriprion
835 characters left 222 characters let

30y s i image formas s acsapres)

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

mew MR application

Back To Menu

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

TC Contact | $PM Contact

Franiie TA

37508340
28345281

80325100

“Reason
bad

997 characters left
nwnnwmnw

993 characters left

baditemzpat paf

30y s n POF format ae ascestes)
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AR ‘Seres 0043 Englishi=
;"8 Education Bureau
v‘__ School Maintenance Automated Rapport Terminal (SMART) System 5136P
s Ghange Passvard it ps Tims 1752, Se0 15
Works llem({s)
Location Description Reasofn
#em? Igeation e 1 desorgdion Bad
e 2 losation iteen 2 desergtion bad bad

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

mew MR spplicasion

(o Lo L

vi.)  Press [Confirm] to submit the MR Application to School Supervisor for review.
Or Press [Reject] to return the MR Application to School Editor for amendment.

o
LY, Education Bureau
¥’ school Maintenance Automalted Rappon Terminal (SMART) Systam

Change Password Print Logout ilifos ok
Works lemis) 5
Location Description Reason
tern Iosstion sam 1 dmserssion bid
e S catsr ‘ferr I desmghon bad bad
Coafitm

\v e you e o confin?

Remarks: [Tor school editor, pnincipal , and supervisor communcation)

maw M8 spplicatiom

eacoe

vii.) A message prompted “Are you sure to confirm?”, Press [Ok] to confirm and
proceed.
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T ‘Scmeen 020142 EnglishiF T
: q:-ﬂ- Education Bureau

L =il ¥y Schaol Maintenance Automated Rapport Terminal (SMART) System 5135P
= Change Password Bant Logout Time 17:52 Sep 18
Warks itemis)
Location Deseription Ressen
2! fosion e 1 descgmon L]
e 2 focatien 28m 2 dmseremon bas bad
Fromp| Message

‘v The opersien = oave successly

Remarks: (for schoot aditor, principal . and supervisor communication)

new ¥ ipplitariss

(oo Lo T

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

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

Submit MR Application by School Supervisor

i.)  Login as School Supervisor

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

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

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

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

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

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

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

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

T Engishid
23 Education Bureau
' 7 School Maintenance Automated Rapport Terminal (SMART) Systam 51368
Change Password Prnt Logout Time 1800 Sep 18
ACTION IN-TRAY (1/1)
Message Category ~
&3
Subject (}a&w" “Sender Date/Time Remarks

R Paga[l_|wit[Ga] Dizpizying 710 1 f T hams

iii.) Click into the action which will be forwarded to Create MR Application page.
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P Scren 000148 Englishi= T
%) Education Bureau
R’ School Maintenance Automated Rapport Terminal (SMART) System

51355
- TPV c P Print L Time 18.00, Sep 18

Create MR Application

School Information TC Contact | SPM Contact
School Code - 5138 ~ Responsible Officer : Frankie TAI
School Name - ERESH FISH TRADERS Post : 901280004
*Contact Name : Chan Tsi Man Office : 37585340
“Contact Tel : 22450788 FaxNo.: 28345281
Contact Fax - 23456750 Mobile : 80325100
Contact Email : tmman@schoci.com
Non-Aided Portion Involved u]
Remarks for Non-Aided Portion:
School Share : 0.00%
Works ltem(s)
“*Location *Description “Reason “Address
B icemt tocacion item 1 descziprion Bad 1 S]
38 characiers ek 022 characters left 997 characters le#t
I 0y s in 207 fomat ave sccestes)
30y s i image formst wre scceptes)
[- g ivem 2 descripvion Bad bad 1 n_\_;]
955 characters ekt 532 characters feft 993 characters left
baditem2pat paf

30y s in POF format 3 accestes)

B0y s i image formst sre sccspres)

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

new ¥R applicasion

o X

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

v.) Press [Confirm] to submit the MR Application for EDB process. Or Press [Reject]
to return the MR Application to School Principal for amendment. For rejection
case, School Principal shall receive an Action. And he/she shall find the rejected
MR Application at Action In-Tray.
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A Sosen 000143 Englishj+=
€S, Education Bureau

N “_f School Maintenance Automated Rapport Terminal (SMART) System 5

- Changs Password Print Logout Time 18:00, Sep 18

Works Itemis)

e fosstion tem 1 daserstion b

dem 1 locater e 2 desession bad bad

| @ s you sare 0 canfim?

Remarks: (Tor school editor, prncipal | and sapervisor commuaicantion)

e W apelizatass

 coton | R | 2§
vi.) A message prompted “Are you sure to confirm?”, press [Ok] to confirm and
proceed.
s iy Soreen (000143, English{+ T
=% Education Bureau
AW 5ohoci isintenence Autamated Rapport Terminal (SMART) System 51388
e Chiangs Passurond print Logaut et
Works lemis) 1
BT ipzation ‘et 1 Sescronon bag
o lecstnr #am I desoouon 5t bad
Prompt Massage

i ‘pmw ton's sore scovessly ||

o%

Remarks: (for school aditor, principal , e supervisor communication )

pe BB applicatiim

oo Lt L s

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

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

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

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

MWIS programme.

23.1

Login as School Editor

Prepare PR Request by School Editor

On main menu, click on Create PR Request

\' Education Bureau

'/ school Maintenance Automated Rapport Terminal (SMART) System

Change Password Print Logout

School - Workspace

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

wUser Manual for Aided Schools

iii.)

Englishji 37

0007E
2020-07-28,14:20

System Notification

In-Tray
»Action*
wFollow-Up Action
JNotification
»Action Archive
»Notification Archive
My Workspace

WMy Workspace

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

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

Education Bureau
P’/ School Maintenance Automated Rapport Terminal (SMART) System
= Change Password

Print Logout

Create PR Request
School Information
Treasury School Code 0007
School Name : LASALLE COLLEGE
Contact Name :

Contact Tel :

Contact Fax :
Contact Email :
Non.Aided Portion Invoived : o

Remarks for Non-Aided Portion:

School Share ; (%) 08

Asbestos Exists :

[ | SRR

MBIS MWIS inspsction report ('

Screen D:00837 Englishieisy

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

IC Contact SPM Contact

Responsible Officer :

Post:
Office
Fax No.

Mobile :

Prompt Message

Paul YEW
90G101DDO-KE
31225533
o 28115775
91388071

) Schoolis not alowed to apply
L) R request

el

(“pdr format only)

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

asterisk*

v.)

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

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

building works.
vi.)
select Windows for MWIS.

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

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

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

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

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

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

xi.) Press [Confirm].

xii.) Press [Ok] to proceed.

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

i.))  Login as 0023E

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

iii.) Input at least all fields with asterisk™

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

Windows for MWIS.

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

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

is no need to select this field.

vii.) Input message in remarks to editor, principal, and supervisor.

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

Please note:

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

to My Workspace when user leaving the page during editing.

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

request will NOT be saved.

) Education Bureau

Change Password Print

Create PR Request
School Information

‘Treasury School Code : 0023

School Name :

“Contact Name :

Contact Email :

Non-Aided Portion Involved :

Remarks for Non-Aided Portion:

School Share : (%) o%

Asbestos Exists : N

Type of Prescribed Repair

Type: MBIS/ MWIS i
Please Select v WIBEX |

Remarks from school (please fill in if applicable):

) School Maintenance Automated Rapport Terminal (SMART) System

Logout

PR Request No. o the related case Please Select v School PR Request Summary

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

o CIZD

Responsible Officer :

Post:

Gilbert Tsang
90G101DD0-HKE
122553
281 5775

9801 2087

===== 1D:00937 English|F3z

0023E
Time 2020-07-29,12:19
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ix.) Press [Confirm].

ﬂ"“m‘ R
f € Education Bureau
i 7Y i

/' School Maintenance Automated Rapport Terminal (SMART) System

| Main Change Password Print Logout
i
Remmarks Tor Non-Aided Portion:
School Share : (%) 0%
Ashestos Exists : N
Type of Prescribed Repair
Type: Windows MBIS/ MWIS inspection report: Sample 001.pdf

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

PR Request No. of the related case

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

e L s

x.)  Press [Ok] to proceed.

) Education Bureau

"Sa@¥ school Maintenance Automated Rapport Terminal (SMART) System
- Change Password Print Logout
“REmaTKs Tor Non-Aided Portion:

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

Type of Prescribed Repair

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

Remarks fi

te the PR Requs Confirm

PR Request No. of the related case

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

EEDEETIED

9 ) Are you sure to confim?

DK | ( Gancel

Screen ID:00936 English|sh3

0023E
Time 2020-07-28,14.24

Screen |D:0093 English|i3

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

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

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

Then the request action will be sent to School Principal for review, refer to section

Submit PR Request by School Principal.
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232

vii.)

Submit PR Request by School Principal

Login as School Principal

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

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

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

Press [Next] to go to confirmation page.

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

Request at My Workspace.
Press [Ok] to proceed.

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

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

Example:
i.)  Loginas 0023P
ii.)  On main menu, click on Action and go to Action In-Tray. (There are 2 numbers

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

A Englishis3,
(€Y Education Bureau
X 7/ School Maintenance Automated Rapport Terminal (SMART) System
=t Change Password Print Logout

0023P
2020-07-28,14:31

School - Workspace

Emergency Repairs (ER) System Notification

»Search MR Appiication

Prescribed Repairs (PR)) for MBIS & MWIS

My Workspace

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

Englishieh 7
| Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System 0023P
2020.07-28,14 31
Change Password Prnt Logout
ACTION IN-TRAY (1/1)
Message Category AL v District AL v
=
Subject Category District Sender Date/Time Remarks
1 Dral PR request app PR Hong Kong East 0023 EGior0023E) 230772020 1431:01 [ - ]

50 v Page[T_| of 1[Go] Displaying 110 1 of 1 items

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

Py
¥

Screen ID:00937 English|sh sz
| Education Bureau

. P/ School Maintenance Automated Rapport Terminal (SMART) System

00239
Change Paseword Print Logout Il FRE
Create PR Request
School Information 1C Contact SPM Contact
Treasury School Code : 0023 Responsible Officer ; Gilbert Tsang
School Name : ST MARKS SCHOOL Post ;. 90G101DDO-HKE
“Contact Name : 00238 Office 3225523
“Contact Tel : 111 Fax No.: 28115775
Contact Fax : 22222222 Mobile : 9201 2087
Contact Email :
Non-Aided Portion Involved : o
Remarks for Non-Aided Portion:
School Share : (%) 0%
Asbestos Exists : N
Type of Prescribed Repair
Type: MEBIS! MWIS ingpection report ("pdf” format only):
Sample 001 pef
IR
Remarks from school (please fill in if applicable) o
> creen gl
S 1D:00937 Englishiei3z
( 23 Education Bureau
o School Maintenance Automated Rapport Terminal (SMART) System 0023P
= Time 2020-07-28,14:31
Change Password Print Logout e
Asbestos Exists : N

Type of Prescribed Repair

Type MEBIS! MWIS inspection report (paf” format only):
‘Sample 001 pat

BIPER | RRETIEE

Remarks from school (please fill in if applicable)

IFthis is a repeated proble:

Jith PR Request submitted before, please indi

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

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

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

o Screen ID:00936 English|sh 37
s ), Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System 0023
2 Time 2020-07-28,14:31

[ Main Change Password Print Logout
— oo =

School Share : (%) 05
Asbestos Exists : N

Type of Prescribed Repair

Type: Windows MBIS! MWIS inspection repart: Sample 001, paf

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

PR Request No. of the related case

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

CID 0 D

vii.) Press [Ok] to proceed.

Screen ID:00936 English|eh37

rf’“

\;, Education Bureau

/ School Maintenance Automated Rapport Terminal (SMART) System 0023P
Time 2020-07-28,14:31
Ll ‘Change Password Prnt Logout
—mrrerornd =
School Share : (%) 0%
Asbestos Exists ! N

Type of Prescribed Repair

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

Remarks from school (please fill in if applicable):

ate the PR Reque CONfim
9 Areyousure to confrm?

bmitied before,

I this is @ repeated problem with PR Requ

PR Request No. of the related case

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

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

~ Screen ID:00936 Englishjch 3L
Education Bureau
School Maintenance Automated Rapport Terminal (SMART) System

Time 2020.07 280431
[ | crange Passwarg Pint Logout me e
~R@nark on-Aided Fortions a
School Share : (%) 0%
Asbestos Exists : N

Type of Prescribed Repair

Type: Windows MBIS! MWIS inspection report: Sample 001 p6f

Remarks from school applicable):

1 (please fill in if

bmitted before. please indicate the PR Requs PTOMPE Message

i) The operationis done
PR Request No. of the related case ) " epiieckty

Remarks: (for school editor; principal ,-and supervisor communication) | RE.

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

ix) For rejection case, School Editor shall receive a notification. And he/she shall find
the rejected PR Request at My Workspace.

TR Engishiehir
(7Y Education Bureau
b /;" School Maintenance Automated Rapport Terminal (SMART) System 0023E
R > 2020-07-28,1434
| wan Change Password Print Logout

ACTION IN-TRAY (1/1)

WMessage Category ALL v Distriet AL v
Subject Category District Sender DatefTime Remarks
1 | REJECTION - Draft PR reques application PR HongKongEast | NGAN, YUEN YING(D023P) 28/07/2020 143352 [ - ]
50 v Page[1 | of1 Displaying 1 to 10f 1 items:
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2.4 SEARCH FUNCTION

24.1

i)

iii.)

Search ER Request

Login SMART.

On main menu, click on Search ER Request to go to Search ER Request page.
Input search criteria, and press [Search] button. And SMART shall return an
ER request list.

/x Screen 1D:00169  English|f13C
( (2 Education Bureau
\ “ 24 School Maintenance Automated Rapport Terminal (SMART) System 1535E

i 04 -
Change Password Print Logout Time 2023-04-21,17:45

Search ER Request

Request No Status: Al v

Request Submission Date From: -] Request Submission Date To: ER
m Exportto Excel | Back ToMenu

Request No, Schaol Code  School Name ER Category: Finandial Year: Status Submitted Date/Time:  TC Agreement No Replied Date/Time:

1 R2B23ERO0436 1536 STEWARDS MA KAM MING CHARITABLE F( General 20232024 BeingProcessed  20/04/202310:09  9OK113 -

2 R2B22-ER00166 1535 STEWARDS MA KAM MING CHARITABLE F( General 2022-2023  BeingProcessed  14/0212023 12:20 SOK113 -

3 R2B-2ER00160 1535 STEWARDS MA KAM MING CHARITABLE F( General 20222023 Approved 1302120231652 90K113 L

4 R2B2ER0SHT0 1635 STEWARDS MA KAM MING CHARITABLE FC General 20222023 Completed 16/11/2022 14:31 906102 >

5 R2B-22-ER05503 1535 STEWARDS MA KAM MING CHARITABLE F( General 2022-2023  NotRecommended 1411020221036  90G102 -

6 R2B-)ER0END 1535 STEWARDS MA KAM MING CHARITABLE F( General 2022-2023  NotRecommended 07/09/202217:23  90G102 =

7 R2B2ER0S 1535 STEWARDS MA KAM MING CHARITABLE F( Urgent 20222023 Approved 0709120221722 90G102 7

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

- Awaiting Principal's Approval :
After school editor submitted ER request and before school principal
review and submit
- Rejected by Principal :
ER request rejected by school principal
- Being Processed :
After school submitted ER request and being processed by consultant
- Approved :
ER request approved
- Not Recommended :
ER request not recommended by consultant
- Cancelled :
ER request cancelled
- Combined :
ER request has been combined with another ER request which would be
processed as the master.
- Completed :
ER request completed
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iv.)  Click on one of the request and go to ER Request Information page for detail

information.

) Education Bureau

Screen ID:00148  English| 3T

X /’ School Maintenance Automated Rapport Terminal (SMART) System S111E
- Change Password Print Logout e AU s o2

ER Request

ER Request No.: R3A-22-ER00151 Submitted Date/Time: 09/02/2023 1717

status: Approved ER Category: General

School Information

School Code :

School Name :

TC Contact | SPM Contact

5111 Responsible Officer :

CONFUCIAN TAI SHING PRIMARY SCHOOL

User_Name_of_9OK114DDDO /
User_Name_of_SOK114DDO7 /
User_Name_of_9OKT14DDO-WTS /

User_Name_of_9OK114DDO-WTS2

Contact Name :

Contact Tel : 23203301 Post : 90K114DDDO / 9OK114DDOT  SOK114DDO-

ConfactEaxs WTS / 90K114DDO-WTS2

Contact Email: Office : 36225504/ 28115733 / 36225322 / 28115733

Non:Aided Porbon involvad’s N FaxNo.: 21142121 28115775/ 21142121/ 28115775

Remrarie o Non ARl s Portion: Mobile : 90646769 /90230723 / 97675399 / 91287412

School Share : 0.00%

Asbestos Exists : N

Works Item(s)

Location Description Reason Address Attachments  Recommended

1 2B P3SEREIENE(TREEH—EEE) HEERSELRR! 1 ¥ Recommended
E

2 2EERE EREKRS FARS  BHEFxECHENE 1 v Not
EXERREEREEEE Recommended

Remarks from school (please fill in if applicable):

ER Request No. of the related

case

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

Read Reply Letter Jll Back ]
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24.2  Search MR Application

i)
ii.)

iii.)

Login SMART.

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

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

Py Screen ID:00170  English| 3T
s :

f sl Education Bureau

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

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

Search MR Application

Financial Year: ~ Status Al
Request Submission Date From: Request Submission Date To:

School Code

m Export to Excel | Back To Menu

MR Application No.: _ School Name MR Cycle Staws Submited Date/Time:  Replied Date/Time: Clone
1 MR511123 CONFUCIAN TAI SHING PRIMARY SCHOOL 20232024 Being Processed 301052022 11:43 = =

50 v Page 1 of 1 “%  Displaying 1109 of 9 items

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

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

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

Screen ID:00155  English| 32

5111E
Time 2023-04-21,18:22

User_Name_of_90K114DDDO / User_Name_of_SOK114DDO7 /

User_Name_of_90K114DDO-WTS  User_Name_of_S0K114DDO-
90K114DDDO / 90K114DDOT / SOK114DDO-WTS / SOK14DDO-
36225504 28115733 / 36225322 / 28115733

21142121/ 28115775/ 21142121 128115775

90646769 [ 90230723 / 97875399 / 91267412

Address Upload Attachments.

SRR
)) Education Bureau
X o /’ School Maintenance Automated Rapport Terminal (SMART) System
Change Password Print Logout

MR Application Information

MR Application No.:  MR511123 Submitted Date/Time:  30/05/2022 11:43:24

Status: Being Processed

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

School Name : CONFUCIAN TAI SHING PRIMARY SCHOOL

Contact Name : wis2
Contact Tel : 23203301 Boste

Contact Fax : 23202943 i
~Emall adressNoB - smartsuppori@edb gov.hk Office-.

Note: The email address would be used e i

for recelving MR 202324 notifications. chie:

Non-Aided Portion Involved : N

Remarks for Non-Aided Portion:

School Share : 0.00%

Asbestos Exists : N
Works Item(s)

Location Description Reason
1 =T a®
2 wT=EnR ERETROR

Remarks: (for school editor, principal , and supervisor communication)
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243  Search PR Request

i) Login SMART.

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

page.

Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

I Change Password Print Logout

English|f 3

0023E
Time 2020-07-28,14:42

School - Workspace

Emergency Repairs (ER) System Notification

pCreate ER Request
pSearch ER Request

Major Repairs (MR)

#Create MR Application In-Tray
aSearch MR Application wAction
Prescribed Repairs (PR)) for MBIS & MWIS wollow-Up Action
wNotification

#Create PR Request

sAction Archive

wSearch PR Request

wNotification Archive

User Manual and Forms

My Workspace

aUser Manual for Aided Schools

My Workspace

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

PR request list.

(; Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

! Change Password Print Logout

Sereen 1D:00941  English|fi3z

0023E
Time 2020-07-28.14:42

Search PR Request

Request No- Status Al
Request Submission Date From [ Reguest Submission Date To
PR Request No School Code  School Name Financial Year.  Status

Education Bureau

School Maintenance Automated Rapport Terminal (SMART) System

Submitied Date/Time:

Screen ID:00941 English|H37

0023E
Time 2020-07-28,14:42

Change Password Print Logout
Search PR Request
Request No Status: Al v
Requesi Submission Date From [ Request Submission Date To i
Export o Excl | Dck ToMony
PR Request No- School Code — School Name Financial Year  Status ‘Submitted Date/Time:
1= 0023 ST. MARK'S SCHOOL 20202021 Awaiting Principal's Approval -
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The Status showing the current status of the PR request, below are list
of status:

Awaiting Principal's Approval :

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

Rejected by Principal :

PR request rejected by school principal

Input Works Items by TC :

PR report is preparing by term consultant

Being Processed :

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

PR request approved

Not Recommended :

PR request not recommended by consultant

Cancelled :

PR request cancelled

Combined :

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

Completed :

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

Page 2-36

Rev.0.7 08/2025



SYSTEM OPERATION

2.5 SCHOOL FUNCTION — SCHOOL SURVEY ON TC’S AND MTC’S
PERFORMANCE

2.5.1 Search New Questionnaire
1) Login SMART.
i1)  On main menu, click on Questionnaire to go to Search and
Export School Survey on TC's and MTC's Performance
ii1)  Input search criteria, and press [Search] button. And SMART
shall return a list of distributed questionnaires. Click [View
questionnaire] to find the questionnaire to your school.

Screen ID:00980  English| 3T

Education Bureau

'/ School Maintenance Automated Rapport Terminal (SMART) System 5147E
Time 2023-04-24,09:58

Change Password Print Logout

Search and Export School Survey on TC's and MTC's Performance

Year. Al v Season All v
e
District Year Season Survey End Date Operation
80 v { Page 1 of 1 p bl ;’ No Search Result Found.

Screen ID:00980 English|FHxX

:‘“:&‘-; Education Bureau

% '/ School Maintenance Automated Rapport Terminal (SMART) System S14TE
Time 2023-04-24.09.58

Change Password Print Logout

Search and Export School Survey on TC's and MTC's Performance

Year. All ~ ‘Season All v
e
District Year Season Survey End Date Operation

1 Kowloon City 20222023 35 01/06/2023

50 v| 4 4 | Paget of 1 » bl 4%  Displaying 110 10f 1items
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252 Fill Questionnaire

1) Click [Fill Questionnaire]

i1)  The blank form of questionnaire will be shown. The company
name of term consultant and maintenance term contractor are
pre-filled.

EEES Sereen 1D:00981 English| $132
HEYY, Education Bureau
A % ‘ '/ School Maintenance Automated Rapport Terminal (SMART) System

5147E
Change Password Print Logout Time 2023-04-24,09:58

ENERRETE ~ FEEEERE
BER AEREF—ENIREESNPNABRENERER  BREFEVABRBENKFE - BT IEERTEBRAACSEaRNETE

ERERS -
E Kowloon 2 SK.H. GOOD SHEPHERD PRIMARY SCHOOL (School F 2022- FE 3-
g City #2: Code:5147) B 2023 Bl
Term Consultant(TC) Agreement No. : 90K112 - WCWF Infemational Limited v
(FyAETE
IEER
WGP Intemational Linited
BEE
HREE B
(1E 10/ F&@A)~

(HESIESIESIESIES (KA 1E (1K1 K

ii1)  User can give evaluation and opinion on survey items. Please
note that 10 marks represents the highest and 1 represents the
lowest. The passing marks is 5

iv)  Button [Save as Draft] is provided in the questionnaire for user
to keep the working copy and submit after the whole
questionnaire is filled.
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Submit Questionnaire to Principal

253
1) Click [Submit to Principal] on the bottom of the questionnaire.

28 ERBHEEEE  SZU I ESEEERE -

Click [OK] to confirm to forward to principal

b

ii)

Confirm
\-:) Confirm to forward to principal?
-

Ok Cancel

iii)  The questionnaire will be submitted to principal by action

Submit Questionnaire to SPM by Principal

1) Login SMART with principal account
i1)  Click the action with subject School Survey Season ([TC

contract No] in action in-tray
English| 32

254

(%”N) Education Bureau
"‘ J/ School Maintenance Automated Rapport Terminal (SMART) System 4067P
2023-04-24.13:32

Print Logout

Change Password

ACTION IN-TRAY (2/ 4)

Message Category AL v District ALL
Remarks

ED e
District Sender DatelTime

Subject Category
SchoolSurvey  Kowloon ity | User_Mame_of_4067E(406TE) | 24/04/2023
133116

1 School Survey Season 3-5(30K112)

ii1)  The filled questionnaire will be shown. Principal can mod—ify
evaluation and remarks before submitting to SPM, or return to

school editor for amendment

ZH ERBLEERE  BEZL EREEFE

Click [Submit Questionnaire]

R -

1v)
2.5.5 The questionnaire for the designated TC/MTC is then completed.
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2.6 SCHOOL FUNCTION — PROGRESS CHECKING REPORT

2.6.1

LN Screen ID:00974 English|di37
482N Education Bureau
/ School Maintenance Automated Rapport Terminal (SMART) System 5999E
A El Change Password Print Logout e At b0l 4800
Progress Checking Report
Back
TC Agreement Mo. District Code  School Code  School Name Month of Report
1 90K114 TP 5999 TEST SECONDARY SCHOOL 06/2025
2 90K114 TP 5999 TEST SECONDARY SCHOOL 05/2025
3 9OK114 TP 5099 TEST SECONDARY SCHOOL 04/2025
4 9OK114 TP 5099 TEST SECONDARY SCHOOL 03/2025
5 9OK114 TP 5999 TEST SECONDARY SCHOOL 0212025
6 90K114 TP 5999 TEST SECONDARY SCHOOL 01/2025
7 00K114 TP 5999 TEST SECONDARY SCHOOL 1212024
8 90K114 TP 5999 TEST SECONDARY SCHOOL 1112024
9 90K114 TP 5999 TEST SECONDARY SCHOOL 10/2024
10 90K114 P 5999 TEST SECONDARY SCHOOL 09/2024
11 90K114 TP 5999 TEST SECONDARY SCHOOL 08/2024
B0 w |4 4 | Page1 of 1 | “Z Displaying 1to 11 of 11 items

View Report

1) Login SMART.

i1)  On main menu, click on View Report.

ii1)  The list of process checking report will be shown.

iv)  Click the hyperlink in the column Month of Report to view the
report provided by the term consultant.
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SUPPORT AND TROUBLESHOOTING

3

3.1

3.2

3.3

SUPPORT AND TROUBLESHOOTING

SUPPORT HOTLINE AND EMAIL

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

Operating hours for the hotline is:
e 9am ~ 12:45pm & 1:45pm ~ 6pm; Monday ~ Friday (except Public Holiday)

BUSINESS CONTINGENCY ARRANGEMENT

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

REQUEST FORMS FOR CONTINGENCY ARRANGEMENT

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

. Request Form for Emergency Repairs (ER) in Aided Schools
(ENGLISH, PDF format)

https://www.edb.gov.hk/attachment/en/sch-admin/sch-premises-info/sch-premises-
maintenance/4th%20Contract ER$20form Sep%202024 eng clean updated.pdf

(ENGLISH, MS Word format)

https://www.edb.gov.hk/attachment/en/sch-admin/sch-premises-info/sch-premises-
maintenance/4th%20Contract ER$20form Sep%202024 eng clean updated.doc

. Request Form for Emergency Repairs (ER) in Aided Schools
(TRADITIONAL CHINESE, PDF format)

https://www.edb.gov.hk/attachment/tc/sch-admin/sch-premises-info/sch-premises-
maintenance/4th%20Contract ER%20form Sep%202024 tc clean updated.pdf

(TRADITIONAL CHINESE, MS Word format)

https://www.edb.gov.hk/attachment/tc/sch-admin/sch-premises-info/sch-premises-
maintenance/4th%20Contract ER%20form Sep%202024 tc clean updated.doc
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