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1. Introduction

The HKDSE School-based Assessment System (the SBA System) is developed for schools to submit SBA
Marks, Student Work and Teacher Document for the HKDSE Examination in an effective manner. Schools can
get access to the SBA System via the HKDSE Examination Online Services at www.hkdse.hkeaa.edu.hk

This manual describes the procedures to submit SBA Marks, Student Work and Teacher Document through the

SBA System. Principals, Subject Panels and Teachers should refer to this manual to get familiarized with:

i.  their roles and responsibilities in the SBA submission; and
ii. the operation of the SBA System.

Overview of the SBA Submission Process

The table below shows an overview of the mark submission process and the responsibilities of different role
holders in schools.

Step | Task School Administrator | Teacher Subject Panel Principal
1 System e Create login
Administration* accounts for
Teachers and
Subject Panels
e Indicate the subjects
offered this school
year
e Assign roles to
accounts created
2 Subject o Create Teaching
Administration Groups
(Assign Teaching e Assign students to
Group) Teaching Groups
o Assign Teachers to
Teaching Groups
3 Input SBA Marks e Input SBA
marks (online
input or batch
input using the
mark template)
4 Submit SBA e Endorse SBA
Marks to Subject marks of
Panel responsible
Teaching
Group(s) to
Subject Panel
5 Submit SBA e Endorse SBA marks
Marks to Principal submitted by all
Teachers of a subject
o If necessary, return
to Teacher for
amendments
6 Submit SBA e Endorse SBA
Marks to HKEAA marks for all
subjects
o If necessary,
return to
Subject Panel
for checking
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7 Upload Files ¢ Upload Student
(Upload Teacher Work of all selected
Document students
/Student Work) o Upload Teacher

Document, if
required

*The tasks for School Administrators are to be done in the School Information Management System, which is
available in the HKDSE Examination Online Services (www.hkdse.hkeaa.edu.hk). User manual of the School
Information Management System can be found on the front page of that system.
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2. Login to the SBA System

Users need a login account in order to use the SBA system. The account for the Principal is the same as that for
login to the HKDSE Examination Online Services (www.hkdse.hkeaa.edu.hk).

The accounts for Subject Panels and Teachers are to be created by the School Administrator. Once created, the
login accounts can be used in the current and future examination years. It is NOT necessary to create new login
accounts for each examination year.

The steps for login to the SBA System are shown below.

Step Go to HKDSE Examination Online Services (www.hkdse.hkeaa.edu.hk). Enter User ID and Password. Then,

1: click Login.
3 User ID Login Password
Login  Forget Login Password
eah:a
T (e Sl News & Notice %
- What's New
 —
e Registration for 2019 HKDSE

Examination: From 12 September to
& October 2018
Welcome to the Hong Kong Diploma of Secondary Education Examination (HKDSE) Online Services. You can access various

services such as registration, submission of school-based assessment marks, application for special examination arangements, etc. Payment Deadline: By 11:58 p.m. on
. P P . 15 Oclober 2013

2018 HKDSE Examination -
WL.C.Question Book Cover
[Specimen)

WLC.Answer Sheet (Specimen)
Barcode Shest (Specimen)

@ Events and Activities

Description Date of Application/ Payment Deadline Reference Document
Submission (it applicable)
User Account Cperation - with new Password - - Simplified Account Activation
Policy efiective from 30 September 2016 Procedure (School Accounts) Create Account

(For Private

Candidate Only) B

User Manusal (School Accounts)

Registration

HKDSE 2019 12 September to 8 By 11:59 pm on 15 Instructions to Applicants
October 2018 October 2018 (School Candidates)
(Applicable to Private
Candidates only) Instructions to Applicants
(Privaie Candidates)

User Manual (Registration of
School Candidate)

User Manusl (Registration of !'P&&‘}‘J&'H!})
Privale Candidates) ASKEU)
WUESLIONS]
Application for Withdrawal from Examination On or before 30 - Application Form
(Private Candidates) Movember 2018
. - ENqUiny. (y B
Special Examination Arranaements ot
Privacy Policy | Terms of Use | HKEAA Website | Contact Us Copyright 2015 - HKEAA, All rights reserved

First time users will be asked to change the password, and to update the personal information (if necessary).
To enhance network security, users who have not changed their login password for over 365 calendar days are
required to do so before accessing the System. Users may follow the instructions on screen to change the
password if necessary.
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Step

Click School-based Assessment System.

ARERARBKE
Hong Kong
A

Welcome 00000-JA] | Change Login Password | Update Profile | Logout

L4

xamination (HKDSE) Online Services. You can access various
sessment marks, application for special examination arrangements, etc.

ihe Hong Kong Diploma of Secondary Educat
such as registration, submission of schook-based

Events and Activities

Datg of Application | Payment Deadline
Submi (it applicable)

Description Reference Document

User Acc eration - with new

Policy effective from 30 September 2016

Simpified Account Actvation
Procedure (School Accounts)

User Manual (School Accounts)
Registration
HKDSE 2019

12 September 1o 8 By115Gpmon15  |nstructions o Appicants
Octover 2018 October 2018 (School Candidates

Instructions to Apeiicants
(En n )

User Manual (Registration of
School Candidate)
User Manual (Registration of
Privae Canddates)

Application for Withdrawal from Examination
Private Candidates)

On or before 30
November 2018

Application Eorm

Soecial Examination Arranaements

Privacy Policy | Terms of Use | HKEAA Website | Contact Us

Registration o 2019 HKDSE
Examination: Flom 12 September to
8 October 2018

ayment Deadine: By 11:59 p.m. on
15 Ddobev 2018

2018 HKDSE Examination -

=
o, TR
pecimen)

Create Account
(For Private

Candidate Only) 8

HTEGUEDLY)
Adlsce

ERGUTY;

Registration:
Tel (852) 3628-8860
Emai. ks

SBA:
Tel (852) 3628-8064 / 3628-8070
Emai. s03@Nkeaa edy Ik

Copyright 2015 - HKEAA, All rights reserved

SBA System @
>>Enter

Click to enter the system.

FRERARBREY
Examiot et and
Assessment Authority

Welcome 00000-JAJ | Change Login Password | Update Profile | Logout

P

Home > Schook-based Assessment System

3MISIry Music

Welcome to the School-based Assessment System. Please click the icon below to enter the system

SBA System @
S>Enter

SBA Online System

The HKDSE School-based Assessment System provides an online platform for schools to submit SBA Marks, Student Work
and Teacher Document for the HKDSE Examination efficiently.

Useful Information

2019 SBA and Scheduie of

The School-based Assessment System User Manual

& Aoosndic Suhmlssm\ m Student Work to the HKEAA Office (only for English Language)
3 Anmmunmmp_mmmmmm

Forms

Student Declaration Form for Schook-based Assessment (SBA)
Plaaiansm Report in Schook-based Assessment (SBA) (for serious piaqiarism case)

Privacy Policy | Terms of Use | HKEAA Website | Contact Us

‘.”nua 3“ HIMUtion)

hl 00 H: "H'I hHH en N‘iﬁdlll

Enquiry

General Enquiry:
Tet (852) 3528-8850
Emait dse@hkeaa edu nk

System Requirement

Hong Kong Supplementary Character
Set (HKSCS)

Internet Explorer 8; Firefox 3.5 or above
with Cookies and JavaScript enabled.

Adobe Acrobat Reader 8 or above

»
Copyright 2015 - HKEAA, Al rights reserved
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Remarks: Please turn off the “Pop-up Blocker” setting of your browser; otherwise the system window may

not be displayed properly.

You are now in the SBA home page and may start the submission.

FHEARBREA
Hong Kong
Examinations and
Assessment Authority

[* Subject Admin. - SBA Marks ~ [ Reports ~

HKDSE Examination - Schocl-based Assessment (SBA)

Select Language 3255 | Englis!

Hong Kong Diploma of Secon|
School-based Assessment System
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3. Teacher Section

3.1 Task Outline

After the Subject Panel has assigned students and Teachers to Teaching Groups, Teachers may proceed with the
mark submission. The work flow for Teachers is as follows:

1. Input SBA marks of the students in his/her Teaching Group(s) using either of the following methods:
a. online interface [See Section 3.2]
b. batch mode (via EXCEL file) [See Section 3.3]

2. Submit the marks to the Subject Panel. [See Section 3.4]

3. In case the Subject Panel rejects the marks, amend and re-submit the marks.

Please note that the screen captures below are for illustration purpose, for the subject specific details of the mark
input requirements, please refer to the SBA Teachers” Handbook.

3.2 Input Marks

After the Subject Panel has assigned Teachers and students to Teaching Groups, Teachers may input marks as
shown below.

Step1:  Mouse over the SBAINIEIKS menu and then click INPUTIVIEIKS.

e if“}; ﬁ_ﬁ: A5 Hong Kong Diploma of 9
-.A Examinations and School-based Assessment System

Assessment Authority

Subject Admin. “SBA Marks -~ Reports

Input Marks
Batch Input Marks

Submitto Panel

Step2:  Enter Teaching Group criteria and click S8aeh to retrieve student records.

/ # ‘&;ﬁ)ﬁ ﬁoﬁig H Hong Kong Diploma of Secondary Educat|
Adxaminafions and School-based Assessment System

Subject Admin. SBA Marks Reports
# / SBAMarks / Input Marks

Subject 2014 - English Language 57 ﬂ

Teaching Group | All My Teaching Groups|v/|

Instruction =
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Step3:  Input the marks, R/T status and language medium of each student. Click SaVe.

5 Subject Admin. ~ ¢ SBA Marks ~ (3 Upload Files ~ (3 Reports ~
4>/ SBA Marks / Input Marks

Subject 2015 - English Language ZF:a=0 v

Teaching Group All My Teaching Groups v

Show / Hide Columns | Check Completion of Mark Input

.

Total number of student(s): 16 "‘
.
N(;'nﬁi Student Name (Eng) ¢ RT (:a}r;i\) (l;a'rgg, "‘
.
- .
NSS3/3  SURNAME GIVEN_NAME :' v 1 15 ‘-‘
p
: .
NSS3/6  SURNAME GIVEN_NAME v| |2 12 "_
:: "
; .
NSS3/10 SURNAME GIVEN_N'AME v 3 1 t‘
’
.
.
.
.
/ ) .
Except for Health Management and Social
Care and Literature in English, Teachers can .
- : ; Teacher can click
indicate if a student is a repeater (R), or a
transfer student (T). If R or T is chosen, the
mark box(es) for S5 will be automatically to check whether the marks for
di all students have been entered.
isabled.
- J

The message ¥ Saved Successtully. i pe shown when marks are saved.

Upon completion of mark input, teacher may click SaVerandioubmit to submit the marks to Panel.

3.3 Batch Input Marks

After the Subject Panel has assigned teachers and students to Teaching Groups, Teachers may input marks by
batch as shown below.

Step 1: Mouse over the SB/AINEIKS menu and then click BaiCANNPUEIMAIKS.

 op g 1 B
# 42:",032 1!5{10?:}[:#& B Hong Kong Diploma of Secon
Examinations and School-based Assessment System

Assessment Authority

4 Subject Admin. ~ @ SBA Marks * [ Reports ~
Input Marks
Batch Input Marks

Submit to Panel

Select Language #2555 English|v|
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Step 2: Choose the subject and click DOWRIOadIMarKiTemplate to download the mark template (in EXCEL

format).

[ Subject Admin. - SBA Marks ~ [ Reports -

 / SBAMarks / Batch Input Marks

Subject : 2014 - English Language Zmag70
Step 3: After downloading the template, open the EXCEL file.

Input the marks, R/T status and language medium of each student in the EXCEL and save the file.

i

A | BA BEEE

lO%ET - = __ 7 [_
! N Arial == ij ﬁ;‘;ﬂ B
BE o == o oo BEESEETEE (B
© gumesx B I U == ® 43| BEEne TR R
Bk El FE
K29 - £ |
A B C D E F G H | J
Class Class Doc No. Teaching Group Student Name Student Name RIT Part A | Part B
MName Mo. Name (Eng) {Chi) (R, T.or (0 -24)|(0-24)
1 - - - - - blank) |~ - -
2 |NSS3 3 1234567 ENG GROUP SURNAME GIVEN_NAME G- 1 15
3 |NSS3 6 1234568 ENG GROUP SURNAME GIVEN_NAME o 5 2 12
4 NSS3 10 1234569 ENG GROUP SURNAME GIVEN_NAME e 3 1
5 |NSS3 Al 1234570 ENG GROUP SURNAME GIVEN_NAME ohir K 4 20
6 NSS3 12 1234571 ENG GROUP SURNAME GIVEN_NAME o . 5 8
7 NSS3 13 1234572 ENG GROUP SURNAME GIVEN_NAME ohir K 6 6

Except for Health Management and Social Care and Literature in English, Teachers can enter
R and T to indicate if a student is a repeater (R) or a transfer student (T).
If R or T is entered, there is no need to input S5 marks.

Step 4: Click Browse... and select the saved EXCEL file in step3. Then click -

™ / SBA Marks / Batch Input Marks

(xis or xlsx only)

Instruction »

Subject Admin. - SBA Marks -

Subject 2014 - English Language HEEr

Upload Mark File X\user-temp\sba_mark_2014_en

Reports -

Browse... Upload

Download Mark Template
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Check the marks of each student. Click _

Step 5:
5 Subject Admin. ~ & SBA Marks ~ (3 Upload Files ~ [ Reports
4 / SBA Marks / Batch Input Marks / Preview
Subject : 2015 - English Language
Teacher Name ENG panel (70203-ENG-PANEL)
Confirm Batch Iinput Marks Cancel
Total number of students: 16
Row Error Class Name PartA PartB
No.~ | Detailss = /No.a StudentNams(Ena) e RIT (0-24) | (0-24)
2 NSS3/3 | SURNAME GIVEN_NAME 1 15
3 — NSS3/6 | SURNAME GIVEN_NAME 4 12
If there is any error in the file, the row(s) with error will be shown in red color. Please edit the

EXCEL file and upload it (Steps 3 and 4) again. For marks, R/T status and language medium,

editing can be done on the page.

[ Upload Files ~ [ Reports ~

[ Subject Admin. ~ < SBA Marks ~

4> / SBA Marks / Batch Input Marks / Preview

Subject : 2015 - English Language
ENG panel (70203-ENG-PANEL)

Teacher Name :

€3 Error(s) found! Marks will not be saved. Please check
Download Error Report

Confirm Batch Input Marks Cancel
Total number of students: 16

PaitA = PadB
RT | (024) | (022)

Row Error Class Name
No.« | Details ¢ /No. & StudentName (Eng) ¢
SURNAME 1260 H A
X UPDATE GIVEN_NAME Y. v 15

SURNAME 1232 4 12
GIVEN_NAME 1232

w

NSS3/6

NOTE: If there is any error in the file, the System will not save any data from the file.
Step 6: The message: v The following record(s) has/have been uploaded to the system successfully |
will be shown upon successful completion of the uploading.

1 Reports ~

[ Subject Admin. ~  ©*SBA Marks ~ [ Upload Files ~
4> / SBA Marks / Batch Input Marks / Result

V¥ The following record(s) has/have been uploaded to the system successfully !

Subject 2015 - English Language
ENG panel (70203-ENG-PANEL)

Teacher Name :

Upload Another File

Total number of students: 16
Row | Class Name Part A PartB
Ngla: INo. & Student Name (Eng) ¢ RIT (0-24) | (0-24)
SURNAME 126 (ki
2 NSS3/3 UPDATE GIVEN_NAME 3 15 |
SURNAME 123
3 NSS3/6 | GiyEN_NAME 123 4 12
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3.4 Submit to Subject Panel

Upon completion of marks input, Teachers may submit marks to the Subject Panel as shown below.

Step 1: Mouse over the SB/AINIAIKS menu and then click SUBMitToIPanel.

# ‘giﬁi f}oﬁ:ﬁ N Hong Kong Diploma of Secon
Examinations and School-based Assessment System
Assessment Authority

[ Subject Admin. - & SBA Marks = [ Reports -
Input Marks
Batch Input Marks

Submit to Panel

Select Language 328 English|v|

Step 2: Select the subject and click Seareh.
Templates of the Teacher Document for the subject, if any, are available under REPOFS menu.

* »&ﬁ,‘;ﬁi ﬁoﬁiﬁ N Hong Kong Diploma of Secondary Education
Acxaminations and School -based Assessment System

[ Subject Admin. = < SBA Marks -~ [ Reports ~
£/ SBAMarks / Submit to Panel

Exam Year/ Subject: | IR B e v]

Step 3:

Mark Summary Sheet by Teaching Group (Sorted by Final Mark)
Mark Summary Sheet by Teaching Group (Sorted by Class name/Class no.)
Different reports are available for checking. Select | Statistical Chart by Teaching Group

and then click View. Teachers should check the reports to ensure the accuracy of the marks input.

Click SUBMITToPanel to start submission to the Subject Panel.

[ Subject Admin. - SBA Marks ~ [ Reporis ~ +3 English ! Logout
£/ SBA Marks / Submit to Panel
Exam Year / Subject 2014 - English Language ZE$E30 ﬂ
. Mark
Exam . ission Reg| input of Last
Year Subject FF?Q‘;,? Period To  Candidates  assigned Status Updated Reports
students
English 261D
2014 01-10-2013 | 31-12-2013 150 150/ 150 Mark Input 2013 Mark Summary Sheet by Teaching Group| || View Submit to Panel
Language 144724
86-T22 150/ 150 Mark Summary Sheet by Teaching Group| v || View

If the marks are not ready to be submitted to the Subject Panel, the red button STIINRCIBaNe] ill be

shown. Please click on it to check the error messages and amend accordingly so that the marks can be
submitted to the Subject Panel.




Step 4:

Step 5:
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Review the marks and click NEXESS.

Class Name
/No. ¢
NSS3/11
NSS3/15
NSS3/26

NSS3/21

NSS3/25

NSS3/3

NSS3/27

NSS3/24

NSS3/6

NSS3/23

5 Subject Admin. ~

4> / SBA Marks / Submit to Panel / Mark List

Total number of student(s) : 16

Teaching
Group &

ENG GROUP

ENG GROUP

ENG GROUP

ENG GROUP

ENG GROUP

ENG GROUP

ENG GROUP

ENG GROUP

ENG GROUP

ENG GROUP

©SBA Marks ~ [ Upload Files ~ 3 Reports ~

Start y Step 1

Submit to Panel Mark List

Exam Year : 2015 Subject : English Language Panel Name : ENG panel (70203-ENG-PANEL)
1 confirm the following :

« To my best knowledge, the work presented for assessment is the students' own work. Penalty has been
imposed for plagiarised work according to the seriousness. A report will be submitted to the HKEAA for the 'P'
case(s) identified.

« All the marks are correct.

StugentName (Eng) ¢ | SUEMINAME | Ty | Fal | FATA | FROR
SURNAME GIVEN_NAME s 50.00 4 20
SURNAME GIVEN_NAME PTEEZ 45.83 8 14
SURNAME GIVEN_NAME e 4583 15 7
SURNAME GIVEN_NAME PR 3058 10 9
SURNAME GIVEN_NAME e 3958 14 5
SURNAME GIVEN_NAME PIEE 37.50 3 15
SURNAME GIVEN_NAME FER 37.50 16 2
SURNAME GIVEN_NAME TXEE 3542 13 4
SURNAME GIVEN_NAME syEe 3333 4 12
SURNAME GIVEN_NAME syEs 3125 12 3

To prevent potential / perceived conflicts of interest, Teachers conducting SBA have to declare the teacher-
student relationship (relatives include children, brothers and sisters, nephews and nieces, cousins and others
living in the same home), if any. Input the relative declaration (teacher name(s)) (if applicable) and click

Subject Admin

4> / SBA Marks / Submit fo Panel / Declaration

SBA Marks

Total number of student(s): 150

Class Name / No. Document Type Document No. Candidate Name Candidate Name (Chi) - EE el R D?ﬂi‘:'g‘;z:%ﬂ Ranete)linpicaks
BA/1 HKID TA000000 | SURNAME GIVEN_NAME ik Chan Teacher
BA/2 HKID TAOOO000 | SURNAME GIVEN_NAME P
6A/3 HKID TAOD0000 | SURNAME GIVEN_NAME g Wong Teacher x
A4 HKID TAQ00000 | SURNAME GIVEN_NAME b

Reports 3t English  &lLogout
Start y Step1 , Step 2
Submit to Panel Mark List Declaration

Exam Year: 2014  Subject : English Language  Panel Name - Chan Panel (10000-T01)

| confirm that teacher-student relationship (relatives include children, brothers and sisters, nephews and nieces, cousins
and others living in the same home), if any, has been declared as follows:

10



Step 6:

Step 7:

Note: Marks cannot be changed after they are submitted to the Subject Panel. If Teachers wish to amend the
marks, they should ask the Subject Panel to return the marks to them by clicking ‘Reject to Teacher’. [See

Section 4.4]

HKDSE SBA System User Manual

Check the declaration statement, and confirm the submission to Subject Panel by clicking SHBHRI.

Subject Admin SBA Marks Reports P English  &iLogout
S el / Declaration
Start y Step1 3 Step 2
Submit to Panel Mark List Declaration
ar: 2014  Subject - English Language Panel Name - Chan Panel (10000-T01)
1 confirm that teacher-student relationship (relatives include children, brothers and sisters, nephews and nieces, cousins
and others living & i
Declaration
Total number of student(s): 150
1. To my best knowledge, the work presented for assessment is the students’ ative Declarati h ame! pplicat
Class Name / No. Document Type Document No. i

own work. Penalty has been imposed for plagiarised work according to the
seriousness. A report will be submitted to the HKEAA for the P’ case(s)

6A/1 HKID 7000000 ¢ identified
6A/2 HKID Tooo00o ¢ 2 Allthe marks are comect
3. I confirm that teacher-student relationship (relatives include children,
6A 13 HKID T0O00000 ¢ brothers and sisters, nephews and nieces, cousins and others living in the
same home), if any, has been declared.
6A 14 HKID T000000
GATS HKID . ! & | confirm the above-mentioned
6A/6 HKID 000000 ¢ Cancel
6A/T HKID 1000000 ¢
6A/8 HKID T000000  SURNAME GIVEN_NAME B

On successful submission of the marks to the Subject Panel, the Subject Panel will receive an email

notification about the submission.

/ *% ﬁ;ﬁ’: ﬁnﬁ: ol Hong Kong Diploma of Secon
Examinations and School-based Assessment System

Assessment Authority

“ Subject Admin. - SBA Marks = = Reports ~
4> / SBA Marks / Submit to Panel / Acknowledgement

The SBA marks of the following subject have been submitted successfully to the Panel.
Exam Year : 2014
Subject : English Language
Panel Name :  Chan Panel (10000-P01)

Submit another Subject

11
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4. Subject Panel Section

41 Task Outline

The work flow for Subject Panels is as follows:
1. Assign students and Teachers to Teaching Groups. [See Section 4.2]

in their Teaching Group(s).

After completing Step 1, Subject Panels should inform relevant Teachers to input SBA marks for all students

2. Anemail notification will be received when a Teacher has submitted the marks.

3. Review the SBA marks submitted by Teachers. Return them to the Teacher(s) concerned for
amendment by using the ‘Reject to Teacher’ function if necessary. [See Section 4.3]

4.  If all the SBA marks are correct, submit the marks to the Principal. [See Section 4.3]

5. Upload and submit all the required Student Work and Teacher Document (if applicable). [See Section

4.4]

6. In case the Principal rejects the marks, check and complete the re-submission following Steps 3 to 5.

Please note that the screen captures below are for illustration purpose, for the subject specific details of the mark

input requirements, please refer to the SBA Teachers’ Handbook.

4.2 Assign Teaching Group

Teachers and students must be assigned to Teaching Group before inputting marks.
Step 1:  Mouse over the SUBJECEAGMINI menu and then click ASSigRETeaching Group.

/Ii.'a EHEERXARESH Hong Kong Diploma of Secondary Education Examination

. Hong Kong School-based Assessment System
Examinations and

Assessment Authority

[ Subject Admin. ~ SBA Marks Upload Files ~ Reports ~
Assign Teaching Group
View My Teaching Group(s)

Select Language 2= English v

Step 2:  Enter appropriate search criteria and click SEafeh to retrieve the student records.

= HFEXUARESL

/A - ",,.“ul!‘-‘,“ﬂ | Hong Kong Diploma of Secondary Education Examination
Assessment Authority School-based Assessment System
Subject Admin SBA Marks Upload Files Reports

4> / Subject Admin. / Assign Teaching Group

Subject : 2014 - Chemistry {522 ﬂ

Teaching Group : | All Students v Class Name : | All Classes|v|

12
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Step  Select students to be assigned to a Teaching Group, then click Assign >>.

Subject Admin SBA Marks Upload Files Reports #3C  English  4lLogout
» £/ Subject Admin. / Assign Teaching Group
E Subject 2014 - Chemistry {H2 i
E Teaching Group :  All Students ﬂ Class Name All Classes| v/
Assign »
2w Saved Successfully
= Total number of student(s) 29
) Class Name « Class No ¢ Doc. No ¢ Student Name ¢ Teaching Group ¢
] 6A 9 000000 SURNAME GIVEN_NAME [unassigned]
v 6A 13 T000000 SURNAME GIVEN_NAME [unassigned]
v B6A 14 TO00000 SURNAME GIVEN_NAME [unassigned]
= 6A 23 1000000 SURNAME GIVEN_NAME [unassigned]
Step  Select a Teacher for this Teaching Group.
Subject Admin. SBA Marks Upload Files Reports
£ / Subject Admin. / Assign Teaching Group
Subject : 2014 - Chemistry {E£2 e
Teaching Group : | All Students v Class Name All Classes| v

Assign To Teacher - Chan Teacher (10000-To1) ﬂ

Total number of student{s) 29 ® Enter a New Group : O or Existing group :

¥ Class Name = Class No ¢

i 6A 9

7 6A 13 Cancel

| BA 14

i BA 23

| 64 27

¥ 6A 28 TOOC00O0 SURNAME GIVEN_MNAME

Assign/Switch the selected student(s) to the following Teaching Group

Click © " ENfer alew Group - a4 enter a name for the Teaching Group and then click .

-

Subject Panel may also assign the selected students to an existing Teaching Group.
Assign/Switch the selecied studeni(s) to the following Teaching Group
Assign To Teacher Chan Teacher (10000-T01) ﬂ
O Enter a New Group . ® or Existing group

86-T55

v

Save Cancel

Subject Panel may also

1.
2.
3.

click the Unassign >> button to un-assign selected students from a Teaching Group.
click the Switch Group >> button to switch selected students to another Teaching Group.
click the Rename Group >> button to change the name of a Teaching Group.

13



43 Submit to Principal

After all Teachers have input the marks, Subject Panels
below.

HKDSE SBA System User Manual

may submit the marks to the Principal as shown

Step  Mouse over the SB/AIVIATKS menu and click SUBMIETOIPriNCIpal.
1:
FaA WAL .
Hong Kong Hong Kong Diploma o
Examinations and School-based Assessment
Assessment Authority
™ Subject Admin. ~ © SBA Marks = = Upload Files = ™ Reporis -
Submit to Principal
amination - School-based Assessment (SBA)
Select Language J2{E35Z English|v|
Step Select subject, and then click SEareh.
2:
ﬁ & ;:‘;3‘: ﬁ;ﬁ,‘*g A Hong Kong Diploma of Secondary Education
Asseomont Ant hntll-lr?t.\' School-based Assessment System
™ Subject Admin. = © SBA Marks -~ = Upload Files - = Reports -
4> / SBA Marks / Submit to Principal
Exam Year / Subject : 2014 - Chinese Language op B85
Step Mark Summary Sheet by School (Sorted by Final Mark)
3: Mark Summary Sheet by School (Sorted by Class name/Class no.)

Different reports are available for checking. Select
and then click View.

Mark Summary Sheet by Teaching Group (Sorted hy Final Mark)

Mark Summary Sheet by Teaching Group (Sorted by Class name/Class no.)
Statistical Chart by School

Statistical Chart by Teaching Group

Record/Change of SBA Student Work Submission

[ Subject Admin. ~ ) SBA Marks ~ [ Upload Files ~ [ Reports ~ =IZ English SUEXxit
£ / SBA Marks / Submit to Principal
Exam Year/ Subject: | 2019 - Visual Arts BB v
et Mark
Exam 5 - isSi Regi! input of Last
vear Sublect  Peod  perogTo Candidates assigned @S ypdate REEo
students
=] Visual Submitted Bl e
2019 Arts 01-11-2018  09-11-2018 17 17117 to Panel 2018 \ Mark Summary Sheet by School (Sorted by Final Mark) v | View Submit to Principal
REVIw M Mark Summary Sheet by School (Sorted by Final Mark)
06-11 Mark Summary Sheet by School (Sorted by Class name/Class no.)
Submitted i Mark Summary Sheet by Teaching Group (Sorted by Final Mark) _
VA panel (10015-VA) AT to Panel 1522(15320 Mark Summary Sheet by Teaching Group (Sorted by Class name/Class no.) MW fiec ko sacha

Statistical Chart by School

Statistical Chart by Teaching Group

Record/Change of SBA Student Work

14
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Step  If the marks are correct, click SUBMIEtOIPrNGIpal to start submitting the marks to the Principal.
4:

Subject Admin SBA Marks Upload Files Reports 3  English  &lLogout
4/ SBAMarks / Submit to Principal
Exam Year / Subject: 2014 - Chinese Language o ElfE3 ]
- Mark
Exam Subiect Sugml.ss:imn Submission Registered  input of Stat Last Report
Year ubject Fenu Period To  Candidates = assigned us Updated eports
rom
students
Chinese 2Ll
2014 01-10-2013 | 31-12-2013 150 150/150 | Submitted to Panel 2013 | |Mark Summary Sheet by School [v]| view
Language 15:12:49
28-10-
Chan Teacher(10000-T01) 150/150  Submitted to Panel | 2013 Mark Summary Sheet by Teaching Group || View
15:12:48

If necessary, click REJECHtorT eacher=2 to return the SBA marks to Teacher for amendment.

After the marks are submitted to the Principal, if the Subject Panel wishes to reject the marks to the
Teacher for amendment, the Panel should ask the Principal to reject the marks to him/her first [see
Section 5.2], and then reject the marks to the Teacher.

Step FOR ALL SUBJECTS (EXCEPT ENGLISH LANGUAGE)
5: Review the SBA marks of each student and click

Subject Admin. SBA Marks Upload Files Reports
> / SBA Marks / Submit to Principal / Mark List

Start  Step 1

Submit to Principal Mark List

Exam Year : 2014  Subject : Chinese Language  Panel Name : Chan Panel (10000-P01)
| confirm the following :
+ To my best knowledge, the work presented for assessment is the students’ own work. Penalty has been imposed

for plagiarised work according to the seriousness. A report will be submitted to the HKEAA for the 'P' case(s)
identified

« All the marks are correct.

Total number of student(s) : 150

Nc:all?ns: ] é‘:;’ﬁ:izg Student Name (Eng) & 5‘“[‘5’:') :"“E RIT ¢ M;i[:“' igflgl?;_c— iﬁfég!fﬁg_c: EEE{;;E&}@

No. & - {0-10) (0-10) (0-20)

BA /1 S6-T11 Gﬁ,%?,'imﬁlf wXE 35.50 E 4 5 o
6A12 SBT11 Gﬁiﬁiﬂ;rz wRE 32.00 3 4 5

6A13 S6T11 Gﬁ,%ﬂimﬁlz w3 32.00 3 4 5

6a14 S6-T11 Gﬁ_ﬁﬁm& wXE 32.00 3 4 5

A5 $6-T11 Gﬁ}‘éﬁ'ﬁsz PR 32.00 3 4 5

65816 S6.T11 Gﬁ,ﬁﬁm;E wxE 32.00 3 4 5

A 17 S6-T11 Gﬁ,“éﬁiﬁmE & 32.00 3 1 5

6418 56-T14 Gﬁ}g‘iﬁmE wRE 32.00 3 4 5

6a19 S6.T11 GﬁiﬂiﬁmE wRE 32.00 3 4 5

64710 S6-T11 Gﬁﬁ:ﬁiﬁmE & 32.00 3 1 5 o
s S SURNAME TXE - .
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Step 5a:  FOR ENGLISH LANGUAGE ONLY
Review the SBA marks of each student, select the students for submitting Student Work, and click

AR A H ) ) o
y " é]{,m@;,_ ﬁ,:fa*% A Hong Kong Diploma of Secondary Education Examination
_“F 3 \y:x':-‘ﬁ'(‘"(?ﬁh‘(:‘:-(xll\ School-based Assessment System

3 Subject Admin. ~ < SBA Marks ~ 3 Upload Files ~ [ Reports ~
4 / SBA Marks / Submit to Principal / Mark List

Start y Step 1

Submit to Principal Mark List

Exam Year : 2015  Subject : English Language Panel Name : ENG panel ( 10000 -ENG-PANEL)
I confirm the following :

« To my best knowledge. the work presented for assessment is the students' own work. Penalty has been
imposed for plagiarised work according to the seriousness. A report will be submitted to the HKEAA for the 'P"
case(s) identified

« Allthe marks are correct.
NOTE: Please select the students for submitting Student Work in Part A and Part B below.

Total number of student(s) : 16

Class Name = Teaching Student Name Final PatA | PartB

INo. « Group & SicentNamEiEno) o {Chi) & RIT$ | Marke |(0-24)8 (0-24)8
NSS3/3 | ENGGROUP = SURNAMEGIVEN NAME | Sxis 3750 | 3 15
NSS3/6 | ENGGROUP = SURNAMEGIVENNAME | =xis 3333 | 4 12
NSS3/10 | ENGGROUP | SURNAMEGIVEN NAME = =iies 833 | 3 1
NSS3/11 | ENGGROUP = SURNAMEGIVEN_NAME | Sxis 5000 | 4 20

Step6:  Review the relative declaration of the Teacher(s) (if applicable) and click NEXt=s.

Subject Admin SBA Marks Upload Files Reports ¥  English  &lLogout
4> / SBA Marks / Submit to Principal / Declaration

Start y Step1 3 Step2

Submit te Principal Mark List Declaration

Exam Year:2014  Subject : Chinese Language  Panel Name : Chan Panel(10000-P01)

| confirm that teacher-student relationship (relatives include children, brothers and sisters, nephews and nieces, cousins
and others living in the same home), if any, has been declared as follows:

Total number of student(s): 1
Class Name / No. Document Type Document No. Candidate Name Candidate Name (Chi) Relative Declaration
6A/1 HKID TA000000 SURNAME GIVEN_NAME hirg CHAN TEACHER

Step 7:  Complete the declaration on Network Schools* (if applicable) and click Eifiish.

Subject Admin. SBA Marks Upload Files Reports thir  English  4lLogout

4>/ SBA Marks / Submit to Principal / Network School

Start 3 Step1 3y Step2 y Step 3

Submit to Principal Mark List Declaration Network School

Exam Year:2014  Subject : Chinese Language  Panel Name : Chan Panel (10000-P01)

® No

Is your school a member of a Network School group ? O Yes

16
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*Moderation Arrangement for Network Schools

The SBA marks submitted by schools are subject to moderation by the HKEAA on a school basis.
Some schools may join together (the network schools) to offer network programme(s) for Category
A subject(s). If students from these network schools are taught and assessed by the same
teachers(s) using the same assessment standards in conducting the SBA, it would be logical to
group them into one single moderation group in the process, so that students within the network will
receive comparable moderated results. For details of the moderation mechanism, please refer to the
booklet  “Moderation of  School-based  Assessment Scores in the HKDSE”
(www.hkeaa.edu.hk/en/sba/). If your school is a member of a network school group, click ® Yes
and then select all school(s) in that network. The HKEAA will group all students from the network
schools into a single moderation group only if all schools within the network give unanimous replies.

Subject Admin. SBA Marks Upload Files Reports th3r  English  &llogout
4 / SBA Marks / Submit to Principal / Network School

Start y Step1 5 Step2 3 Step 3

Submit to Principal Mark List Declaration Network School

Exam Year: 2014  Subject : Chinese Language  Panel Name - Chan Panel (10000-P01)

Is your school a member of a Network School group ? ®Yes O No

NOTE:

SBA marks are subject to moderation on a school basis. There are a small number of cases in which schools join
together (the network schools) to offer network programme(s). If students from these network schools are taught and
assessed by the same teacher(s) using the same assessment standards in conducting the SBA, it would be logical to
group them into one single moderation group, so that students within the network will receive comparable moderation
results.

In the school list below, please select the school(s), if any, is/are networking with each teaching group of the subject

Teaching Group $6-T11 / (Chan Teacher (10000-T01))
o Teaffefz;wwqmn Visw | Edit Selected: ABC School (10000)
School List Remark (Optional)

School Name (English) < School Name (Chinese) Schocl

9 v Code #

ABC School Az 20000

=) ABC School HZFERE 30000

O ABC School 2=t oo 40000

Check the declaration statement, and confirm the submission to the Principal by clicking SHBHI.

Subject Admin SBA Marks Upload Files Reports tir  English ¢ Logout
4> / SBA Marks / Submit to Principal Network School
Start 3 Step1 y Step2 , Step 3
Submit to Principal Mark List Declaration Network School
Exam Year: 2014  Subject : Chinese Language  Panel Name : Chan Panel (10000-P01)
Is your school a member of a Network School group ? ® Yes
Declaration °
SBA marks are £ join
together (the net . , ght and
assessed by the 1. To my best knowledge, the work presented for assessment is the students' ogical to
group them into own work. Penalty has been imposed for plagiarised work according to the deration
results seriousness. A report will be submitted to the HKEAA for the 'P' case(s)
identified
In the school list 2. All the marks are correct. subject
3. | confirm that teacher-student relationship (relatives include children,
Teaching Group brothers and gislem. nephews and nieces, cousins and others living in the
same home), if any, has been declared
56-T11 -
o O . O View | Edit 4 Students in the network, if any, are taught and assessed by the same
cl )000-TO
{Shanileachs [ONONSICD) teacher(s) using the same assessment standards in conducting the SBA.
! 1 confirm the above-mentioned
" me (Chinese) ¢
Pl L 20000
ABC School HZF&E 30000
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Step 9: After the marks are submitted to the Principal, the following message will be shown and the Principal will
receive an email notification about the submission.

Subject Admin. SBA Marks Upload Files Reports

#» / SBA Marks / Submit to Principal / Acknowledgement

The SBA marks of the following subject have been submitted successfully to the Principal.

Exam Year : 2014
Subject Chinese Language
Panel Mame :  Chan Panel(10000-P01)

NOTE: Please click Upload Files abowve to see the list of students who need to submit their student works.

Submit another Subject

44 Upload Student Work / Teacher Document

After the SBA marks are submitted to the Principal, Subject Panels may proceed to upload the Student Work /
Teacher Document as shown below.

Note:

1. Teacher Document is required only for Chinese Language, Chinese Literature, Biology, Chemistry and
Physics. Templates of the Teacher Document for the subjects (except Chinese Literature) are also available
under -pmenu.

2. For Design and Applied Technology, school inspections will be conducted; hence no submission of Student
Work is required.

Notes on handling the Student Work file:

1. To facilitate an effective and accurate identification of the work, the work of an individual student in a
certain subject should be submitted as a single file. In case the work of a student contains more than one file,
they should be zipped into one single file. Please note that if the work of a student contains only one file,
there is no need to perform the zipping procedure.

2. For Health Management and Social Care, Literature in English and Visual Arts, the system only accepts
PDF files. For other subjects, the System accepts file formats of zip, pdf, txt, doc, docx, rtf, ppt, pptx, xls,
xlsx, csv, mp4, mp3, mpg, wmv, avi, jpg and tif.

3. The System has no specific requirements for file naming, but it is advised to name the files in a way that is
easy to identify. Please refer to Appendix | for suggestions of file naming.

4. The file size for each student’s work file should not be more than 15 MB. (Note: For Visual Arts and
Technology and Living, the file size for each student’s work file should not exceed 40 MB, and 100 MB for
Information and Communication Technology.)
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Step1: To upload Student Work and Teacher Document, mouse over the UIBIGA0MEIlES menu and then click

Uplpad Teacher
Document / Student
Work
i *% {:’;ﬁi ﬁ.ﬁ, i Hong Kong Diploma of Secon
Examinations and School-based Assessment System
Assessment Authority
" Subject Admin. - SBA Marks -~ [ Upload Files = ™ Reports -
Upload Teacher
Document / Student
Work

Select Language #1555 Englishﬂ

Step 2:  Select subject and click SEareh.

ﬁ L ]':‘;If’: ﬁnﬁ *‘g::j Hong Kong Diploma of Secondary Ed

Examinations and School-based Assessment System (SBAS)
Assessment Authority

5 Subject Admin. - SBA Marks - Upload Files -~ Reports -
4> / Upload Files / Upload Teacher Document / Student Work

Subject: 2014 - Chinese Language th 38 3 v

Step 3:  Click UPIOad to upload Student Work and Teacher Document.

Subject Admin. ~ SBA Marks ~ ™ Upload Files - ™ Reports - 3 English  &iLogout

#» / Upload Files / Upload Teacher Document / Student Work

Subject- 2014 - Chinese Language chEsE % v

SBA Files Submission Period: 01/10/2013 - 31/12/2013
Teacher Document

Total number of record(s): 1

File Type Submission Method Status Uploaded Date File Name File Size View Uploaded File Action
Teacher Document ONLINE Pending m
Student Work

Total number of record(s): 6

o [ oo | Lot [ suvanos | SRS [ouncd] Shopn [ouuno | gt [ [ ol 0o ] e
A1 T000000 | S6-T11 Gﬁrﬁ!ﬂﬁ& txE v ONLINE | Pending m
sA28 | T00000O 6T cﬁ:ﬁf_‘ﬂﬁe SxE v ONLINE | Pending m
6C13 Tooooon | SETH1 Gﬁfﬁﬁﬂﬁ& B3TE v ONLINE | Pending m
623 | Toooooo | seTi | RRNAME LEed v ONLINE | Pending m
6019 | T0O0000O | S6-T11 A BIE v ONLINE | Pending [ upioaa |
6E/11 TO0000O S6.T11 Gﬁfiwjmsm B v ONLINE Pending m

Submit to HKEAA
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-

The following panel will pop up when you click .
You may click Browse... to select file and to upload file.

o G ol s e e e
- o— 20130619 S pp—
Upload Student Work
Class Name: 6B Class No 4
Doc No: TO00000 Student Name: SURNAME GIVEN_NAME
ent File
P Eile to Upload Browse... 5
AME .
NAM er.doc
AME
NAM
AME
NAM
AME
NAME 126025014~ 126025014 - —

\_

~

J

When the file upload is complete, the message ¥ Saved Successiully.

will be shown.

[ Subject Admin. ~ ¢ SBA Marks ~ © Upload Files ~ [ Reports ~ &3 English SUExI
4 / Upload Files / Upload Teacher Document / Student Work
Subject 2023 - English Language REIE v
W Saved Successfully.
SBA Files Submission Period: 04/11/2022 - 11/11/2022
Student Work
Total number of record(s): 6
‘ ﬁ:‘ms:‘ D"Cx?’;“[ T‘E;g'.‘"ggc Student Name < s"(‘gf‘me';g')"f (%e;g:;: :r ?S:“‘;‘:e 5“;2;?;;";’ File Type Staisc | Uploaded Date¢| File Names | File Sizes up:&%;geu Action
(For ENGLISH LANGUAGE only)
The video and assessment record for each selected student should be uploaded separately.
For video files, the System accepts file formats of mp4, mpg, wmv and avi.
O SubjectAdmin. ~ < SBAMarks ~ [ Upload Files > 1@ Reports ~ £ English FUIST N

£ / Upload Files / Upload Teacher Document / Student Work

Subject 2023 - English Language =|

V" Saved Successfully.

Student Work

Total number of record(s): 6

Class Document Teaching

Name~ Noz Groups
SEBOTI8 YI2MSS!  ghnoea
SBBCIT96 Y2345672 ng SVPA
S6CL/B16  Y9876549- C_Sg S}_,A
SECYES  YMSOTE  oheea
SEYCIETS 4567894 GEQSEB
SBYCIBTS V5678905  gmoups

SBA Files Submission Period. 04/11/2022 - 11/11/2022

Student Name &

CANDIDATE NAME
921588100

CANDIDATE NAME
925249809

CANDIDATE NAME
926185262

CCANDIDATE NAME
928946246

CANDIDATE NAME
929466388

CANDIDATE NAME
927695585

Student Name
(Chinese) s

F£921588100

925249809

£5926185262

E=926948246

F£929466288

H£927695585

Selected
(PartAor
B¢

Selected
(PanB)s

Submission
Method &

ONLINE

ONLINE

ONLINE

ONLINE

ONLINE

ONLINE

File Type

Video

Assessment
Record«

Video

Assessment
Record«

Video

Assessment
Record+

Video

Assessment
Record«

Video

Assessment
Record«

Video

Assessment
Record«

Status &

Uploaded
Fending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending

Action

Re-
upload

View
Uploaded Date 2| File Name & File Size & Uploaded
File

07-11-2022
17:24:08

ELANG(1234
Srmpi | 5968MB ®

Upload
Upload
Upload

Upload

Upload

&

Uploaded videos can be viewed by clicking the “Play” @ button.
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Step 4:

Step 5:
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After all the files are uploaded, click SUBMITIOINKEAA to submit the files to the HKEAA.

Subject Admin. 1 SBA Marks ~ Upload Files Reports.

4 / Upload Files / | Sybmit to Principal Student Work

Subject 2014 - Chinese Language JE;E

SBA Files Submission Period: 01/10/2013 - 31/12/2013
Teacher Document

Total number of record(s): 1

File Type Submission Method Status
Teacher Document OMNLINE Uploaded
Student Work
Total number of record(s): 6
Sl | Doament | s | suertane

SAM ToooOoOO | S6-T11 Gﬁ,ﬁ'ﬁ'ﬁag

aaze | Tooooooo | seTH1 | GANEME.

6c3 | Tooooooo | SeTH | uENARL.

6023 | T0000000 | S8T11 | GuANGME

609 | TO00DOOO S6-T11 Gﬁ}éi'fﬁ’iﬁe

BEM1 TO000000 56-T11 Gﬁ%mﬁm;E

Submit to HKEAA

v

Uploaded Date

28-10-2013 16:41:44

Siudent Name
(Chinese) ¢

3T

]

3T

P

PE

P&

Selected

File Name
CLANG(TD) zip
SMUE;EE;T" Status ¢
ONLINE Uploaded
ONLINE Uploaded
ONLINE Uploaded
ONLINE Uploaded
ONLINE Uploaded
ONLINE Uploaded

$3r  English  4lLogout
File Size View Uploaded File Action
149 Bytes f,
View
Ulgz‘ﬁ:dfd Nainllzc SinLI}ec Upﬁg‘led B
et [omm | g | 3
2020 | oz | 0|
A oo | gty | &
e o | g | L
20 oo | 0| L

The following message will be displayed upon successful submission.
notification about the submission.

The Principal will receive an email

o Subject Admin. ~ <1 SBA Marks ~ @ Upload Files ~

1 / Reports / Upload Teacher Document / Student Work

Upload SBA File Acknowledgement

@ SBA Files for the following subject has been submitted successfully to HKEAA on 07-11-2022 at 15:07:38.

Exam Year 2023

Subject : English Language =E:E5

@ Reporis +
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Step 6:  (Optional) A report showing the Student Works uploaded can be downloaded for record. Mouse over the
menu and then click IVIBIKIREPOItS. Choose ‘Record/Change of SBA Student Work Submission’ and
click

— %X XARESH Hong Kong Diploma of Secondary Education Examination
Ex Hong Kong School-based Assessment System
Examinations and
Assessment Authority

5 Subject Admin. ~ < SBA Marks -~ @ Upload Files ~ = [ Repors =

© / Reports / Mark Reports Mark Reports

Subject - * 2019 - Physics #7 v Teacher Document Template

Report Type :* Mark Summary Sheet by School (Sorted by Final Mark) v

| Mark Summary Sheet by School (Sorted by Final Mark)
Mark Summary Sheet by School (Sorted by Class name/Class no.)
Mark Summary Sheet by Teaching Group (Sorted by Final Mark)
Mark Summary Sheet by Teaching Group (Sorted by Class name/Class no.)
Statistical Chart by School
Statistical Chart by Teaching Group

Record/Change of SBA Student Work Submission

» Request for a change of student(s) for work submission
» Ifthe work of any chosen student cannot be located, or involves any irregularities (such as mark penalty
being imposed due to less serious plagiarism cases or late submission), the Subject Panel should contact
the SBA Team of the HKEAA to request for a change of student(s) for work submission.

Subject Telephone number of the SBA Team
3628 8068

All Science subjects
Technology and Living
Chinese Language
Chinese Literature

Design and Applied Technology 3628 8089
Health Management and Social Care

Visual Arts

English Language

Information and Communication Technology 3628 8066

Literature in English

* The Subject Panel will be requested to generate the document ‘Record/Change of Student Work for
SBA Work Submission’ and fax or email the completed document to the HKEAA. (See step 6 above)

e After confirming the arrangement, the HKEAA will fax or email an amended form to the school for
school’s record.

* The list of students for submitting Student Work in the System will be updated. The Subject Panel may
proceed to upload and submit the documents.

22




HKDSE SBA System User Manual

5. Principal Section

5.1 Task Outline

The work flow for the Principal in completing the submission for individual subjects is as follows:
1. Anemail notification will be received when a Subject Panel finishes the mark submission.
2. Review the SBA marks. Return them to the Subject Panel for checking by using the ‘Reject to Panel’
function if necessary. [See Section 5.2]
3. Submit the marks to HKEAA if they are correct. [See Section 5.2]

Please note that the screen captures below are for illustration purpose, for the subject specific details of the mark
input requirements, please refer to the SBA Teachers’ Handbook.

After the issuance of the relevant letter to schools, Principal may download the SBA Moderation Reports of the
previous year in the SBA system. [See Section 5.3]

5.2 Submit to the HKEAA

After a Subject Panel has submitted the marks, the Principal should process the marks as shown below.

Step Mouse over the - menu and then click _

1:

T EE TR Z ¥ -
/"—‘ # Ho:i I{m:{,:,-m y Hong Kong Diploma ¢
Examinations and School-based Assessment

Assessment Authority

1 5BA Marks ~ Upload Files Reports

Submit to HKEAA

Select Language {B{E:85S Englishﬂ

Step Select the subject for submission. Click -
2:

F WAL

/"' Hong Kong Hong Kong Diploma of Secondary Education
Examinations and _
A Assestment Authority School-based Assessment System

SBA Marks Upload Files Reports
4 / SBA Marks / Submit to HKEAA

Exam Year / Subject : 014 - Chinese Language o B8 ﬂ

Select “All Subjects” and click View to obtain an overview of all SBA subjects.
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Step Mark Summary Sheet by School (Sorted by Final Mark)
) Mark Summary Sheet by School (Sorted by Class name/Class no.)
3 Mark Summary Sheet by Teaching Group (Sorted by Final Mark) 1

Mark Summary Sheet by Teaching Group (Sorted by Class name/Class no.)
Statistical Chart by School
Statistical Chart by Teaching Group ]

Different reports are available for checking. Select | Récord/Change of SBA Student Work Submission ]
and click View. If the marks are correct, Click SUBMIEIOMIKEAA to start submission to the HKEAA.

©8BA Marks ~ [ Upload Files ~ [ Reports ~ =3z English S Exit
> / SBA Marks / Submit to HKEAA

Exam Year / Subject 2019 - Physics $7:= 3
Sl Mark
Submission T 2 -
Exam - Submission Registered input of Last
Year Rbleck F;frg;d Period To Candidates assigned EEED Updated Reparts
students
2019 Physics 01-11-2018 09112018 30 30/30 to 2018 || Mark Summary Sheet by School (Sorted by Final Mark) v| view

Principal | 14:21:16 | [V R R e L )
Mark Summary Sheet by School (Sorted by Class name/Class no.)
Mark Summary Sheet by Teaching Group (Sorted by Final Mark)
Mark Summary Sheet by Teaching Group (Sorted by Class name/Class no.)
Statistical Chart by School
Statistical Chart by Teaching Group
Record/Change of SBA Student Work Submission

4 I
If necessary, click RejecttolPanel== to return the SBA marks to the Subject Panel for checking.

After the marks are submitted to the HKEAA, and before the submission deadline, if the Principal
wishes to reject the marks to the Subject Panel, he/she should first withdraw the marks from the
HKEAA by clicking — then reject the marks to the Subject Panel.

- J

Step  Review the marks of each student and click NEXEE=S.
4:

SBA Marks ~  Upload Files = ™ Reports ~
4> / SBA Marks / Submit to HKEAA / Mark List

Start 3 Step 1

Submit to HKEAA Mark List

Exam Year : 2014  Subject - Chinese Language  Panel Name : Chan Panel (10000-P01)
| confirm the following :

+ To my best knowledge, the work presented for assessment is the students” own work. Penalty has been imposed
for plagiarised work according to the seriousness. A report will be submitted to the HKEAA for the 'P' case(s)
identified.

All the marks are correct.

Total number of student(s) : 150

Name ! ;f‘;'::i:g Student Name (Eng) ¢ 5"'{“;:; :a"'e RTe | Fnal ﬁfési!?;_cf i&éf%(%!f;)v_c: Eﬂggﬂl

No. & - (0-10) (0-10) (0-20)

BA 11 $6.T11 Gﬁ,‘éﬁﬁmﬁE B 3550 E 4 5 A
6412 S6.T11 Gﬁ,“éﬁiﬁmﬁE P 32.00 3 4 5

6413 S6.T11 Gﬁ,‘g’iﬁmE P 32.00 3 4 5

6414 S6T11 Gﬁf%?ﬁﬂli& FXE 32.00 3 4 5

BA/S 56-T11 Gﬁ,‘éﬁi’mﬁE wRE 32,00 3 4 5

646 8611 Gf{,“éﬁiﬂﬁE wRE 32,00 3 4 5

6AIT $6.T11 Gf{,“éﬁiﬂﬁE X 32.00 3 4 5

6418 S6.T11 Gﬁ,“éﬁiﬁmﬁE P 32.00 3 4 5

6419 S6.T11 Gﬁ;g"im;kf P 32.00 3 4 5

64110 S6.T11 Gﬁ,‘g’iﬁmE X 32.00 3 4 5 y
e s SURNAME TEH annn . . -
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Step

Review the relative declaration of teacher(s) (if applicable) and click NEXtESS.
5:

SBA Marks Upload Files Reports

3 English  &lLogout

4> / SBAMarks / Submit to HKEAA / Declaration

Start

Submit to HKEAA

y Step1 5 Step 2

Mark List Declaration

Exam Year : 2014 Subject : Chinese Language  Panel Name : Chan Panel (10000-P01)

| confirm that teacher-student relationship (relatives include children, brothers and sisters, nephews and nieces, cousins
and others living in the same home}, if any, has been declared as follows:

Total number of student(s): 1

Class Name / No_ Document Type Document No_ Candidate Name Candidate Name (Chi) Relative Declaration
6471 HKID TO0D0000 SURNAME GIVEN_NAME o3 Chan Teacher
Step  Review the declaration on Network Schools (if applicable) and click Eifiish.
SBA Marks Upload Files Reports 3 English  &1Logout
4 / SBA Marks / Submit to HKEAA / Network School
Start  Step1 5 Step2 , Step 3
Submit to HKEAA Mark List Declaration Network School
Exam Year : 2014 Subject : Chinese Language  Panel Name - Chan Panel (L0000-P01)
NOTE:
SBA marks are subject to moderation on a school basis. There are a small number of cases in which schools join
together (the network schools) to offer network programme(s). If students from these network schools are taught and
assessed by the same teacher(s) using the same assessment standards in conducting the SBA, it would be logical to
group them into one single mederation group, so that students within the network will receive comparable moderation
results
| confirm that students in the network, if any, are taught and assessed by the same teacher(s) using the same
assessment standards in conducting the SBA
Teaching Group Teacher Name (Eng) Teacher Name (Chi) School Name(s) Remark
S6-T11 Chan Teacher fRE ABC School / 17,7 th£1(30000)

Step

Check the declaration statement, and confirm the submission to the HKEAA by clicking -
7

SBA Marks Upload Files Reports

3% English  &lLogout
4 / SBA Marks / Submit to HKE! Network School
Start y Step1 3 Step2 3 Step 3
Submit to HKEAA Mark List Declaration Network School
Exam Year: 2014  Subject : Chinese Language  Panel Name : Chan Panel (10000-P01)
NOTE:
SBA marks are Declaration o.u‘jnin

together (the n aught and
assessed by th ¢ logical to
group them int 1. To my best knowledge, the work presented for assessment is the students' loderation
results. own work. Penalty has been imposed for plagiarised work according to the
seriousness. A report will be submitted to the HKEAA for the ‘P’ case(s)
| confirm that s identified. ne
assessment st
2. All the marks are correct.
Teaching Group Teacher b | confirm that teacher-student relationship (relatives include children, 3 Name(s) Remark
S6.T11 ch brothers and sisters, nephews and nieces, cousins and others living in the =
= an

same home), if any, has been declared. FZFAE L (30000)

4. Students in the network. if any. are taught and assessed by the same
teacher(s) using the same assessment standards in conducting the SBA

| confirm the above-mentioned.

Cancel
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Step After the submission to the HKEAA is confirmed, the following message will be shown. The Principal and the

8: Subject Panel will receive a confirmation email about completion of the submission.
. *% l’:‘;ﬁi ﬁnﬁ A Hong Kong Diplema of Secon
Examinations and School-based Assessment System
Assessment Authority

SBA Marks = = Upload Files - 1 Reports -

4> / SBA Marks / Submit to HKEAA / Acknowledgement

The SBA marks of the following subject have been submitted successfully to the HKEAA.
Exam Year : 2014
Subject Chinese Language
Panel Name :  Chan Panel{10000-P01)

Submit another Subject

5.3 Download SBA Moderation Reports

After the issuance of the relevant letter to schools, Principal may download the SBA Moderation Reports of the

previous year as shown below.

Step 1:  Mouse over REPOIS menu and click VIGHETatIONIREPOIEs. The reports are listed by subjects.

' SBA Marks ~ ™ Upload Files - | [ Reporis ~

Mark Reports
Moderation Reports

Select Language BEEE= | English v

# ‘&];E)ﬁg f}oﬁ;ﬁ ol Hong Kong Diploma of Secondary Education Examination
Examinations and School-based Assessment System
Assessment Authority

Step 2:  Principal may also check the boxes in the first column and click DOWRIOA0ISelectediteportsiasiaizipiile for

downloading reports of multiple subjects.

| SBA Marks ~ [ Upload Files ~ & Repors ~
 / Reports / Moderation Reporis

Moderation Report for 2014

Download selected reporis as a zip file

Total Records: 15
] Subject ~

b ‘ﬁzu’oﬁi fi‘oﬁiﬁ ol Hong Kong Diploma of Secondary Education Examination 8
Examinations and School-based Assessment System
Assessment Authority

Reports ¢
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6. Appendix I: File Naming Convention

The System has no specific requirements for file naming, but it is advised to name the files in a way that is easy
to identify. Teachers may create file names for Student Work and Teacher Document according to the following
naming conventions.

Please note that for Health Management and Social Care, Literature in English and Visual Arts, the system only
accepts PDF files. For other subjects, the System accepts file formats of zip, pdf, txt, doc, docx, rtf, ppt, pptx,
xls, xlsx, csv, mp4, mp3, mpg, wmv, avi, jpg or tif.

File Filename Conventions
Student [Subject Abbreviation] [(6-digit Student Document Number)].[File extension]
Work*

e.g. CLANG(123456).zip, CHEM(362880).doc, ELANG(246800).mpeg

Note:

»  The ‘6-digit Student Document Number’ comes from the beginning six digits of the identity
document of a student. For example, if the HKID number of a student is K362880(1), the
document number of him/her is then ‘362880°.

»  Please note that if the work for a student contains only one file, there is no need to perform the
zipping procedure.

»  If students are completing their work in digital format, teachers can encourage them to use the
above naming convention for their work.

Teacher [Subject Abbreviation] (TD).[File extension]

Document*

e.g. CLANG(TD).zip, CLANG(TD).doc, CLANG(TD).pdf
PHYS(TD).zip, PHYS(TD).doc, PHYS(TD).pdf

Note: Please note that if the Teacher Document contains only one file, there is no need to perform the
zipping procedure.

* Subject Abbreviation:

Subject Subject Abbreviation
Biology BIO
Chemistry CHEM
Chinese Language CLANG
Chinese Literature CLIT
Design and Applied Technology DAT
English Language ELANG
Health Management and Social Care HMSC
Information and Communication Technology ICT
Literature in English LITENG
Physics PHYS
Technology and Living (Fashion, Clothing TLFASHION
and Textiles)
Technology and Living (Food Science and TLFOOD
Technology)
Visual Arts VARTS
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