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1 Module Overview

1.1 Introduction

1.1.1 Objective

Code Management Module is used in the initial setup of the CloudSAMS after its
installation. It can be used to manage the EDB code table, School code table
and EDB/School code table to facilitate data input. This document provides
knowledge on Code Management Module functions and the corresponding
procedural guide.

1.2 Function Chart

— Maintenance

— Report

—— Data Communication
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1.3 Flow Diagram
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1.4 Interactions with other modules

CDS
- HSEO3 Import Codes in School

HSE

Security

- HSEO01 Maintain school code
- HSEO2 Reporting
- HSEO3 Import Codes in School

[l HSEO01 — Maintain school code
e Security
o Get permission rights

1  HSEO02 - Reporting
e Security
e Get permission rights
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1 HSEO03 - Reporting

e CDS
e Depend on CDSAPI to get the message
e Security

e Get permission rights
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2 Operation Procedures

2.1 Code Table

2.1.1 Sorting and Ordering Code Table Items

B

Function Description

Users can search the code tables by type and category. Besides, users can sort
the list of code tables in “Alphabetical” order by:

e Table Type

o i.e. EDB code table, School code table, EDB/School code table
e Table Name

e (EDB: 65; Sch: 20; EDB/Sch: 14)
e Category

e General

e School Management

e School Activities Management

e Special Education

o Staff

o Attendance

e Award & Punishment

e Student

e Student Activities

e Talent Databank

L] Pre-requisites
N/A
B  User Procedures

1. Click [Code Management] = [Maintenance] from the left menu.

2. To narrow down the number of records shown, select the appropriate Type
and Category, and then click [Search] button.

Copyright © 2024. Education Bureau. Page 4
The Government of the Hong Kong Special Administrative Region of the People’s Republic of China.
All Rights Reserved.



CloudSAMS - User Manual
Code Management Version 1.0

3. Click on the table headings in the first row to sort/arrange the order of the
table items.

“ Code Management

T e

Student Information Enguiry - [5-HSE01-01] Code Management > Maintenance

> School Management v search Code Table
> Student
2 o

> Attendance
> Student Activities Type ‘ all v‘ Category ‘ all v‘
> School Activities Managems
> Award & ; Fi‘lter‘ Enter keyword |
> Assessment 3
> Institute Application
> sp
> Staff Deployment
> staff

EDB Acting Type Staff
> cos SEEE
> HKAT EDB Activity Category Student Activities
> Applied Learning =
ST EDB Admission Type Student

B

2 e EDB Area General
> sPA HE
> WFSFAA(SFO) EDB Talent Datzbank
> Report Management

EDB School Management
> Data Management
> Talent Databank DB School Management
> Timetabling (TsI)

EDB School Management

Student Activities

Report

School Management
Data Communication

EDB Departure Reason Attendance

R

v Access Control

o .| s Departure Reason staft
L Post-effects
N/A
Notes
N/A
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2.1.2 Maintain Code table
Update Code table
L3 Function Description
Users can update the status of a code table and code:
» OB Create Update Delete ACt'V.e J
Codified Tables Inactive
EDB code Table No No No Yes
School code Table Yes Yes No Yes
EDB/School Code Table | Yes (can only | Yes (can only No Yes
add school | update school
codes) codes)
[L]  Pre-requisites
Addition and updating are allowed to authorized users only.
“B  User Procedures

1. Click [Code Management] - [Maintenance] from the left menu.

2. Click on the table headings in the first row to sort/arrange the order of the

table items.

3. Click on the Table Name hyperlink to select a code table.

[5-HSE01-01] Code Management > Maintenance

v Search Code Table

Type Al

Filter| Enter keyword

v Category

Attendance

staff

staff

Student Activities

Student

Genera

Talent Databank

School Management

School Management

School Management

Student Activities

School Management

Attendance

staff
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4. Change the activation status of code table, where A represents active and |
represents inactive.

[5-HSEQ1-02] Code Management » Maintenance

“ Training Course Type

Table Training Course Type Type EDB

Code From ‘ | Code To ‘ |
Description (Eng) ‘ | Description (Chi) ‘ |
Status Active Inactive Both

Filter‘ Enter keyword |

Description (Chi) Status

02 Catering for Diverse Learning EEEEEE 4 E-
03 Communication Course E=EE |
05 Course in Education EEIEEE n |
10 Curriculum Development Course FEERSEE “ |
15 Extra-curricular Activities Course EEEEE “ |
20 General Administration Course —RITEHRE n |
23 Inclusive Education Bt “ |
25 Information System Course ENRaEE “ |
30 Induction Course AEERE “ |
35 Kindergarten Principal/Teacher Training Course LERmRE [ SmEEEE “ |
Note(s)

[1]A- Active, I - Inactive

5. The authorized users can modify the English and/or Chinese descriptions
of the School code tables to update the code information.

6. Click [Save] button and confirm the operation.
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[5-H5E01-02] Code Management > Maintenance

Table Absent Reason Type School

Code From ! | Code To ‘ |
Description (Eng) ! | Description (Chi) ‘ |
Status Active Inactive

s (DR XK

Fil!er‘ Enter keyword ‘

5o [ interval between dropout and resdmissien
R [ 1 | "R '
o | [saemn Il ) O | O .
04 IBadweather’ \ | |7| |7| et :
03 | parents appiication ‘ | |_| | [ ] |
% | [Tuancy | [2= | 4 Y
7| = OO O .
08 [ Other reason (weived record) || [mtm=cnsas | |7| |7| v i
UE: IOtherreasnn ‘ |EEV§§ | |7| M ii‘ “ 1

Note(s)

[1]A- Active, I - Inactive

[l  Post-effects

1. A newly modified code can be chosen in a particular code table for user
selection after successful saving of the modification.

2. Updating the information of codes will be effective at once for use in other
modules.

(R Notes

The status of expired code items is dimmed and cannot be changed.

Add New Code

[ Function Description

Users can update the status of the code table and add new code:

Operation Active /

Codified Tables ACELS Update | Delete | |\ ctive
EDB code Table No No No Yes
School code Table Yes Yes No Yes
EDB/School Code Table | Yes (canonly | Yes (can only No Yes

add school update school
codes) codes)
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O Pre-requisites
Addition and updating are allowed to authorized users only.

B  User Procedures

1. Click [Code Management] > [Maintenance] from the left menu.

2. Click table headings in the first row to sort/arrange the order of the table
items.

3. Click on the Table Name hyperlink to select a code table.

[5-HSE01-01] Code Management > Maintenance

v Search Code Table

Type | School v ‘ Category | All V‘

Filter| Enter keyword ‘

T R T

school Absent Reason Attendance
HERRE

School Award Category Award & Punishment
EREER

School Award Event Award & Punishment
ZEREE

School Award Source Award & Punishment
ERLE

school Awards/Certifications/Achievements Student Activities

BE/EBEXE/ AR

school Committee Staff

===
School Committee Duty staff

EEERE
School Early Leave Reason Attendance

3 2EFE

School Facilities Zone School Management

HREE
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4. Click [Add] button and then input the Code ID, English and Chinese
Descriptions for the new code record.

[S-HSE01-02] Code Management > Maintenance

=

Table Early Leave Reason Type School

Code From ‘ ‘ Code To ‘ |
Description (Eng) ‘ ‘ Description (Chi) ‘ |
Status 4 Active Inactive Both

Co
Waived
De: E 2] Chi
Eﬂ
g

| Reason unknown [ i
02| exernal actviies ||| motzm | |7\ |
03 [ parent’s application NEEE T | |_\ n |
04 | sickness e | [ ] |
05 | Other reason (waived record) ||| =tmm (megs | |
06 | otherreason e ‘ [ n I

| \ [ |

4 ||

MNore(s):

[1]A- Active, | - Inactive.

5. Update the code record or change the activation status of the code table.

6. Click [Save] button and confirm the operation.

[l  Post-effects

1. Newly added code can be chosen in particular code table for user selection
after successful creation of fields.

2. Updating the information of codes will be effective at once for use in other
modules.

(R Notes

1. Once a code has been added, it can be activated or inactivated but not
deleted.

2. Validation:
e Code number
e The range of code number in EDB/School Code table is
e EDB — EDB-defined

e School — school-defined (e.g. 900-997 in Subject code table,
5001-9999 in ECA/Service Post code table)

e Code Description
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e English
e Chinese
e Status
o Active
¢ Inactive

Search Code table

Ed  Function Description

Users can search the code according to the search criteria.

O  Pre-requisites
User must select corresponding code table first.

B  User Procedures

1. Click [Code Management] - [Maintenance] from the left menu.

2. Select relevant code table. (Below will use Award Event as an example)

[S-H5E01-01] Code Management > Maintenance

v Search Code Table
Qe

Type | All ~ | Category | Award & Punishment v|

Filter | Enter keyword |

EDB/School Punishment Action Award & Punishment
BERE

School Award Category Award & Punishment
ZEIEE

School 2 Award Event Award & Punishment
BEIEE

School Award Source Award & Punishment
BEIHE

School Award & Punishment
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3. Enter the search criteria and click [Search].

[5-H5E01-02] Code Management > Maintenance

v Award Event

Table Award Event

Code From | ‘

Description (Eng) | ‘

Status Active

LT ee L] o]

Filter‘ Enter keyword |

Inactive Both

Type
Code To | ‘

Description (Chi) | ‘

R - B e B .

PO0O1

| Menitor service award | ‘ HEEES -
Pooo2 | Fame service award | ‘ EsEEEE ‘ A -
Poooz | Inter-school Dance Festival Chinese Dance Award | ‘ TEEHOFIEEESE ‘ 1
PO0O4 | Inter-school Cantonese poetry chanting runner-up | ‘ 1
PODOS | Extracurricular Mathematics Competition Merit Avar ||| s mmroamen | n |
PO00G | Inter-school volleyball competition runner-up | ‘ HEEHIETE ‘ 1
Poo07 | Inter-school Music Festival Piano Competition runn | ‘ TEEEHSSEEE ‘ n 1
POooE | Inter-school football champion | ‘ WEETEEE ‘ n 1
pnnna e T I S — .
Nore(s)

[1]A- Active, | - Inactive.

4. Users can perform the operation
mentioned above.

update and add codes using the methods

[S-HSEQ1-02] Code Management > Maintenance

v Award Event

Table Award Event

Code From ‘ ‘

Description (Eng) ‘ ‘

Status Both

Inactive

Filter‘ Enter keyword ‘

Type School

Code To ‘ ‘

Description (Chi) ‘ ‘

Descriotion (Chi)

e0001 4

‘ Monitor service award | | EEEEE | 1
20002 ‘ Fame service award | | ELEES | A -
0002 ‘ Inter-school Dance Festival Chinese Dance Award | | 1
POo04 ‘ Inter-schoel Cantonese poetry chanting runner-up | | 1
P000S ‘ Extracurricular Mathematics Competition Merit Awar | | WOEELEERSE | 1
20008 ‘ Inter-schoel volleyball competition runner-up | | BEESFEESE | 1
0007 ‘ Inter-scheal Music Festival Piano Competition runn | | RESEAESEETE | 1
Pooos ‘ Inter-schoel football champion | | REEEEEE | 1
pANNG [ . P L PSS 1
Note(s)

[1]A- Active, | - Inactive
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s Post-effects

The list of codes is displayed according to the search criteria.

N Notes

N/A
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2.2 Reporting

2.2.1 View report

B

Function Description

Users can generate reports for various code tables and view the report results in
the Adobe Acrobat Reader or print them out.

(Il Pre-requisites
Abode Acrobat Reader is installed.

B User Procedures

1. Click [Code Management] = [Report] from the left menu.

2. Click on the table headings in the first row to sort/arrange order of the table
items.

3. Click on the print icon to preview a code table or simply click [Preview All].

[S-HSE02-01] Code Management > Report

©@ Preview All

Format WORD EXCEL RICHTEXT

Filter | Enter keyword

w

Type & Table Name & Category $

Attendance

EDB Acting Reason Staff

i x

EDB Acting Type Staff

[}

EDB Activity Category Student Activities

Student

General

Talent Databank

School Management

School Management

School Management

EDB Components of Other Learning Experiences Student Activities

Ens

EDB Curriculum Type School Management
B2

enR Nenarture Reasnn Attendance

IE0EEEE 06 DO B|af
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4. Preview and

R-HSE001-E

print the report.

School Year : 2020/2021 Sioe
Table Name : Absent Reason for Suspected Dropout Category

:+ 14/12/2023

: Lot'l
: Attendance

Description

Non-at tendance
Non-attendance
Non-at tendance
Non-at tendance
Non-at tendance
Non-at tendance
Non-at tendance
Non-at tendance

Iype
(with academic difficulties)
(with behaviour difficulties inside school) EDB
(with behaviour difficulties outside school)
(with emotional/ psychological difficulties)
(with family/child care problem)
(with health/physical problem)
(withheld by parents)
(moving house)

Pending confirmation of reason behind the student's absence

Non-at tendance
Others

(other reasons)

Total Mo. of Record(s) Listed : 11

Status

Post-effects

N/A

Notes

[

N/A

*w* End Of Report ***
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2.3 Import Codes in School

2.3.1 Maintain Import Codes in School

View Import Codes

[l Function Description

Users can view the import code table from CDS server to school server.

O Pre-requisites
1. School-end CDS has already downloaded the file and CDS message sent by
EDB.

2. Table structure and information such as code table type (EDB, EDB/School,
School), category, and table name for new code table must be set up in
school CloudSAMS.

B  User Procedures

1. Click [Code Management] - [Data Communication] from the left menu.
Click on table headings in the first row to sort/arrange order of the table items.

3. Click on the Description hyperlink to select an imported code, and then a
pop-up window will display the imported code information.

[5-HSE03-01] Code Management > Data Communication

Process Incoming Data

' Search Incoming Message

Subject (Code) CDS Administration (CDSAD) Type (Code) All v
Description ! Message Status All A4

EDB Reference

Received Date From DD/MM/YYYY m Received Date To DD/MM/YYYY E
(DD/MM/YYYY) (DD/MM/YYYY)

Priority u Normal Urgent

Filter | Enter keyword

Message Status S

<< < |1¥]pageof8 > » Display |10 w| records 7 page

Subject (Code) & Type (Code) & Received Time ¥

Imported 335621 3 Auto-update codes (2024.06.27) - CDS Administration Document (DOC) 27/06/2024 11:44
1143 Batch 434r3/444r2 (CDSAD) AM
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4. Click [View] button to view or download the attached file.

View Incoming Message

[S-HSE03-02] Code Management > Data Communication > View Incoming
Message

B open [ Archive  [a] Delete

Auto-update codes (2024.06.27) - 1143 Batch

Description

434r3/444r2
Subject (Code) CDS Administration (CDSAD)
Type (Code) Document (DOC)

Authentication Method School Key Not Required

Message Status Imported
Received Time 27/06/2024 11:44 AM
Priority Normal

EDB Reference

Encrypt Downloaded
Files

—
File Attachment 4 hserpt.zip

No

[  Post-effects
The error is recorded in the log file if the import is unsuccessful.
N Notes

N/A
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