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1 Module Overview 

1.1 Introduction 

1.1.1 Objective 

Customization module consists of four major components – Account Information, 
Personalization, Change Password and Quick Access. 
 
a. Account Information allows users to view their own account information. 
 
b. Personalization allows users to customize their own personal settings. 
 
c. Change Password enables users to change their own user account 

passwords after logging into the system. 
 
d. Quick Access allows users to customize their own quick access preference. 

 
 
 User Menu displays various kinds of information. 

 
Notification displays various kinds of notifications from across CloudSAMS 
systems or modules. 
 
 
Dashboard consists of six widgets – School Calendar, Class Attendance, Class 
Timetable, Student Info, Notes, Free Teachers. 
 
a. School Calendar allows users to view school calendar items. 

 
b. Class Attendance allows users to view student’s attendance information. 

 
c. Class Timetable allows users to view class timetables of different classes. 

 
d. Student Info allows users to view individual student information. 

 
e. Notes allows users to view and edit the content in the Notes widget. 

 
f. Free Teachers allows users to view free teachers. 
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1.2 Function Chart 
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1.3 Flow Diagram 

N/A 
 
 

1.4 Interactions with other modules 

 
 
 
 

 
CUS 

SCH 

- SCH13 School Calendar 
 

 ATT 

- ATT01 Maintenance 
 

CDS 

- CDS01/03 Import / Export Data via CDS 
 

STU 

- STU14 Seating Plan 
- STU45 Student Information Enquiry 
 

TSI 

- TSI01 Timetabling 
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2 Operation Procedures 

 
2.1 Customization 

2.1.1 Account Information 

 Function Description 

 
This function allows users to view account information. 
 

 Pre-requisites 

 
1. The user must login first. 
 

 User Procedures 
 
1. Click [Customization]  [Account Information] on the left menu. 
2. System displays General Information such as: School Level, School 

Session, User Type, User Code, User ID, Password Expiry Information, 
English/ Chinese User Name, Login Language, User Account Access 
Time, User Account Internet Access Time, Account Expiry Information 
and User Group(s) attached. 
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3. Mapped CloudSAMS User ID and Common Log-on Username are 
displayed in the Common Log-on Information session. 

 
 

4. User can click [Delete] button displayed in the Common Log-on 
Information session to remove the mapping. 
 

 Post-effects 

 

N/A 
 

 Notes 

 
1. Only your personal account information is shown. 
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2.1.2 Personalization 

This function allows users to customize user account personal settings, such as 
preferred colour scheme and system default language. 
 
 
Edit Personal Preferences 

 Function Description 

 
This function allows users to edit personal preferences. 

 Pre-requisites 

 
1. The user must login first. 

 User Procedures 

 
1. Click [Customization]  [Personalization] on the left menu. 
2. Colour scheme and System default language are displayed and available 

for personalization. 
3. Update the applicable setting. Change of Colour scheme will be displayed 

upon selection. 
4. Click [Save] button. 

 
 
5. Click [Reset] button to reset all the setting. 

 

 Post-effects 

 
1. If user clicks [Save] button, system returns success message “Record 

saved successfully.” at the top of the screen. 
2. The personal perferences are updated. 
 

 Notes 

 
1. The change in Personalization setting will take effect only after user logins 

CloudSAMS again. 
2. The available colour schemes are Blue, Green, Orange or Purple. 
3. The available default languages are Chinese or English. 
 

3 
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2.1.3 Change Password 

This function allows users to change their user account passwords after logging 
into the system. 

 

 Function Description 

 
This use case allows users to change their user account passwords. 

 Pre-requisites 

 
1. The user must login first. 

 User Procedures 

 
1. Click [Customization]  [Change Password] on the left menu. 

2. Enter Old password, New password and Re-enter new password that 
fulfils valid password format. Then system enables [Save] button. 

 

3. Click [Save] button. 
 

2 
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 Post-effects 

 
1. If user clicks [Save] button after entering a valid password, system returns a 

message “Password changed successfully.” at the top of the screen. 

2. The password is updated. 

3. The new password will take effect immediately. The system keeps a number 
of passwords in the password history for each user. 

 

 Notes 

 
1. Length of password: 8-40 characters. 

2. Password is case-sensitive. 

3. User ID, the words of "password" and "websams" cannot be used as 
password. 

4. Password format: 
- contain English character(s) a-z (lower case) 
- contain English character(s) A-Z (upper case) 
- contain digit(s) 0-9 
- contain special character(s) ("Space" is not allowed) 
The password should fulfill ALL of the criteria above. 

5. New passwords should not be the same as the ones stored in the password 
history. The number of passwords stored in password history is maintained 
in the System Configuration function. 
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2.1.4 Quick Access 

This function allows users to choose designated functions and setup quick 
access buttons in the CloudSAMS home page to allow users to reach these 
designated functions directly. 
 
 
View Quick Access 

 Function Description 

 
This function allows users to view and access quick access item(s). 

 Pre-requisites 

 
1. The user must login first. 
2. Quick access items are added in [S-CUS04-01] Customization > Quick 

Access. 

 User Procedures 

 
1. Click [Quick Access] on the left menu. 
2. The quick access items button(s) are shown in [Quick Access] menu. 

 
 

3. Click the selected item in quick access menu. 
 

 Post-effects 
 

1. System redirects to the designated module function page. 
 

 Notes 
 
N/A 

2 
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Add Quick Access 

 Function Description 

 
This function allows users to add quick access item(s). 

 Pre-requisites 

 
1. The user must login first. 

 User Procedures 
 
1. Click [Customization]  [Quick Access] on the left menu. 
2. Click the [Add] button to add a new item. 
3. Input the Module, Function, Shortcut Chinese name, Shortcut English 

name and Order. 

 

  
4. Click [Save] button. 

 

 Post-effects 

 
1. After user clicks [Save] button, system returns a success message 

“Record saved successfully.” at the top of the screen [S-CUS04-01]. 
2. The new quick access records will be added. 
3. The new quick access items are added in left menu. 
 

 Notes 

 
1. Only authorized functions will be displayed in the list. 
2. The Quick Access setting is saved per user. 
3. All mandatory fields are required to input valid data. 
4. For Order, negative/ zero/ duplicated value input is invalid. 

3 
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Edit Quick Access 

 Function Description 

 
This function allows users to edit quick access item(s). 

 Pre-requisites 

 
1. The user must login first. 
2. There are existing quick access item(s).  

 User Procedures 

 
1. Click [Customization]  [Quick Access] on the left menu. 
2.  A list of quick access records is shown on the screen [S-CUS04-01] 
3. Update the Module, Function, Shortcut Chinese name, Shortcut English 

name and Order. 

 

4. Click [Save] button. 
 

 Post-effects 

 
1. After user clicks [Save] button, system returns a success message “Record 

saved successfully.” at the top of the screen [S-CUS04-01] 
2. The quick access records are updated. 
3. The quick access items are updated in left menu. 
 

 Notes 

 
1. All quick access records on screen [S-CUS04-01] are sorted by “Order”. 
2. All mandatory fields are required to input valid data. 
3. For Order, negative/ zero/ duplicated value input is invalid. 

 
 
 

 

3 
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Delete Quick Access 

 Function Description 

 
This function allows users to delete quick access item(s). 

 Pre-requisites 

 
1. The user must login first. 
2. There are existing quick access item(s).  

 

 User Procedures 

 
1. Click [Customization]  [Quick Access] on the left menu. 
2. All existing quick access records are shown on the screen [S-CUS04-01].  
3. Select quick access record checkbox(es). 
4. Click [Delete] button. 

 
 

5. Click [Confirm] button as system returns pop-up dialog box “Are you sure 
to delete record(s)?” 

 

 Post-effects 

 
1. After user clicks [Delete] button, a message “Record(s) deleted 

successfully” will be displayed at the top of the screen [S-CUS04-01]. 
2. The selected quick access item(s) are deleted. 
3. The deleted quick access item(s) are removed from the left menu. 
 

 Notes 

 
N/A 

 
 

4 
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2.2 Notification  

 Function Description 

 
This use case allows school users to view various kinds of notification 
message(s). 
 

 Pre-requisites 

 
1. The user must login first. 
2. Notification is opened to view received notification message(s). 
3. There are existing notification message(s) or the system is able to receive 

new notification message(s).  
 

 User Procedures 
 
1. Click [Notification] button on the User Menu to show/ hide the Notification. 

Also, user can click the white cross button to hide the Notification. 

 
 

2. User can view the following three types of notification message(s):  
 CDS notification (Blue color) – Display notification receiving from 

CDS module 
 School notification (Yellow color) – Display notification receiving from 

EDB or CloudSAMS upgrade 
 System notification (Green color) – Display notification receiving from 

CloudSAMS system 
3. Click [Do not remind me] button to remove existing CDS message showing 

in current & future login. Only available for CDS notification messages (if 
available). 

4. User clicks the blue hyperlink (if available) displayed in the notification 
message to redirect to the corresponding web page, report or CDS files (if 
applicable). 

 

1
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 Post-effects 

 
1. When user has clicked “Do not remind me” button, the message(s) will not 

be displayed in future logins, and they will not be counted in the notification 
number on the User Menu. 

 

 Notes 

1. When there is no notification message, the default message “No new 
notifications” is displayed. 

2. System displays all outstanding notification message(s) at the Notification. 
The scroll bar shall be enabled when there are multiple notification 
messages. 

3. System displays different types of notification message(s) in preset order 
(top to bottom): CDS notifications (Blue color), School notifications (Yellow 
color), System notifications (Green color). 

4. System displays the total number of oustatanding notification message(s) on 
the User Menu.  

5. The notification message(s) are implemented individually by respective 
modules. 

3

2 
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2.3 Dashboard 

Users can edit accessibility of dashboard widgets to view various information 
and perform different functions. In addition, widget’s display settings are 
customizable according to user's preference. 
 
 

2.3.1 Widget Setting 

Function Description 
 
Users can enable/ disable selected widgets and change widget’s display 
settings. 
 
 
Set widget accessibility 

 Function Description 

 
User can enable/ disable selected widget(s). 
 

 Pre-requisites 

 
1. View or use of some widgets requires the user’s account to be assigned to 

the necessary user group.  
2. Widgets are available by settings in SEC > Configuration > Dashbard 

Maintenance. 

 User Procedures 
 
1. Click [Home] on the left menu or scroll to browser’s top on the home page. 
2. The system displays the currently enabled widget(s) in Widget. 

 
 

3. To view the available widget(s), click the dropdown list of Widget, or type to 
search for the widget’s name. 
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4. To enable/ disable viewing of widget(s), check or uncheck the selected 
widget(s).  

 
 

5. System will apply the latest widget settings immediately. Click [Save] button 
to confirm. If user wants to discard all changes, click [Reset] button.  
 

 Post-effects 

 
1. When it is saved successfully, system will apply the latest saved widget 

settings immediately and they will also be effective for future logins. 
 

 Notes 

 
1. A maximum of three widgets can be displayed concurrently. 
2. System shows the error message “E-32550: Not allow to select more than 3 

widgets.” if user selects more than three widgets. 
3. If the settings are not saved successfully, system will revert to the 

previously saved widget settings. 
 

 

4
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Change widget display 
Function Description 
 
Users can change individual widget’s window display settings, including the 
location, size/ shape and zoom level). 
 

 Pre-requisites 

 
1. The user’s monitor meets the requirements to view widgets in the desired 

display settings.  
2. User does not excessively reduce the browser size, which would prevent 

the proper display of the widgets. 

 User Procedures 
 
1. Click [Home] on the left menu or scroll to selected widget on home page. 
2. To change the location of a widget, click and hold on the title panel of the 

selected widget, then drag the widget to the desired location. 

 
 

2
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3. To adjust the size and shape of a widget, click and drag the arrow icon at the 
widget’s corner to resize the widget to the desired size and shape. 

 
 

4. To adjust the zoom level of the widget, click on the zoom bar of the widget 
and drag the indicator to the desired zoom percentage.  

 
 

5. System will apply the latest widget settings immediately. Click [Save] button 
to confirm. If user wants to discard all changes, click [Reset] button.  

 

3 

4 
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 Post-effects 

 
  

1. When it is saved successfully, system will apply the latest saved widget 
settings immediately and they will also be effective for future logins. 

 

 Notes 

 
1. When relocating a widget, system dynamically adjusts the widget’s location 

to align it within the preset browser regions and reorders the display 
sequence of the widgets.  

2. Each widget has a preset minimum display size to prevent excessive 
shrinkage.  

3. The default zoom level of the widget is 100%. The minimum zoom level is 
50% and the maximum zoom level is 150%. 

4. If the settings are not saved successfully, system will revert to the 
previously saved widget settings. 
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2.3.2 Widget 

2.3.3 School Calendar 

 Function Description 

 
Users can view the school calendar. 
 

 Pre-requisites 

 
1. School calendar item(s) are setup in School Management > School 

Calendar > Setup. 
2. Only users who are assigned to “Staff” for User Type can view the school 

administrative events. 

 User Procedures 
 
1. Click [Home] on the left menu and select the “School Calendar” widget. 
2. Select available School Level and School Session options to switch 

viewing school calendar of various school level/ session. 
3. In Calendar Type, select to view single or multiple categories of School 

Calendar items (Holiday, Event, School Admin). 
4. Click [Next] button to display the next month.  

Click [Previous] button to display the previous month. 
5. Click [Today] button to go to the current month and year.  

 
 
 

2 3 
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 Post-effects 

 
1. System displays the school calendar with items of the selected calendar 

type, in the selected month and year. 
 

 Notes 

 
1. The school calendar widget can be viewed by all users but only users who 

are assigned to “Staff” for User Type can view the school administrative 
events. 

2. The School Calendar widget is set by default to display the current month 
and year, upon each refresh or entry of the home page. 

3. The name, date and color of School Calendar items can be set in School 
Management > School Calendar > Setup. 
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2.3.4 Class Attendance 

 Function Description 

 
User can view student attendance’s statistics. 
 

 Pre-requisites 

 
1. “Class Attendance” widget is enabled in Widget setting. 
2. Class has been setup in School Management (SCH) module. 
3. Attendance information is available from Attendance (ATT) module. 
4. Seating plan information is available from Student (STU) module. 
 

 User Procedures 
 
1. Click [Home] on the left menu and select the “Class Attendance” widget on 

home page. 
2. Select available School Level, School Session, Class Level, Class Name 

options. 
3. User view student’s count of selected class, in according to various 

attendance status (Present, Absent, Late, Early Leave, N/A) in different 
attendance period (Whole Day, AM/ PM). 

4. User view student’s seating plan/ profile info of selected class. 



CloudSAMS – User Manual 
Customization  Version 1.0 

 

 Copyright © 2024. Education Bureau. Page 25 
The Government of the Hong Kong Special Administrative Region of the People's Republic of China. 

All Rights Reserved. 

5. To maintain attendance, click [Maintain Attendance By Class] button and 
system returns to [S-ATT01-01] Attendance > Maiknteance > By Class.  

 

 

 Post-effects 

 
1. System displays the class attendance information of selected school level/ 

session, class level/ name. 
 

 Notes 

 
1. System returns error message “E-42174: Data is not in current school 

year.“ when today is not within current school year. 

2 

4 
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2.3.5 Student Info 

 Function Description 

 
User can view individual student information, including student particulars, 
sibling, parent / guardian and user-defined fields. 

 Pre-requisites 

 
1. “Student Info” widget is enabled for view via Widget setting. 
2. User must be attached to user group “CUS_USER” and added to Student 

Data Enquiry Team to view the Student Info widget 

 User Procedures 
 

1. Click [Home] on the left menu and select the “Student Info” widget. 

2. Select available School Level, School Session and Class Level options to 
search student in current school year. Click [Search] button. 

 

2 
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3. Select available Class Name and Class No options to view student 
information. 

 

 

4. Click the [View Student Details] button will redirect to [S-STU45-03] 
Student Information Enquiry > Particulars. User can view student details in 
Student Information Enquiry. 

 

 Post-effects 

 
N/A 
 
 

 Notes 

 
1. System only displays the student information of current school year. 
2. Student without class no will not be shown in the widget. 

3 
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2.3.6 Notes 

 Function Description 

 
Users can view and edit the content in the Notes widget. 
 

 Pre-requisites 

 
1. “Notes” widget is enabled for viewing via Widget setting. 

 User Procedures 
 

1. Click [Home] on the left menu and select the “Notes” widget. 

 

2. Edit the text in the widget and click [Save] button. 

 

 Post-effects 

 
1. If user clicks [Save] button, a message “Record saved successfully.” will 

be displayed at the top of the widget. 
2. When it is saved successfully, system will apply the latest saved widget 

settings immediately and they will also be effective for future logins. 
 
 
 

2 
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 Notes 

 
N/A 
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2.3.7 Class Timetable 

 Function Description 

 
Users can view the class timetables of different classes. 
 

 Pre-requisites 

 
1. “Class Timetable” widget is enabled for viewing via Widget setting. 
2. Preload class timetable in [S-TSI01-01] Timetabling (TSI) > Import by 

clicking the “click here” link in the widget. 

 
3. Select WebSAMS Data Set Name and click [Preload Timetable] button. 

 
 

2 
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 User Procedures 
 

1. Click [Home] on the left menu and select “Class Timetable” widget. 

 
 

2. Select the School Level, School Session, Class Level and Class Name to 
view the class timetables of different classes. 

 
 

 Post-effects 

 
NA 
 

 Notes 

 
1. *[lesson] indicates special lesson 
2. #[lesson] indicates special lesson – alternate 
3. Double lessons are highlighted in green color 
4. Triple lessons are highlighted in purple color 
5. Quadruple lessons are highlighted in red color 
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2.3.8 Free Teachers 

 Function Description 

 
User can view the Free Teachers widget. 

 Pre-requisites 

 
1. “Free Teachers” widget is enabled in Widget setting. 
2. A 100% completion STT result set in current school year has been finalized 

in TSI module. 

 User Procedures 
 
1. Click [Home] on the left menu and select the “Free Teachers” widget. 
2. Select School Level and School Session to switch viewing free teachers of 

various school level/ session, subject to the availability. 

 

 Post-effects 

 
N/A 
 

 Notes 

 
1. The free teachers widget is displayed in current school year by default. 
2. The free teachers widget may be displayed in week-based or cycle-based 

according to the timetable structure of the finalized result set. 
3. System returns to a warning message: “Finalized result set is not available. 

Please click here to finalize result set.”, when finalized result set is 
unavailable in TSI module. To finalize result set, please click the link from 
the warning message or visit [S-TSI01-01] Timetabling (TSI) > Import. 

2 


