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1 Module Overview

1.1 Introduction

1.1.1 Objective

Report Management Module is used to maintain report templates and reports
stored in repository. This document provides knowledge and corresponding
procedural guide on Report Management Module functions and report functions
in individual modules.
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1.2 Function Chart

Report Management

Template Maintain Template

Upload Template

Repository
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1.3 Flow Diagram

Preview & Print Report in
Various Modules

REPORT MANAGEMENT

Retrieve Reports in
Repository

!

|

I.  Select a Report Category

Il.  Select a Report ID

Ill.  Select a Template

IV. Select Report Format (PDF, WORD,
RICHTEXT or EXCEL)

. Input Search Criteria

Il.  List Report(s) Generated by this User
(users of SYSTEM_ADMIN or
SCHOOL_HEAD group can view all
reports in respository)

‘ Report Templates

|

< Main Template

v

1. Select a Report I.  Input Search Criteria
Il.  Select a Template

I« Downloada  '1+ Delete |

(for Assessment, | "1 Templat !

(for all modules) Timetabling, | Template 1 (-eor:f;?hi(sse) |

Student & FMP only) | "I uploaded by this '

1 "1 user) !

Lo 1_ i [
« Preview / Print + Generate Report « Preview / Print « Delete Report(s) |_-_E:1it_the T
Report & Store in Report I Templatesby '
« Save Report as Repository « Save Report as I Crystal Report !
File File J !

NOTES Upload Template

To produce a report of a module, users have to go to respective module.

REPORT: « For afew modules, reports can be stored in the repository under the module of Report
Management. (for users with rights to upload template )
TEMPLATE: « The template of a report has to be selected first to produce the respective report.

« Templates are maintained in the module of Report Management.

Module Function Sub - function
Download Template
Report Upload T lat:
Management Template - for Maintenance [poac jemp i
Report Repository —» Delete Report View Report
Management
S Preview & Print Generate Report to
Individual
Module RRpaEk > Report store in Repository
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1.4 Interactions with other modules

SEC

- RPT01 Maintain Report Repository

RPT - RPT02 Maintain Report Template

- RPTO3 Preview and Print / Generate Report

[0  RPTO01 — Maintain Report Repository
e SECURITY
e Get user group and permission right

[l] RPT02 - Maintain Report Template
e SECURITY
e Get user group and permission right

[l  RPTO03 — Preview and Print / Generate Report
e SECURITY
e Get user group and permission right
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2 Operation Procedures

2.1 Template

Users can download report template for maintenance and upload the updated
template in the Template function.

2.1.1 Maintain Template

Users can search the required report template and perform delete or download
operation.

Users can search by the following criteria:
- Module

- Category

- Type

- Language

The search results are ordered by Report Name (ID). Users can re-order the
search results by clicking on the following column headings of the table of the
search results:

- Template Description
- Module

- Category

- Type

- Creator

- Creation Date

View Sample Report of Template

[l Function Description

Users can view the sample reports of both built-in templates and user-defined
templates.

B

Pre-requisites

Adobe Acrobat Reader and Microsoft Office are required to view the sample report
of the template.

B User Procedures

1. Click [Report Management] > [Template] on the left menu.
2. Click the Maintain Template tab.
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3. Select the search criteria to search for the target templates to be viewed.
4. Click the [Search] button.

Home [S-RPT02:01) Report Management > Template > Maintain Template

Student Information Enquiry

[CUVR P  upload Template

> School Management

' Search Report

I Q search I

> student
> Attendance 4
> Student Activities

© Cclear

> School Activities Managemell]| M°9'® bl ™
> Award & Punishment Catagory Al Categories v
> Assessment Type Builtin  User-Defined

> Institute Application Language n English Chinese

> s

> staff Deployment | B Delete

> staff < < |1 v|pageofsz > » Display (20 v/ records / page

> cos
> HKaT

Report Name (ID) &

> Applied Learning T
s -
> HKEAA F
> FMP 15t Test 20231207 1029 User-Defined super1 2023.12.07 10:30 AM
8O
> sPA
Check remove User-Defined super1 2023-12.08 11:15 AM
> WESFAA(SFO) b MAPPORT
V' Report Management i Built-in Template Built-In
Template =i A Bullt-in Template Bullt-in
&
Repository :
& Bullt-in Template Bullt-in
> Data Management
> Talent Databank ) Built-in Template Bulltin

> Timetabling (Ts1)

5. A list of matched templates is displayed. Select a template from the list and
click on the Report Name(ID) link to view the sample report of the template
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6. The sample report is shown in a pop-up screen with the use of the application,
Adobe Acrobat Reader. Users can choose to preview, print or save the
sample report to their local machine.

[#) sch_R-SCHO02-E.pdf - Adobe Acrobat Reader (64-bit) - o X
File Edit View Sign Window Help
Home  Tools sch_R-SCHO002-Epdf X ©) Sign In
one = >
[e]x & o[8]a R ® O @ wx - Ko 2= e
~
6 R-SCH002-E 6 Date 2 Q
Lui Kei Through-train School
Class Structure List EE)
age : £
ar : 2008/2009 School Level : Primary School Session : AM =
No of Classes Approved No of Operating Classes Class Name 8=
5.00 2.00 1A, 1B
24,28 B
3A, 3B,3C, 3D
4A,4B, 4C, 4D
5A, 5B, 5C, 5D
6A, 6B, 6C, 6D .
B
* End of Report
)2(
L
» ]
%
%

[ Post-effects
N/A

L Notes
N/A

Download Template for Modification

[[]  Function Description

Users can download both built-in templates and user-defined templates from
CloudSAMS and then make amendments to the report template with the use of
the Crystal Report application.

To edit a report template, users first download it and then use the Crystal Report
application to open the template for editing.
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L) Pre-requisites

Crystal Report is required to be installed into the computer to amend the report
template.

“B  User Procedures

Click [Report Management] - [Template] on the left menu.

Click the Maintain Template tab.

Select the search criteria to search for the target templates to be viewed.
Click the [Search] button.

A list of matching templates is displayed. Select a template from the list and
click the [Download] button on the left to download the template for
modification.

o~ wnh =

Home [S-RPT02-01] Report Management > Template > Maintain Template

Student Information Enquir
. rmation Enquiry  RRRRIERS MSSSINSSN | l0ad Template
> School Management
v search Report
> Student

> Student Activities

ST Module All Modules
> School Activities Manageme
All Categories b
> Award & Punishment CEEEgoRy g
> Assessment Type u Built-In User-Defined
> Institute Application Language n English Chinese
> stp
Del
> staff Deployment (& Delete
> staff « » Display [20 v| records/ page
s [
4 | Report Name (1 Ieoplats Type & Creator & Creation Time &
> HKAT Description &
> Applied Learning 2P tment/ Termination of Service Report (R- | Built-in Template Built-In
> HKEAA STFO07-E)
> Fwp 5 Join Appointment/ Termination of Service Report (R- | Test 20231207 1029 User-Defined supert 2023-12-07 10:30 AM
£) 80
> sPA
Appointment/ Termination of Service Report (R Check remove User-Defined super1 2023-12-08 11:15 AM
> WFSFAA(SFO) STF007-E) MAPPORT
/' Report Management [ ] Academic Performance (sorted by student) (R-INA0D1-E) | Built-in Template Built-In
Template &
P [ Academic Performance (sorted by subject) (RINADO2-E) | Built-in Template Built-In
Repository
Academic Performance / O of Awards and Major | Built-in Template Built-In
NV, j
> Data Management ed by the School (R-SLP00S)
> Talent Databank [ ] rmance Supplementary Information (R- | Built-in Template Built-In

> Timetabling (TSI) -
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6. The downloaded template must be opened and modified using the software
Crystal Report.

StatPage | RASRO2Cipt  R-ASRO0Z-Empt x |
Desn | Prevew x |

Groups
& RASRO0ZEm(
® 1321

R-ASRO02-E Date: 18/12/2023
E-Trade Through-train School Pilot DEV0122223
Grade Conversion / Passing Percentage and Grade List
School Year: 2020/2021 Page: 1 of 1

Grade Table Name
Grade Code  Grade (Eng)
5% Grade wble

ade (Chi) Min. Value Inclusive  Percentile

re
A >=80.00
N 3565765

557565
356666

358666

5245766
5575165

2
B
B
E
F
4 >=80.00
) 3566766
B
E
¥
)

s
¢ 5545765

3536766

»
c
¢
¢
¢
3
3
&
c
3
€
¢

5535765 (3

527768 .

3
E
E
£
E
E
>
]
B
5
B
a
i

g g

B
& >=50.00
5586765
3245766

3566766

3256766
3575166

>=30.00
3560766

355766
356666
3575766

03510 gm0
P
L

> imodamy |

>=100.00

» fmiololwiy [minmioioiwls iminiololels [minlolaieisiy

g

Amazing Summe Bisdid 3536760

7. Edit and save the template.
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[l  Post-effects

In order to use the report template in the corresponding module, users need to
upload the modified template to CloudSAMS. (Refer to 2.1.2 Upload Template)

N Notes

1. For modifying the downloaded template:
a. Users can connect to database through ODBC driver.
b. Users will be prompted to enter the password if they access the database.

c. Users can Add / Remove text object (a text object is a specialized object
that can contain text, database fields and formula fields) in the report
template.

d. Users cannot Add / Remove parameter field (a special kinds of field that
prompts the users for a value) in the report template.

2. In the event of CloudSAMS upgrade, if there is any change in the database
structure where the user-defined report template refers to, the user-defined
report template will not function.

3. Database views will be built on a need basis to facilitate users to add database
fields to a user-defined report template.

4. Sample reports in PDF format will be provided for all built-in report templates.

Delete Template

(Il Function Description

Users can delete the report template of individual module.

- Only user-defined template can be deleted. The template uploaded by users
is called user-defined template.

- Built-in template cannot be deleted. Therefore, there is no checkbox for
deletion at the left of each built-in template.

B

Pre-requisites
N/A
B User Procedures

Click [Report Management] > [Template] on the left menu.

Click the Maintain Template tab.

Select the search criteria to search for the target templates to be deleted.
Click the [Search] button.

e bdh =
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5. A list of matching template is displayed. Select the user-defined template(s)
to be deleted from the list by checking the box(es) on the left.

“ | [S-RPT02-01] ReportManagement > Template > Maintain Template

> student
> Attendance Maintain Template [JVEECE (RS
> student Activities \/ search Report

> School Activities Manageme
> Award & Punishment

> Assessment

Module School Management

i Institute Application oy Al Categories Only User_defl ned
SLP
Tearoene: Type u Builtin  User-Defined temp|ate can be
2 Bl deleted.
> s '@ Delete
> HKAT
« < [1v]pgforz > Display [20 v] records / page

> Applied Learning

> HKEAA
> FMP

»
Template a i s
“ S

(] It-in Templ: It-I
> sPA ] Built-in Template Built-In
> WFSFAA(SFO) |j Testing 1 User-Defined supert 2023-12-1303:38 PM |
 Report Management

Built-in Template Built-In

Template =
T Built-in Template Built-In

Repository &
> Data Management i Built-in Template Built-In
> Talent Databank C Built-in Template Built-in

> Timetabling (TSI)

] s Built-in Template Built-In

> Code Management )
> security E Built-in Template Builtin
> Customization n scho Built-in Template Built-In

6. Click the [Delete] button to delete the selected template(s).

i Post-effects

After clicking on the [Search] button, the search results are displayed below the
search criteria.

(RN Notes

1. Only user-defined templates can be deleted, but not for built-in templates
where no selection boxes are available.

2. A user-defined template can be deleted only by the user who uploaded this
template or by those users in the user group of SCHOOL_HEAD or
SYSTEM_ADMIN.

3. The checkbox at the left for deletion of a user-defined template will be available
only for the uploader of this template. However, checkboxes at the left of all
user-defined templates will also be available for users of the user group of
SCHOOL_HEAD or SYSTEM_ADMIN for housekeeping.
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2.1.2 Upload Template

[[]  Function Description

Users can upload the report template which can then be accessed in the report
function in individual modules.

Upload template allows users to upload a report template for producing the
corresponding report by using the “Report” function in the respective modules.
The templates uploaded are called user-defined templates.

L] Pre-requisites
N/A
“B  User Procedures

Click [Report Management] > [Template] on the left menu.

Click the Upload Template tab.

Select / Enter the Module, Category and Report Name (ID) for the template
to be uploaded. Enter the Template Description for easy reference during
future retrieval of templates.

wn

4. Click the [Choose File] button to locate the template file to be uploaded

Student Information Enquiry | [S-RPT02-02] Report Management > Template > Upload Template

> school Management Maintain Template

> student

v

Module

Category

> Assessment

> Institute Application RepoctName (D)

> s Template File (*.rpt) I Choose File 4
e (s [+ choose rie 6

> staff Deployment sample
> staff gloe

> cos Template Description

> HKAT

> Applied Learning

> HKEAA

> e

> spa

> WESFAA(SFO)

\/ Report Management

> Data Management
> Talent Databank
> Timetabling (Ts1)
> Code Management
> Ssecurity

> Customization

Copyright © 2024. Education Bureau. Page 12
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5. Inthe pop-up window, browse and select a Template File in your computer to

be uploaded.

@ Open x
« « A i » ThisPC » Windows (C:) w Y Search Windows ()
Organize New folder EE = (7]

@ OneDrive a .ma Maven J SUService
AutoDiscover MCMS jtrdock_debug
I This PC CERKS Perflogs
8 30 Objects ClientHealth Program Files
I Desktop CMMP Program Files (x36)
|%=| Documents CMMP_TEMP Temp
4 Downloads CMT Users
7 dev websams-4.0
J‘.- Music
DRIVERS Windows
&= Pictures ' )
inetpub \=| aow_dre
B videos java ilr Notes Migrator
‘= Windows (C) Lotus i S5AM_vig
¥
File name: vi FrafEs b4

6. Users can choose to upload the sample report for the template by clicking the
[Choose File] button beside the text box of Sample Report.

7. Click the [Save] to upload the modified template.

Uploaded templates can be assessed through the Report function in individual

s Post-effects
modules.
N Notes

1. Only the users who have been granted the rights to access the Tab page of
“Upload Template” under the Template function of Report Management can
upload report templates.

There could be multiple templates with the same report Name and report ID.

w

Report templates cannot be replaced. If users want to update the existing user-

defined templates. Users have to delete the templates and then upload the
updated version.

N o o &

Uploaded templates are called user-defined template.

The format of the report template should be rpt.

The format of the sample report should be pdf, doc, rtf or xls.

The file size of the template file and sample report cannot exceed 10MB.

The Government of the Hong Kong Special Administrative Region of the People’s Republic of China.
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2.2

Repository

Users can search and view the reports if the users have the right to do so. Those
users who have the right to view a report may not have the right to delete it.
However, the uploader of a report to the repository always has the right to delete
the report.

On the Repository screen, users can search reports by the following criteria:
- Module

- Category

- Report Name (ID)

- Report Description

- Language

- Creator

- Creation Date (From)

- Creation Date (To)

- Status

The search results are ordered by Report Name (ID) by default. Users can reorder
the search results by clicking on the following column headings of the table of
search results:

- Report Description

- Module (The column of Module will not be displayed if users have selected a
certain Module as one of the search criteria)

- Category

- Creator

- File

- Creation Date
- Status

Only a few modules, i.e. Assessment, FMP, Student and Timetabling (TSlI),
provide the function of generating reports and storing the reports in the report
repository.

For Security module, only the report “Student / Parent Account Generation Report”
is stored in Repository. This report is generated by the system automatically after
the student or parent accounts have been batch created.

Copyright © 2024. Education Bureau. Page 14

The Government of the Hong Kong Special Administrative Region of the People’s Republic of China.

All Rights Reserved.



CloudSAMS - User Manual
Report Management Version 1.0

View Report

[0 Function Description

Users can generate report and save to the report repository with the use of “To
File” function. Reports saved in the report repository can be retrieved in the
Repository function in the Report Management Module.

[l Pre-requisites

1. Adobe Acrobat Reader and Microsoft Office are required to be installed on the
workstation to view the report.

2. When users try to search the reports stored in repository, only those reports
that the users have data access rights will be listed in the search results.

3. The report status is “Done”.

“B  User Procedures

1. Click [Report Management] > [Repository] on the left menu.
2. Select the search criteria to search for the target reports to be viewed.
3. Click the [Search] button.
4. A list of matching reports is displayed. Select a report from the list and click
_on the Report Name(ID) link to view the report.
A e ~ No hyperlink will be
) holMansEemert— neportoecpion wene|  provided for report with
5 psanins sws | “Error” or “In Progress”
> Student Activities Creation Date (From) et E Creationd Status.
> School Activities Manageme & Delete

> Award & Punishment

> Assessment

> Institute Application n_

Report Name (D) &

> ste »

> staff Deployment

> staff cpinive o

> cos A List (R

> HKAT

> Applied Learning

> HKEAA

> FMP B

> sPA SFP L test 2/12 supe PDF 202212:0211:39 | Dorfe

> WFSFAA(SFO) o A
Template " POF 3 ; e
Repository 748 A

> Data Management

> Talent Databank R-SLP
> Timetabling (TS1) Class List (with Age and Gua a supes PDF 2023.06-1211:32 | Done
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5. The report is shown in a pop-up screen with the use of the corresponding
application such as Adobe Acrobat Reader. Users can choose to preview,
print or save the report to their local machine.

[£) 3204_1624610155857.pdf - Adobe Acrobat Reader (64-bit) - o x
File Edit View Sign Window Help
Home  Tools sch_R-SCHO02-E.pdf 3204_1624610155.. X ® A  signin

5 i!r@[%o\ ) @ 1 R PO e BT B2AaDTQ a =H e
(0}

5—51055»5 Date: 25/06/2021
E-Trade Through-train School Pilot
Class List (with Age and Guardian English Name)

Page: 1 of 1

Class Teacher: Evelyn Leung

B
=
o=

B

Subject Group | House Age | Home Guardian Emexr Tel

T One Eleven

T OneA Fifteen
nt Oneh Five
nt_OneA Four

@

ik
=

2

N

&

»

oo fo|ofo]o|o|o|o|o oo

* Student has
¢ Student has

) Post-effects

Search

- Reports with status “Error” or “In Progress” will have no hyperlink for users to
click on. Only reports with status “Done” can be viewed.

View
- The report will be shown in a new window. After viewing, users can print the

report through browser print or perform a “File Save As” action to save the
report in local hard drive.

Notes

B

1. The report would have the following status:
a. In Progress

* Users have submitted the request to generate the report. The report is
currently being generated.

* Has no hyperlink as it is not ready for viewing.
b. Done
* The report has been generated and ready for viewing.

* A hyperlink is displayed at the Report Name (ID) to allow users to click
on for viewing.
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c. Error
* There is error generating the report.
* Has no hyperlink as it is not ready for viewing.
There could be multiple reports with the same report Name and report ID.

The rights for users to generate reports for the five concerning modules
(Assessment, Special Assessment, Student, FMP and Timetabling (TSI)) are
set in the “Maintain Access Right” function of Security Module. The flow is:

a. Click on the link at a user group (Security > Access Control > User Group).
b. At the page of “Access Right”, click the link at “Report Management”.
c. Check the “Execute” box to grant right.

Delete Report

[[J  Function Description
Users can generate report and save to the report repository with the use of “To

File” function. Reports saved in the report repository can be deleted in Repository
function in the Report Management Module.

L] Pre-requisites
N/A

“B  User Procedures

1. Click [Report Management] - [Repository] on the left menu.
2. Select the search criteria to search for the target reports to be viewed.
3. Click the [Search] button.
4. A list of matching reports is displayed. Select report(s) to be deleted from the
list by checking the box on the left.
“.V‘nv o “ Report Description Language n Englsh  Chinese
; :::::‘:ﬁa"agemem Creation Date (From) DD/MM/YY E Creation Date (to) DD/MM E

> Student Activities

> school Activities Manageme « U > 7

T ey
> Assessmen! t S L) 2

> Institute Application 70pdf 1pe _ 23.07
> s ) KE

> staff Deployment A fror A List test student report R-STUO70-E uper PDF 2023-01-20 04: Done
> staff

> cos

D HKAT A A List Testing report for Admission from

> Applied Learnin g

> HKEAA

FMP
2 4 % | AvditTrail Log (eFcsoose Vet st Galllog report 20Jon
> sPA 2023)

> WFSFAA(SFO)

Repository

> Data Management

> Talent Databank Noels
> Timetabling (Ts) EEicopdw et Prport e 10
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5. Click the [Delete] button and confirm the operation.

O Post-effects
The report(s) will be deleted from the repository permanently. It is not possible to
retrieve the report(s) for viewing again.

(1] Notes

1. Users (except users of SCHOOL_HEAD and SYSTEM_ADMIN groups) can
only delete the reports that are generated by them.

2. Users in the group of “SCHOOL_HEAD” can view and delete all reports in the
repository.

3. Users in the group of “SYSTEM_ADMIN” can view and delete all reports in the
repository except the reports of FMP.

4. Specific Data Access Control for Reposts in Repository:

- Assessment: The users in the group with the right to generate Assessment
reports can view all such reports. However, only the creator can delete the
report he / she generates.

- Student: The users in the group with the right to generate Student reports
can view all such reports. However, only the creator can delete the report
he / she generates.

- Security: The users in the group with the right to generate Student / Parent
accounts and generate the “Account Generation Report” can view all such
reports. However, only the creator can delete the report he / she
generates.
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- FMP: Users in any of the six built-in FMP user groups can view all the FMP
reports. Only the users of user group “FMP_ADMIN” can delete the FMP
reports for housekeeping.

- Timetabling (TSI): The users of “STAFF” user type can view all the reports
of Timetabling (TSI). Only users of the “TSI_ADMIN” user group can delete
the Timetabling (TSI) reports for housekeeping.
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2.3 Report Function in Individual Module

2.3.1 Preview & Print

B

Function Description

Each module has the Report function which allows users to produce reports of
the module. Users can save, preview or print out the reports.

[l Pre-requisites

1. Report templates are available for generating the report.

2. Adobe Acrobat Reader and Microsoft Office are required to be installed into
the computer to view the report produced.

“B  User Procedures

1. Click [Report] under the module in the left menu.
E.g. Click [Student] - [Report].

Select the appropriate Category and Language.

Click the [Search] button to list reports under the category and language
selected.

Click on the Report Name(ID) link to list the corresponding templates.
5. Click on the Template Description link to load the Print Criteria page.

Q " [5-STUB-01] Student > Report

V' Search Report

student Information Enquiry

category Al

> School Management

Profile Report Name (ID)

Height & Weight

v

Info Upload

T

Photo Upload 5 G2

school House !
Seating Plan

> Subject Setup
Graduate Destination

en Language at Home (R-STUO76-)

> Admission

> setup

v

Document
Subject Survey
Report

Data Communication

> Attendance

> student Activities

CACHCHCHCHCHCHCHCCHCHCHCHCHOHNC]

> School Activities Manageme
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6. Select the Print Criteria required for producing the report. The Print Criteria
are different for different report templates.

7. Select the Format of the report.
8. Click the [Preview & Print] button to produce the required report.

[S-STU08-70] Student > Report

s [ e

Admission from POA List (R-STU070-E) : Built-in Template

Please input the print criteria.
School Year 2020
School Level Primary School Session AM v
Allocation Type Central Allocation v Admission Status All Not Admitted
Format m WORD EXCEL RICHTEXT Print Excel in one-line Yes No

per record

9. A pop-up window displaying the report in the selected format,e.g. Adobe
Acrobat Reader application for PDF format. Use the application [Save] and
[Print] buttons to save the report to the local machine and print out the report
respectively.

i Post-effects

N/A

[l Notes

1. Report can be displayed in four formats, i.e. PDF, WORD, RICHTEXT or
EXCEL. The recommended format is PDF.

2. The data in the report is the on-line data in the CloudSAMS at the time when
the [Preview & Print] button is clicked on.
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2.3.2 To File

EO  Function Description

There are ten modules, i.e. Assessment, FMP, HKEAA, Institute Application,
Security, SLP, Special Assessment, Student, Talent Databank and Timetabling
(TSI), having the “To File” function which allows users to store the generated
report in the report repository. Users may retrieve or delete the stored reports in
the [Repository] function under Report Management Module.

L] Pre-requisites
N/A
“B  User Procedures

1. Click [Report] under the module in the left menu.
E.g. Click [Student] > [Report].

Select the appropriate Category and Language.

Click the [Search] button to list reports under the category and language
selected.

Click on the Report Name(ID) link to list the corresponding templates.
5. Click on the Template Description link to load the Print Criteria page.

Q ~ [5STU0B-01] Student > Report

V' Search Report

Student Information Enquiry

Category Al

i = o

> School Management

V Student

profile

Height & Weight

v

info Upload
Photo Upload
School House

Seating Plan

v

Subject Setup
Graduate Destination

> Admission

v

Setup

v

Document

Subject Survey
Report

Data Communication

> Attendance

> student Activities

(CNCHCHCHCHCHOHCHOHCHCHONCHONCHO]

> school Activities Manageme
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6. Select the Print Criteria required for producing the report. The Print Criteria

are different for using different templates.
Select the Format of the report.

Click the [To File] button to generate the required report and store it in the

report repository.

[S-STU08-70] Student > Report 8

Admission from POA List (R-STU070-E) : Built-in Template

Please input the print criteria.

School Year 2020

School Level Primary School Session AM V.
Allocation Type Central Allocation v Admission Status All Not Admitted
Format m WORD EXCEL RICHTEXT Print Excel in one-line Yes No

per record

9. A window will be popped-up for users to enter the description of the report to
be generated for easy reference during report retrieval from Repository in the

module of Report Management.

Please enter the description of the report for easy reference during report retrieval.

e | ont

10. After entering the description, click the [Confirm] button.

B

Post-effects

The message “Report has been submitted for generation. Please go to the
“Repository” function of “Report Management” to view the generated report.” will
be displayed. A link for accessing the report repository function is available.

(Refer 2.2 Report Repository)
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J  Notes

For security module, only the report “Student / Parent Account Generation
Report” would be stored in Repository. This report is generated by the system
automatically after the student or parent accounts have been batch created.
Therefore, the [To File] button is not available in the Report function of Security
module.
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2.3.3 Access Control

B

Function Description

Users can control the access right of report functions for each module in the
Security Module. Users can grant access right to a user group.

[0 Pre-requisites
N/A
B User Procedures

1. Go into the Security module. Click [Security] > [Access Control] > [User
Group].

Select a user group.
Select Report Management, a new window as shown is displayed.

Grant the access right to the selected user group:

a. Check the “View” check box to allow the user group to view the report
templates and reports stored in repository.

b. Check the “Add” check box to allow the user group to upload report
template into the “Repository”.

c. Check the “Delete” check box to allow the user group to delete the report
template and report stored in “Repository”.

d. Check the “Execute” check box to allow the user group to generate report
in the corresponding module, e.g. “Student — Generate Report” for Student
module. The report generated will then be stored in the Repository.

Maintain Function Access Rights

[S-SEC02-04] Security > Access Control > UserGroup > Access Right

oo [ coe]

Group ID SCH_Staff Group Description staff

Module / Function Report Management Chinese Group Description &

0 Report R-SEC003-E/C for details of each group’s d ring, a c d
Function

b
* Ples
e e e e
A

i

Template - Maintain Template

<]

Template - Upload Template

Repository

[ < ]

* Assessment - Generate Report

<]

* Student - Generate Report

<]

* FMP - Generate Report

(I <]

* Timetabling (TTL) - Generate Report

* Special Assessment - Generate Report

<]

CHCHHH <]

*Timetabling (TS|} - Generate Report

M

No check box for the edit function as there is no
Edit function in Report Management module. —

5. Click the [Save] button.
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Post-effects

1. If users’ “Execute” right is revoked from a specific module e.g. Assessment
module:
* Uncheck the “Execute” box in the row of Assessment — Generate Report.

Maintain Function Access Rights

[S-SEC02-04] Security > AccessControl > UserGroup > Access Right

oo mm e [ o]

Group ID SCH_Staff Group Description Staff
Module / Function Report Management Chinese Group Description &
No

efer to Repore R-SEC03-E/C for details of cach group's default acc

Lt I - S M= = < M == B W ==
D W

Template - Maintain Template

] | Template - Upload Template [

| | Repository ‘ ‘
| | *Assessment - Generate Report

1=

¥ *Student-Generate Report
¥ PP - Generate Report
& | *Timetabling (TTL) - Generate Report
¥+ special Assessment - Generate Report
¥ 7 Timetabling (TS)) - Generate Report
Noze(sk:

* - When "Execute’ of this funcrion has been checked, the "To File" burton in the Report function of the corresponding module will be enabled for generating report and then storing in “Repository” of Report Management.

* In Assessment Module, the [To File] button in Report function is disabled.

> student | [-ASR35.65] Assessment > Report

= c
> Student Activities

> school Activities Manageme  Average Mark and Passing Percentage Analysis (By Subject/ Subject Component) (R-ASR053-E) : Built-in Template

> Award & Punishment

Please input the print criteria.

g Select Criteria subject / Subject Component
etup
S: sy school Year Current Year (2023) v se))
Setocilovel Prima v Chinese Language - Chin Language (Chinese
> Consolidation choottevs ey (Cantonese))
> Promotion School Session s s Chinese Language - Chin Writing (Chinese (Cantonese))
> Class No Class Level Primary 1 Ld Chinese Language - Chin Dictation (Chinese
v (Cantonese))
= Assessment / Term / TIAT
P Engulty et Chinese Language - Use of Chinese (Chinese
> ReportPData (Cantonese)
c;'"p.a:sc:" CL LI REERGHE Chinese Language - Chin Reading (Chinese
Report (%) with Chart (Cantonese))
> Institute Application Select an Item for il s Chinese Language - Chin Writing (Chinese (Cantonese))
Ccomparison
> stp €nglish Language (English)
> staff Deployment Ethics/ Religious Education (Chinese (Cantonese))
> staff General Studies (Chinese (Cantonese))
> cos o
SYir select Format
> Applied Learning Format WORD  EXCEL  RICHTEXT
> HKEAA
> EMP
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2. |If users are granted with the “Execute” right for a specific module e.g. Student
module:

* Check the “Execute” box in the row of Student — Generate Report.

Maintain Function Access Rights

[S-SEC02-04] Security > AccessControl > UserGroup > AccessRight

[ o Lo o [ o [

Group ID SCH_Staff Group Description Staff

Module / Function Report Management Chinese Group Description S

refer to Report R-SECO03-E/C fc

S = R R = N =N
[

ecails of each group'

1:\ Template - Maintain Template

Template - Upload Template ‘ ‘

Repository ‘ ‘

W | Assessment- Generate Report ii |
2 & | * Student- Generate Report
¥+ FMP - Generate Report
®  * Timetabling (TTL) - Generate Report
¥ 7 Special Assessment - Generate Report
® | *Timetabling (TSl) - Generate Report
Note(s}
*-When "Execute’ of this function has been checked, the “To File" button in the Report function of the corresponding module will be enabled for generating report and then storing in "Repository” of Report Management.

* In Student Module, the [To File] button in Report function is enabled, which
allows users to generate report in student module. The report generated
will then be stored in the Repository.

Home * [5:STU08-07) Student > Report

Student Information Enquiry
& roevin o

> School Management

Class List (with Age and Guardian English Name) (R-STU007-E) : Built-in Template

profile Please input the print criteria.
Height & Weight School Year 2020 v
> info Upload school Level Primary v school Session AM v
Photo Upload Class Level Primary 1 N~ Class Name 1A o
School House Subject Group All v
Seating Plan Print Departed I SRS TOER Sl include all departed Exclude all departed
Student
> Subject Setup
Age Reference Date 14/12/2023 m
Graduate Destination WYYYY)
> Admission Format WORD EXCEL RICHTEXT
> setup
> Document

Subject Survey
Report
Data Communication

> Attendance
> Student Activities
> School Activities Manageme

> Award & Punishment
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3.

If users’ “Add” right for Template — Upload Template is revoked:
* Uncheck the “Add” box in Template — Upload Template row.

Maintain Function Access Rights

[S-SEC02-04] Security > AccessControl > UserGroup > Access Right

o Lo o oo o]

Group ID SCH_Staff

Module / Function Report Management

Note(s):
Pl

 refer to Report R-SECO03-E/C for details of cach group's def

[] | Template - Maintain Template

Group Description

Chinese Group Description

fting.

Staff

BE

" Function View Edit Add Delete Execute

3 | [ ] | Template - Upload Template ‘7‘ |

[ | Repository ‘:‘

| * Assessment- Generate Report T

¥4 | *Student- Generate Report

% FMP - Generate Report

¥  *Timetabling (TTL) - Generate Report
¥+ special Assessment - Generate Report

& | * Timetabling (TSl) - Generate Report

Nozels):

*-When "Execute” of this function has been checked, the "To File" button in the Report function of the corresponding module will be enabled for generating report and then storing in "Repository” of Report Management.

* In Template function of Report Management Module, the Upload
Template tab is not displayed.

Lui Kee Secondary School Lui Kee Secondary School (RESTRICTED) (SIT -3.17.6) Current School Year: 2020 15/12/2023 1436:57 | E

© [S-RPT02-011 ReportManagement > Templste D Maintain Template

> school Management
> student

> Auendance

> student Activities

Module | A

> school Activities Manageme
> Award & Punishment

> Assessment

Category | Al categories
> Institute Application
Type Al
> s
Langua, Al
> staff Deployment .
> st
> cos
> HKAT

> Applied Learning

> HKkEAA

> Fup

> sPa

> WFSFAA(SFO)
Template
Repository

> Data Management

> Talent Databank

> Timetabling (Ts1)

N ada taan smamant

Bultin

English

serDefined

Chinese

L@ W

| teswser2v Logout

b
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4. |If users are granted with “Add” right for Template — Upload Template:

¢ Check the “Add” box in Template — Upload Template row.

Maintain Function Access Rights

[S-SEC02-04] Security > AccessControl > UserGroup > AccessRight

Zars I

Group ID SCH_Staff Group Description Staff

Module / Function Report Management Chinese Group Description &

refer to Report R-SECO03-E/C for dezails of each group's default access right sexting,

[] | Template - Maintain Template
4 | ® | Template - Upload Template |
[ "] | Repository [

® | * Assessment - Generate Report

¥ | student - Generate Report
& | * FMP - Generate Report
® | * Timetabling (TTL) - Generate Report

®4 | * Special Assessment - Generate Report

[P

& | * Timetabling (TSI) - Generate Report

Norels)
*-When "Bxiecute” of this function has been checked, the "To File’ button in the Report function of the corresponding module will be ensbled for generating report and then storing in "Repository” of Report Management,

* In Template function of Report Management Module, the Upload
Template tab will be displayed.

Lui Kee Secondary School Lui Kee Secondary School (RESTRICTED) (SIT-3.17.6) Current School Year: 2020 14/12/2023 14:34:23 | b @ = | superlv Logout

> Award & Punishment “ [SRPT02.01) ReportManagement > Template > Maintain Template

> Assessment Maintain Template [T RO ]

> Institute Application
/ Search Report

Module

> s

> staff Deployment
> staff

> cos

> HKAT

> Applied Learning Type n Builtin  User-Defined
D HKEAA Language u English Chinese

> FMP

> sPA

> WFSFAA(SFO)

' Report Management

Template

Category

Repository
> Data Management
> Talent Databank
> Timetabling (Tsl)
> Code Management
> security

> Customization
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L] Notes

1. Delete Template Access Right

* Only user-defined templates can be deleted.

* Only the uploader can delete the template uploaded by himself / herself.
The only exception is the wuser of the SCHOOL HEAD or
SYSTEM_ADMIN group can delete all user-defined templates.

2. Access Right to Generate Report and Store in Repository

*  When the user group is granted with “Execute” right for the five specific
modules, users are able to generate a report for that module. The report
will then be stored in the report repository

* Users can view and delete only the reports generated by them.

* Users of the SCHOOL_HEAD group can view and delete all reports stored
in the Repository.

* Users of the “SYSTEM_ADMIN” group can view and delete all reports
stored in the Repository except the reports of FMP.

* Specific Data Access Control for Reports stored in Repository

Assessment: The users in the group with the right to generate
Assessment reports can view all such reports. However, only the
creator can delete the report he / she generates.

Student: The users in the group with the right to generate Student
reports can view all such reports. However, only the creator can delete
the report he / she generates.

Security: The users in the group with the right to generate Student /
Parent accounts and generate the “Account Generation Report” can
view all such reports. However, only the creator can delete the report
he / she generates.

FMP: Users in any of the six built-in FMP user groups can view all the
FMP reports. Only the users of user group “FMP_ADMIN” can delete
the FMP reports for housekeeping.

Timetabling (TSI): The users of the user type of “STAFF” can view all
the reports of Timetabling (TSI). Only the “TSI_ADMIN” can delete the
Timetabling (TSI) reports for housekeeping.
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