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Territory-wide System Assessment (TSA) 2025
Checklists to Assessment Administration Supervisor
(Secondary Schools)

Data Submission Steps
_
fehoo! information Centre@®

Personal Profile (-]

TSA Centre
E Task Start Date End Date Status Complete Time Information Action
Step 1: Process and transmit student information via WebSAMS

) Data Submission Steps Maintain

student
informatien

Upload Student information Sg?g&w"g 2023-08-30 [

15:15
Step 2: Check and update school information

2022-08-15 2023-09-30 & [Confirm
School Information 00:00 00:00

Submission]
Step 3: Select spedial arrangement for students

Participating Students' 2022-09-01 2023-08-30 & [Confirm
Information 00:00 00:00 Submission]

Step 4: Select medium of assessment

Assessment Medium for 2022-09-01 2023-09-01 & [Confirm
00:00 00:00 Submission]

Step 5: Nominate Assessment Administration Supervisor and his/her deputy

Nomination of Assessment ~ 2022-08-23 2023-09-30 &y
Administration Supervisor | 00:00 00:00

Step 6: Nominate Chinese and English Oral Examiners

Nomination of Oral 2022-08-22 2023-09-30 a
Examiners 00:00 00:00

Step 7: Enderse nominated Oral Examiners by Principal

No. of
remaining

fELcoremencio 2022-08-22 2023-08-09 & endorsement:
" Daminers R0:00 UU:00 Endn_rsernent
e
[ Process and transmit student information via WebSAMS ] *AMPORTANTH¥*
$  Transmit TSA student data via WebSAMS ¢ Ensure the WebSAMS BUILD
Demo Video: version has been upgraded to
’ 3.1.18 ot above for using the TSA
htt S WWW.bca.hkeaa.edu.hk Web TSA Zh 2 function under the “HKEAA
025BriefingSession/briefingSession/websams module”
Step demo.mp4 €  Receive and decrypt the TSA
parameter file at “Incoming
. M ” of WebSAMS’
- PPTon CDR site of EDB: . “(f(frsriiin?cati:n & Deliiery
https://cdr.websams.edb.gov.hk/Files/ Module/ System (CDS)” =% Import the
Module Reference/TSA/TSA%20function sec parameter file at the “Data
pdf Communication” under the “TSA”
function

< “Upload Student Information”: View the report and check the data file transmitted from
WebSAMS
< “Maintain Student Information”: Add/Release/Edit student information

[ Check and update school information ]
< “School Information”: i) Check school information, ii) Update lunch hour and bank account
information where necessary
< Press “Confirm Submission” for completion

[ Select special arrangements for students )

< “Participating Students’ Information”: Select appropriate special arrangement(s) (WS0 — WS7)
for students with special educational needs where necessary

< Press “Confirm Submission” for completion

< School may apply in writing for special arrangements other than WS0 to WS7 for students with
other special needs. Application for those special arrangements should be submitted to HKEAA
by 5 November 2024. For details, please refer to the “Guidelines on Selecting Special
Arrangements”.

***To be cont’d ***
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[ Select medium of assessment )
< By clicking “Assessment Medium for TSA”
- For Mathematics,

1. select Chinese or English versions for individual classes by pressing “Confirm and
Save”; and/or
1. assign Chinese or English versions for individual students by pressing “Assign

Assessment Medium for Individual Student”

1f your school uses English s the medium of instruction in Mathematics, please select English version for individual dasses or students.

Mathematics

Assessment Medium (Class Level)
Class _ No. of
@ chinese English

E ®

No. of ing English

o

“
® ®

8
6 20
0
0

8
@®

- For Chinese Oral, select Cantonese or Putonghua for the whole level and press “Confirm

and Save”

If your school selects Putonghua as the medium of zssessment in the Chinese Oral Assessment, your school should nominate qualified
teacher(s) for conducting the assessment in Putonghua. Plesse select the asssssment [anguage to be used for the whole level below:

Chinese Oral Assessment

Assessment Medium (Whole Level)
Class s No. of Student using Cantonese No. of Student using Putonghua
(© cantonese Cputonghua

53 ® 57 36

- For Chinese Audio-visual and Listening, select Cantonese or Putonghua for individual
classes and press “Confirm and Save”
gﬁ(:vl\ilr ‘school selects Putonghua as the medium of assessment in the Chinese Audio-visual Assessment, please select levei(s)/class(es)
Chinese Language Audio-visual Assessment
Assessment Medium (Class Level)

Class - No. of Student using Cantonese No. of Student using Putonghua
© cantonese ) putonghua

n ® e] v 3

B ® ¢] 25 1

3c ® 2 3

ol ® o 1 0
If your school selects Putonghuz as the medium of assessment in Chinese Language Listening Assessment, please select class(es) below:
Chinese Language Listening

Class O STric sty o |4 St et et Pt
© cantonese  putonghua

n ® e] v 3

] ® 25 1

3c ® 25 3

ol ® 18 1

< Press “Confirm Submission” for completion
[ Nominate Assessment Administration Supervisor (AAS) and his/her deputy )

< “Nomination of Assessment Administration Supervisor”: Input the details of AAS / Deputy
AAS

[ Nominate Chinese and English Oral Examiners (OE] ***IMPORTANT**f ]
< “Nomination of Oral Examiners”: After Before pro.ceedlng th thl? step, please
. . . confirm with the Principal if he/she would

selecting the subject, input the name and email like to verify and endorse OE, nomination in
of nominated Chinese and English OEs either Printed or Online versions. This

< Sefct a version for the P?ncipal to verify and option can only be selected ONéE and is
endorse OFE nomination forms NON-EDITABLE.

<~ If the Prinicipal endorses online, input the
email address of the Principal

<> Edit the names and emails of nominated OEs
where necessary before the nominated OEs
submit their nomination forms to Principal

< Refer to the “Nomination Procedures for Oral

Examiner” for details

@ TIPS

If you find the inputted data of an OE is non-
editable (without , this means the OE has
completed and submitted his/her nomination

| omiuts Ot Examines e |
I e

Title English Name Chinese Name  Email Address Edit  Delete

5.3 Oral Examiner Please nominate at least 1 Oral Examiner

Mr_ v [CHIOE ONE s146chioe1@mailinator com

[ Endorse nominated Oral Examiners by Principal ]

< “Data Submission Steps”: View the @ TIPS
S ST If the Principal endorses the form via printed

M (15 M M b
< If the Prinicipal endorses online, please refer to version, the “No. of remaining endorsement

the “Online Endorsement Procedures for will turn to “0” if all OEs have completed and
Principal” fo detqiiq submitted their nomination forms online

(OEs should keep a copy of their completed
forms until the end of next calendar year)

Check if Principal has verified and endorsed all
nomination forms
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