
(For training during Aug/Sept 2011) 
 

Introduction on WebSAMS enhancement to cater for JUPAS application                   
 

1 

 
JUPAS Application for 
teachers/system administrator/SLP administrator 
 

User Account: sysadmin 

Password: wsadmin 

 

Login the user interface for teachers/system administrator/SLP 

administrator 
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Data File 

 

The following four data files are to be imported into WebSAMS before using related 

functions of JUPAS application. The updated files are downloaded from JUPAS online 

interface. 

 OEA Activity File: Student file to be enriched to submit the OEA information 

 JUPAS Activity Lists Code File: JUPAS activity list 

 JUPAS Activity Category Code File: Category code file 

 DSE Subject Code File: Subject code file containing DSE code 

 

(1) Access SLP  JUPAS Application  Data File 

(2) Select file type 

(3) Import corresponding files into the system. If the file format does not match, an 

error message will be prompted. 
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Student Mapping 

 

(1) Access SLP  JUPAS Application  Student Mapping 

 

 

You need to check the box on the right to confirm the mapping. The system will 

basically match the HKID / Passport No. For records with same HKID / Passport No. 

but with different names, you need to confirm its correctness by manually checking the 

boxes on the right.  

 

Set up for Non-school Activity 

You could include Performance / awards gained outside school as “Attended as 

non-school activity”. Please set up as follows:  

 

(1) Select “Set up” tag. 

(2) Check the box. (If this box is unchecked, students could still get access to 

performance / awards outside school, but all these items would only be included as 

school activity.) 
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OEA Code Mapping 

 

Existing Other Learning Experiences and Awards issued by school could be mapped to 

JUPAS OEA on selection the category. 

 

(1) Access SLP  JUPAS Application  OEA Form  OEA Code Mapping 

 

(2) Select “Add Mapping-OLE” for adding mapping for Other Learning Experiences.  

(Other Learning Experiences are saved in three files, ECA, Inter-school and 

Services in existing SLP module.) Select “Add Mapping-Award” for adding 

mapping for Awards issued by school. 

 

(3) The mapping OEA information would be automatically mapped to selected 

programmes upon student’s selection. 
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Verify OEA Activity 

 

Teachers/System Administrators/SLP Administrators could verify OEA Activity by 

selecting individual student. 

 

(1) Access SLP  JUPAS Application  OEA Form  Verify OEA Activity and select 

a student. You may sort the order of display in selected field, such as the class no. 

 

 

(2) Select a programme. For programme with changed data (as compared to the original 

SLP record), an asterisk would be displayed in the Remarks column. 
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(3) Verify on the data. For changed data (as compared to the original SLP data), an 

asterisk will be displayed beside the field. 

 
 

(4) Teachers/System Administrators/SLP Administrators may change the data. For 

changed data, teachers have to inform the student through personal channel. 

 
In the coming version in early Oct 2011, there would be a “verify” flag to indicate 

verified student’s records / verified programme. A report on verified student’s record 

will be available for reference by school. 
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(5) Teacher may navigate through OEA record of the same student using <OEA 

Record> button 

 

Verify OEA Additional Information 

Teachers/System Administrators/SLP Administrators could verify OEA Additional 

Information by selecting individual student. 

 

(1) Access SLP  JUPAS Application  OEA Form  Verify OEA Additional Info 

and select a student. 

 

(2) Teachers/System Administrators/SLP Administrators may edit the content. For 

edited content, teachers have to inform student through personal channel. 
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(3) Teachers/System Administrators/SLP Administrators could navigate through class no 

by using the <Cls No> button. 

 

Prepare OEA data File 

 

(1) Access SLP  JUPAS Application  OEA Form  Prepare Data File  

 

(2) Select OEA Activity File / OEA Additional Information File  

 

(3) Select Proceed to choose relevant students’ information to be included in the file. 

 

(5) Select students. 

 

(6) You may use “Preview excluded students” to confirm the excluded list. 

 

(7) Select Save and Confirm. 
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(8) Select Extract to extract relevant file in pre-defined format required by JUPAS. The 

Extract button would be dimmed if students have not been selected. 
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School Reference Report 

School is required to submit students’ academic performance in percentile and overall 

rating, and their personal and general abilities to JUPAS. 

 

Percentile and default overall rating 

Teachers/System Administrators/SLP Administrators could set a default for the 

percentile and overall rating. 

 

(1) Access SLP  JUPAS Application  School Reference Report  Percentile and 

Overall Rating 
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Subject mapping with DSE code and academic results 

 

Teachers/System Administrators/SLP Administrators could set the subject mapping with 

DSE code and select the academic results to be made reference for generating the 

academic performance. 

 

(1) Access SLP  JUPAS Application  School Reference Report  Gen Academic 

Performance Info 

 

(2) You may list the components for Mathematics and Technology & Living 

 

(3) You may select the assessments from S.5 or S.6 in generating the percentiles for 

individual subject/component or for all subjects/components. 

 

(4) You may map the DSE subject code or choose Automap button to have a 

preliminary matching. 
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(5) Choose Generate to generate the percentiles. Please note that if the percentiles have 

been maintained, an alert message would be prompted to confirm if the newly 

generated percentiles would overwrite the old ones. 

 

 

 

Maintain Academic Performance 

(1) Access SLP  JUPAS Application  School Reference Report  Maint Academic 

Performance 

 

(2) The percentile and overall rating would be generated according to the default figures. 

Teachers/System Administrators/SLP Administrators may update and save the 

information. 

 

(3) On Reset, the data would be reset to previously saved figures. 

 

(4) On Delete, you may delete subjects that are not taken the students. For example, if a 

student took Economics at S.5 but dropped at S.6, if S.5 results are made reference 

to when generating the percentiles, the entry would be displayed for this student. 

You may need to use this function to remove the record from this student.  

 

(5) On Add, on wrongly remove a record, you may use Add to include the entry again. 
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Add Subjects not handled in WebSAMS 

Teachers/System Administrators/SLP Administrators may add subjects not currently 

handled in WebSAMS, for example the Applied Learning courses. 

 

(1) Access SLP  JUPAS Application  School Reference Report  Academic 

Performance (Add Subjects) 

 

 

(2) Choose Add to add subjects 
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(3) Click on HKDSE subject to input the percentile and overall rating. 
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Maintain Personal and General Abilities 

 

(1) Access SLP  JUPAS Application  School Reference Report  Maint Personal 

and General Abilities 

 

(2) Select a student to maintain his/her personal and general abilities. 

 
(3) Teachers/System Administrators/SLP Administrators may navigate through  

<Cls No> button. 
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Prepare data file for school reference report 

 

(1) Access SLP  JUPAS Application  School Reference Report  Prepare Data 

File 

 

 

Prepare Subject List File 

 

(1) Choose Proceed and Extract. 

 

(2) The corresponding subject list file to be uploaded on JUPAS would be prepared. 

 

Prepare Academic Performance File 

 

(1) Choose Proceed to select students. 

 

 

(2) You may preview excluded students. 
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(3) Choose Save and Confirm. 

 

 

(4) Choose Extract to prepare the data file. 
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If there are subjects without percentiles / overall rating for selected students, an 

alert message would be prompted.  
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Prepare Personal and General Abilities 

 

(1) Choose Proceed to select students. 

 

(2) You may preview excluded students.  

 

(3) Choose Save and Confirm. 

 

 

(4) Choose Extract to prepare the data file. 
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Generation of report for JUPAS Application 

 

User can generate reports to view each part of JUPAS Application. 

(1) Click [SLP]  [JUPAS Application]  [Report] on the left menu. 

 

(2) Click on the Report Name (ID) link and a list of built-in and user-defined report 

templates is displayed. 
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(3) Click on the Report Template link to generate the report. 

 

 

JUPAS Activity Lists Code File imported from JUPAS (R-SLP031) 

This report lists out the imported JUPAS activity codes. 

 

 

JUPAS Category Code File imported from JUPAS (R-SLP032) 

This report lists out the imported JUPAS category codes. 
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DSE Subject Code File imported from JUPAS (R-SLP033) 

This report lists out the imported HKDSE subject codes. 

 
 

Exception Report For Import OEA Activity File Template (R-SLP034) 

This report lists out the exception records in the imported OEA activity file template. 
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Result of Student Mapping (R-SLP035) 

This report lists out the result of student mapping. 

 
 

Result of Subject Mapping (R-SLP036) 

This report lists out the result of subject mapping in Function A. 
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OEA Activity maintained by student (R-SLP037) 

This report lists out the OEA activity maintained by student. 

 

 

Academic Performance (sorted by student) (R-SLP038) 

This report lists out students’ academic performance. 
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Academic Performance (sorted by subject) (R-SLP039) 

This report lists out the students’ academic performance of specified HKDSE subject. 

 
 

OEA Additional Information maintained by student (R-SLP040-E) 

This report lists out the OEA additional information maintained by student. 

 

 



(For training during Aug/Sept 2011) 
 

Introduction on WebSAMS enhancement to cater for JUPAS application                   
 

26 

Personal and General Ability (R-SLP041-E) 

This report lists out students’ personal and general ability. 

 

Students excluded in the OEA Activity File (R-SLP042-E) 

This report lists out the students who are excluded in the OEA Activity File. 

 

Students excluded in the OEA Additional Information File (R-SLP043-E) 

This report lists out the students who are excluded in the OEA Additional Information 

File. 
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Students excluded in the Academic Performance File (R-SLP044-E) 

This report lists out the students who are excluded in the Academic Performance File. 

 

Students excluded in the Personal and General Ability File (R-SLP045-E) 

This report lists out the students who are excluded in the Personal and General File. 

 
 

Subject List (R-SLP046-E) 

This report lists out the HKDSE subjects used for academic performance maintenance. 
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Access Right for Teachers/System Administrators/SLP Administrators 

 

The access right could be refined for teachers for accessing OEA/Academic 

Performance, etc. 

 

(1) Access Security  Access Control  User Group  SLP Admin 
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Access Right for Student 

 

The access right could be refined for students for accessing OEA/Academic 

Performance, etc. 

 

(1) Access Security  Access Control  User Group  Student 

 

 

Tentative Future Amendments 

1. Schools could select academic results from more than one assessment when 

generating the percentiles. (Tentative schedule: Jan 2012) 

2. Schools may opt to set default rating by their own percentage. For example, Top 

40% as Excellent. (Tentative schedule: Dec 2011) 

3. Supplementary Information would be included. (Tentative schedule: Dec 2011) 

4. Description of Other Learning Experiences could be extracted for students’ 

reference when prepare their own OEA information. (Tentative schedule: Early Oct 

2011) 

5. Reports will be available for verified information. (Tentative schedule: Early Oct 

2011) 

6. Printing students’ SLP in separate pdf file. (Tentative schedule: Dec 2011) 
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Import from SLP module (import text-based 

information) 

The function allows user to import a modified key project file into the system. 

 

Import Key Projects 

(1) Click [SLP]  [Import] on the left menu. 

Browse the exported key project excel file.  

 

(2) Fill in the Key Project for each of the student and save it. Leave it in blank if the 

student does not have key project. 

 

(3) Import Key Project is support to upload a single file only. 
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(4) Click the [browse..] button and select the excel file 

(SLP_Key_Project.xls)

 

 
 

(5) Click [Import] button to import the Key Project record. 
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(6) Select the radio button to “Accept / Reject” for each of the students record. Click 

[Save] buton to update the key project. 
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Import Other Learning Experiences 

 

This function allows user to download an excel template of “Other Learning 

Experiences” for offline modification. The user could import the excel file / zip file 

(containing student’s excel files) into the system after modification. 

 

(1) Click [SLP]  [Import] on the left menu. 

Chooses one of the excel template – multiple students per excel file or one 

student per excel file to download for offline modification.  

 

 

(2) Fill in OLE record in the template and save the file name by using the student’s 

“Reg No” e.g. 2002038.xls (For using “Reg No” as file name is only applicable for 

files with “one student per excel file” option. For “Multiple students per excel file” 

one, there is no such restriction.) 

 

 

 

(3) User selects the import option either in multiple students per excel file or one 

student per excel file 

 

(4) Click the [browse..] button and select the excel file (2002038.xls) 
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(5) Click [Import] button to import the OLE record. 

 

Import Performance / Awards Gained Outside School 

 

This function allows user to download an excel template of “Performance / Awards 

Gained Outside School” for offline modification. The user could import the excel file / 

zip file (containing student’s excel files) into the system after modification. 

 

(1) Click [SLP]  [Import] on the left menu. 

Chooses one of the excel template – multiple students per excel file or one 

student per excel file to download for offline modification.  

 

 

(2) Fill in Performance / Awards Gained Outside School record in the template and save 

the file name by using the student’s “Reg No” e.g. 2002038.xls (For using “Reg No” 
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as file name is only applicable for files with “one student per excel file” option. 

For ”Multiple students per excel file” one, there is no such restriction.) 

 

(3) User selects the import option either in multiple students per excel file or one 

student per excel file 

 

(4) Click the [browse..] button and select the excel file (2002038.xls) 

 

 

 

(5) Click [Import] button to import the Performance / Awards Gained Outside School 

record. 
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Import Self-Account 

This function allows user to upload “Self-Account” text file / zip file (containing the 

student’s text files) into system. The text file must save in UTF-8 format. 

 

(1) Click [SLP]  [Import] on the left menu. 

Click Self-Account tab.  

 

 

(2) Create a text file, fill in self-account information and save the file name by using the 

student’s “Reg No” e.g. 2002038.txt 
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(3) Click the [browse..] button and select the text file (2002038.txt) 

 

 

(4) Click [Import] button to import the student’s self-account. 

If Student’s Self-Account already exist in the system, the following screen will be 

shown:  
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Import / Export Function for Print Sequence  

 

This function allows user to set the print sequence of OLE or Award by import the excel 

data file. 

 

A. Import 

1. Clicks on SLP > Import on the left menu and then click the Import Print 

Sequence tag. 

 

2. Edit the print sequence from the exported excel file(s) only. For using “Reg 

No” as file name is only applicable for files with “one student per excel file” 

option. For “Multiple students per excel file” one, there is no such 

restriction. 

3. Selects the import option in either multiple students per excel file or one 

student per excel file. 

4. User clicks on “Browse” button to select the excel file or the zipped excel 

file(s) which to be imported. 
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5. User clicks on “Import” button to upload the file to the system 

6. If the import operation fails, click [View Error Report] button to view the 

error report. 

B. Export 

(1) Clicks on [SLP > Import] on the left menu and than click the Import Print 

Sequence tag. 

(2) Selects the School Year, Class Level and Class Name. 

(3) Selects the Print Sequence option either in OLE or Award. 

(4) Selects the export option in multiple students per excel file and one student 

per excel file. 

(5) Clicks the Export button. 
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Import from STA module (import coded information) 

 

This use case allow user to import the new student activity and related SLP information for list 

of student by using MS Excel file. 

 

 

(1) Click [Student Activities]  [Import] on the left menu.  

 

 

 

 

 

 

 
 

 

 

 

(2) Click [Browse] button to select imported MS Excel file.  

 

(3) Click the [Import] button. 

 

(4) During the importing records procedure, if any error been found, error message 

will be shown on the top of the screen and the process will be aborted. 

From Programme 

Description Report 

From Student 

Activities Post Report 

From Student Activities 

Performance Report 

From Components of Other 

Learning Experiences Report 

From Awards/Certifications/ 

Achievements Report 
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(5) User can click [View Error Report] button to view the error report. 

 
(6) The system will prompt a new confirm page if no error being found in the 

importing records  
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(7) User can click [A](accept) or [R](reject) radio button.  

 

 
 

 

(8) Click [Confirm] button to import records to system.  

 

(9) If importing is success, the system will be shown success message on the screen  

 

7 8 
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Data Entry 

 
Key Projects 

 

User can maintain the Name of Project / Extension Activities / Programmes data by 

Subject or Subject Components (for NSS subject only) for the students. 

 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the Key Projects tab. 

(3) Select the search criteria in the drop-down list box. 

(4) To search the class subject(s) for input of Key Projects, 

(I) Select By Class radio button 

(II) Select Subject/Component from the list box 

(III) Click [Search] button. 

(IV) Enter or amend the key projects in the text box for each student for class 

subject. 

 

4 



(For training during Aug/Sept 2011) 
 

Introduction on WebSAMS enhancement to cater for JUPAS application                   
 

44 

(5) To search the subject group subject(s) for input of Key Projects 

(I) Select By Subject Group radio button 

(II) Select Subject Group 

(III) Select Subject/Component from the list box 

(IV) Click [Search] button. 

(V) Enter or amend the key projects in the text box for each student. 

 

 

 

(6) To search the cross class subject(s) for input of Key Projects 

(I) Select By Cross Class Subject radio button 

(II)  Select Cross Class Sub - Group 

(III) Select Subject/Component from the list box 

(IV) Click [Search] button. 

(V) Enter or amend the key projects in the text box for each student. 

 

5 
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(VI) A list of students with Key Projects is shown. 
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(VII) Fill in Key projects by inputting free text / Click the Table button beside the Key 

Projects (Chi) column.  

- Fill in by free text: 

 

- Fill in by select Code Table.  

 Click the Table button beside the Key Projects (Chi) 

column, a pop-up window will shown.  

 

 Then click the [Select] button to fill in the text box. 
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- Fill in the content by using Batch Add button.  

 Fill in the text box of the first column. 

 Check checkbox for each record. 

 

 Click the [Batch Add] button. 

 Click the [Save] button to save the Key Projects. 

 

 

Other Learning Experience 

Add OLE record 

 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the OLE tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of the student from the search results to view the 

student’s OLE record. 

(6) All records from SLP module for the student will be listed out. 
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(7) Click [Add] button to assign a new OLE record to the student. 

(8) Fill in information of the new record and click [Save] button. 
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Edit Other Learning Experience record 
 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the OLE tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of a student from the search results to view the 

student’s OLE record from SLP module. 

(6) All OLE records from SLP module for the student will be listed out. 
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(7) Click the programme name to edit the OLE record of the student. 
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(8) Edit the information of the selected record and click [Save] button. 
 

 
 



(For training during Aug/Sept 2011) 
 

Introduction on WebSAMS enhancement to cater for JUPAS application                   
 

52 

Delete Other Learning Experience record 

User can delete the OLE data. 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the OLE tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of a student from the search results to view the 

student’s OLE record from SLP module. 

(6) All OLE records from SLP module for the student will be listed out. 
 

 
(7) Check the checkbox beside the Programme column to delete the record. 

 
(8) Click [Delete] button to confirm the operation. 
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Add Performance / Awards Gained Outside School record 

User can add the Performance / Awards Gained Outside School data. 
 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the Performance / Awards Gained Outside School tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of the student from the search results to view the 

student’s Performance / Awards Gained Outside School record. 

(6) All Performance / Awards Gained Outside School records for the student will 

be listed out. 

 

 
       

 



(For training during Aug/Sept 2011) 
 

Introduction on WebSAMS enhancement to cater for JUPAS application                   
 

54 

 

(7) Click [Add] button to assign a new Performance / Awards Gained Outside 

School record to the student. 

(8) Fill in information of the new record and click [Save] button. 
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Edit Performance / Awards Gained Outside School record 

User can edit the Performance / Awards Gained Outside School data. 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the Performance / Awards Gained Outside School tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of a student from the search results to view the 

student’s Performance / Awards Gained Outside School record. 

(6) All Performance / Awards Gained Outside School records for the student will 

be listed out. 
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(7) Click the programme name to edit the Performance / Awards Gained Outside 

School record of the student. 

 

(8) Edit the information of the selected record and click [Save] button. 

 

 

 

Delete Performance / Awards Gained Outside School record 

User can delete the Performance / Awards Gained Outside School data. 
 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the Performance / Awards Gained Outside School tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of a student from the search results to view the 

student’s Performance / Awards Gained Outside School record. 

(6) All Performance / Awards Gained Outside School records for the student will 

be listed out. 
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(7) Check the checkbox beside the Programme column to delete the record. 

 

(8) Click [Delete] button to confirm the operation. 
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Maintenance the print sequence of Performance / Awards Gained Outside School 

record 

User can maintain the print sequence of the Performance / Awards Gained Outside 

School data. 
 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the Performance / Awards Gained Outside School tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of a student from the search results to view the 

student’s Performance / Awards Gained Outside School record. 

(6) All Performance / Awards Gained Outside School records for the student will 

be listed out. 
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(7) Fill in print sequence numbers in the range 0-999.9 or you may leave it blank 

under 'Print Seq' column. 

 

(8) Click [Save] button to store the print sequence. 

(9) User can click the [Preview] button to preview the effect. This will not save 

the data until user trigger [Save] button. 
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Self-Account  
 

(1) Click [SLP]  [Maintenance]  [Data Entry] on the left menu. 

(2) Click the Self-Account tab. 

(3) Fill in the search criteria. 

(4) Click the [Search] button to search for a particular student. 

(5) Click on the Eng Name of a student from the search results to view the 

student’s self-account. 

 

 

 

 
 

(6) Fill in the information of self-account in the textbox and click [Save] button. 
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Appendix 

Detailed Design Specification Manual 
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