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1 Module Overview

1.1 Introduction
1.1.1 Objective

Schools are required to take student attendance every school day. For half-day
bi-sessional (AM/PM) primary schools, attendance is usually taken once a day.
For whole-day secondary schools, attendance is usually taken twice a day. For
some special events, like school picnic or sports day, schools may choose to
take attendance once a day only.

Instead of capturing all student attendance records, the system would capture
non-attendance records. Students with no non-attendance records are assumed
to be present. On-going student attendance data will be maintained until the
student leaves school. However, if a student is identified as a suspected
dropout and the corresponding dropout record has been created, no attendance
record will be taken and kept.

1.1.2 Basic Concept
(1) Attendance Taking Session
Number of attendance taking session is defined on every school day in which
attendance taking is expected. In general, this number would be set to 1 for
half-day bi-sessional (AM/PM) primary schools; and set to 2 for whole-day

secondary schools.

Here are the details:

Number of Attendance Attendance Taking Session Day
Taking Session Available Count

1 WD (means once-taking) 1.0

5 AM (means 1% taking) 0.5

PM (means 2" taking) 0.5

For 1-session day (attendance taking once), there would be only 1 record
(AWD).

| Date [Sess| AttendanceStatus |  _ Reason |

WD |F'resent _v_l IN.A.LI

For 2-session day (attendance taking twice), there would be 2 records (1AM,
1PM).

| Date [Sess| AttendanceStatus |  _ Reason

AM |Present L.' INA._v_I

_ FM |Present Z] IN.A._v__I

It should be reminded that the concept of attendance taking session (AM, PM
or WD) is absolutely not associated to the school session (AM, PM or Whole
Day).

(2) Attendance Status
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There are 5 possible attendance statuses for a student on each attendance
taking session.

Attendance Status

? e ) Present

: \ v I\
A Absent
3 -
[EU Late

: ‘_ Early Leave
e 4

Late and Early Leave

Remark:
(a) For the screen of attendance taking on both sessions at the same time,
the student icons will be replaced by “P” icons to avoid confusion.
i.e.
&AM
Present at both sessions
PM P

(b) Please remind that “Early Leave” is a new non-attendance type provided
in WebSAMS. Combined with “Late” status, “Late and Early Leave”
forms another special attendance status. It refers to the case that the
student being late at the beginning of the session and take early leave
before the end of the session.

(c) For the cases of suspected dropout or departed students, user cannot
modify the attendance status after the last date of attendance.

Special Student Status

Suspected Dropout

O Departed

-

ALL the not-returned suspected dropout records, including records of ALL
school year, are checked. The student who has not-returned suspected
dropout record of previous school years and has not departed for the current
school year is treated as suspected dropout student.

Punishment for Absence and Lateness

The punishment functions are moved to Award & Punishment (ANP)
module. Please refer to the corresponding documents for details.
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1.2 Function Chart

ATT

Setup

Attendance

Special Attendance Taking

Maintenance

By Class

By Student

By Batch

Import Data

Import

Import Log

Suspected Dropout

Notify Parent/Guardian

Maintain Suspected Dropout

Return of Suspected Dropout

Consolidation

Enquiry by Cls Lvl I

Enquiry

Report I
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1.3 Flow Diagram
Setup Attendance <
Parameter /
Special Attendance
Taking Day
2
Enquiry Maintenance: <
By Class / Student / Batch |4 Import
Y —»  Consolidation
Punishment -~ A *
(ANP) Notify Parents / Import
Guardians B % Log
Print report
i card in
v Assessment
Maintain Suspected <
Dropout
Report Return of Suspected CDS

Dropout Students
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1.4 Interactions with other modules

School Management (SCH)
e The school calendar and the setup of class details should be completed
before using the Attendance functions.

Student (STU)

e Class seating plan for current school year should be properly set up before
using the Maintenance by Class function.

e Enrolment survey must be sent out before Form A (for suspected dropout) /
Form B sending out.

Award and Punishment (ANP)

e The ANP scanning function would count the non-attendance records if the
reason is “Punishment” indicated.

e |If there are any punishment records associated with the non-attendance
records going to be deleted, the system will prompt for deletion of the
punishment records as well.

Assessment (ASR)
e To capture the non-attendance figures from Attendance module,
consolidation for required class levels should be performed first.

Communication and Delivery System (CDS)
e To send Form A / B, CDS school key must be installed and properly
configured.

Code Management (HSE)
e The applicable reason codes for Absent / Late / Early Leave must be
activated before using the Attendance functions.

Report Management (RPT)
e User can download the report template for customization.

Security (SEC)

e Email Properties (SMTP server, user name, password, etc) must be properly
set up before using the email functions (to NACT / parents).

e To facilitate parent / student enquiry function, corresponding login accounts
must be properly set up.

Inter-Year Processing (IYP)

e Suspected dropout records in current school year can retain to new school
year. For those suspected dropout students return or depart, please conduct
the relevant procedures and send Form A/ B to EDB via CDS.
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2

Operation Procedures

2.1 Setup

User can set up the attendance parameters and the special attendance taking
days for current school year in Setup function. It is a prerequisite for all other

Attendance functions.

2.1.1 Attendance Parameter

Attendance > Setup > Attendance Parameter

Home

School Management
Student

[S-ATT04-01] Attendance > Setup > Attendance Parameter

il Bpsinias | Special Attendance Taking Day

School Year [2011 =]
v Attendance School Level Primary School Session Whole Day
Default Reason
Maintenance Absent [§ick leave =]
Import Data Absent (suspected dropout period) | Truancy =l
Suspected DropoufiTe [Traffic jam x|
Consolidation Early Leave |Pa rent's application B3|
Enquiry by Cis Lvi |l Number of Continuous Absent Days for Follow-up
Enquiry MNotify Parent'Guardian |2_ days
Report Report Suspected Dropout 7 days

Student Activities

Award & Punishment

Daily Frequency of Attendance Taking

[ Specify the winter time period nBD.-'I-]I-].-""“"'j:|

O i FGeey o Atdace Takiig

Winter Time Summer Time

Assessment

Special Assessment

Staff Deployment Primary 4 T [
cDs Primary 5 |1_ I_
HIKAT Primary 6 |1_ I_
SPA

Report Management

[ Function Description

User can maintain the following parameters for Attendance module.

(1) Default Reason
The default reason set for “Absent”, “Late” and “Early Leave” will be reflected
in Maintenance functions when user selects different non-attendance types.

The default reason for “Absent (Suspected Dropout Period)” is used to fill
into the absent records within the suspected dropout period when the student
is returned from suspected dropout status.

(@)

Number of Continuous Absent Days for Follow up (for current school year
only)

The follow-up criteria are used in Suspected Dropout functions. After
scanning, the system will show a list of continuous absent students who are
satisfied with the pre-defined condition.

(3) Daily Frequency of Attendance Taking

User can specify the default daily frequency of attendance taking for each
class level. If school has different daily frequency of attendance taking in
winter and summer time periods, user should also specify the date range of
winter time period.
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L Pre-requisites

1.

The school calendar and the setup of class details should be completed in
School Management (SCH) module.

The applicable reason codes for absent / late / early leave must be activated
in Code Management (HSE) module. (See Appendix A)

B User Procedures

Click [Attendance] - [Setup] in left menu.
Click Attendance Parameter tab.

Home
[5-ATTOAS Rdlagce > Setup > Attendance Parameter

‘ AttendanceFarameter ’

School Level Primary School Session Whole Day

Default Reason

» School Management
» Student
= Attendance

pecial Attendance Taking Day

Maintain parameters in the Default Reason, Number of Continuous
Absent Days for Follow-up and Daily Frequency of Attendance Taking
sections.

Finally, click [Save] button to save the settings.

Default Reason

Absent |Sick leave B |
Absent (suspected dropout period) |Interva1 between dropout and readmission |
Late |Rea30n wiknown =l

Early Leave |Pa1’ent'3 application =l

Number of Continuous Absent Days for Follow-up
Motify Parent/Guardian |1_ days

Report Suspected Dropout T days
Daily Frequency of Attendance Taking

- Specify the winter time period (DD/MISY )

S el Fredliencylof Attendance Taking

Winter Time Summer Time

Primary 1 |1_ I_
Primary 2 T [
Primary 3 |2_ |_
Primary 4 |1_ |_
Primary 5 |1_ |_
Primary 6 T [

D resec ) oeve )

[N Post-effects

The setting will be saved for the selected school year, school level / session.
System will refer to this setting when:

a. Filling in non-attendance reasons in Maintenance functions;

© Copyright 2015 Education Bureau Page 7
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b. Scanning out continuous absent students in Suspected Dropout
functions;
c. Filling in absent reason (for suspected dropout period) after student
returned from suspected dropout period.
d. Processing non-attendance records in Maintenance functions.

2. Modifying the daily frequency of attendance taking or the setting of the winter
time period may cause the system to delete those non-attendance records
which conflict with the updated daily frequency of attendance taking.

[ Notes

1. Different school years, school levels or sessions would have their own set of
default setting.

[S-ATT04-01] Attendance > Setup > Attendance Parameier

2. To set up daily frequency of attendance taking for different periods (i.e.
winter time and summer time), user should check the “Specify the winter time
period” box, and input the desired date range for winter time period. Then,
the column for summer time period will be active for setting the default daily
frequency of attendance taking.

Daily Frequency of Attendance Taking
@1. eeify the winter tirae period (DDMMIY Y YY) IOSDQM i Izomaoos

Class Level

Primary 1 |1 |1

Primary 2 '1 ]1

Primary 3 |1 |1

Primary 4 |1 |1

Primary 5 ll |1

Primary 6 T T
Remark: The days outside the date range are automatically regarded as in
summer time period.

3. After migrated to a new school year, the previous winter time period must be

updated first. Otherwise, all other functions in Attendance module cannot
be triggered.
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2.1.2 Special Attendance Taking Day

Attendance > Setup > Special Attendance Taking Day

¢ LastLogin: 09/06/2003 10:59 Logout | Help | PHEA

Current School ear: 2002 9 June 2003 11:21

[S-ATT10-01] Attendance > Setup > Special Attendance Taking Day
Attendance Parameter [ Juzsbil sieisilliie2rsi e by
School Year |2002 .l

Special Attendance Taking Day

Maintenance

Suspected Dropo

s Daily
Consolidation Class Level Frequency of
Enquiry S
Report - =l 05112002 Primary, AM, Primary | 1

» Customization - 300173003 Pa “PM, Fai i MM i
r 250012003 Primary , PM, Primary 6 AT 2
_!z Add || 7 Delete

Ld  Function Description

User can set the particular daily frequency of attendance taking for some classes
on some special days on need basis. For example, user can set attendance
taking on Sundays and public holidays, or override the default daily frequency of
attendance taking on some normal school days.

B

Pre-requisites

School calendar for current school year must be set up in School Management
(SCH) module first.

Add Special Attendance Taking Day

B User Procedures

Click [Attendance] - [Setup] in left menu.
Click Special Attendance Taking Day tab.

Home

[S-ATT10-01] Attendance > S

— s aking Day
Special Bttendanced arng ay,

v Attendance . o
Attendance Parame:

3. Click [Add] button to add a new special attendance taking day.

Special Attendance Taking Day

Ciass Level Attendance

Taking

Mo Record Found

) /% Delete |

4. Enter the fields and click [Save] button to save the special days.

© Copyright 2015 Education Bureau Page 9
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Special Attendance Taking Day

Daily
Frequency
Class Lewvel Class of
Attendance
Tahlng
IF'rlmary PM Primary 2 vl 2 -
m‘ E Save "? Cancel

5. Then the special attendance taking day would be added successfully.
Delete Special Attendance Taking Day

B User Procedures

Click [Attendance] - [Setup] in left menu.
Click Special Attendance Taking Day tab.

Home

[S-ATT10-01] A d >S

- ¥ q Day
Special Bttendanced arng Day,

+ Attendance

o School Year

3. Select those special days to be deleted and then click [Delete] button to
delete the records.

Special Attendance Taking Day

Class Level Attendance

Taking

4. Then the special attendance taking day would be deleted successfully.

[ Post-effects

1. The number of attendance taking session will be changed according to the
setup. Also, there would be an asterisk marked beside the date to indicate
that it is a special attendance taking day.

| Date |Sess| AttendanceStatus |  ______Reason |
WD [Present =1 [na=]

Attendance Status

101092002 * PN | Present =l Ina =]

- PM [Present > na =]

2. If a school day is chosen for the Special Attendance Taking Day, and the
number of attendance taking set is different from the default, system will
prompt for deletion of existing non-attendance records.

© Copyright 2015 Education Bureau Page 10
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If there is any punishment records associated with the non-attendance
records going to be deleted, the system will prompt for deletion of the
punishment records as well.

[ Notes

1. User can add several special days at one time by clicking [Add] button
repeatedly.

2. User cannot add or delete the special day if the action would lead to delete
some absent records of suspected dropout.

3. User can view the special attendance taking day information defined in past
school years but cannot modify them. If Inter-Year Processing (IYP) is
started, user can also maintain special attendance taking days for next
school year.
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2.2

221

Maintenance

There are 3 ways of attendance taking in Maintenance function, they are:
(1) By Class

(2) By Student

(3) By Batch

User can choose any one of them for attendance taking in different scenarios.
Maintenance by Class

Attendance > Maintenance > By Class

Last Login: 09/06/2003 10:59 Logout | Help | HXHAE
Current School Year: 2002 9 June 2003 11:25

o AMbe e [S-ATT01-01] Attendlance > Maintenance > By Class
By Student By Batch
REUID/ES School Level Primary School Session AM |
laintenanc Class Level ‘W Class m
Date (DOMMAYYY)  [00060003 Attend. Taking Sessi M -

Consolidation

[ set as Default | [ [> Next |

Enquiry
Report
» Customization

Function Description

User can take attendance for a class by using a pre-defined corresponding
seating plan.

Pre-requisites
1. Attendance parameters must be already set up for current school year.
2. Seating plan for the class must been defined in Student (STU) module.

User Procedures

1. Click [Attendance] = [Maintenance] in left menu.
2. Click By Class tab.

Home
Attendance > Maintenance > By Class
‘' Attendance
Student By Batch
Setup Primary School Session PM v |
‘ e Class Level [Primary 1 =] Class 181 =]
R L BLLl Date oMY YYY)  [T206000 = Attendance Taking Sessi M v

Consolidation

('set as Default | [ [> Next |

Enquiry

3. Select a class with the Date and the Attendance Taking Session. Then,
click [Next] button to go to the next step.
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[S-ATT01-01] Attendance > Maintenance > By Class
‘7 iLis5) By Student By Batch

School Level Primary School Session PM L]
Class Level |Primary1 'I Class 181 'I
Date (DOMMAYYY)  [T20672003 Attendance Taking Session  [an |

[setas Defaulth) Next | )

4. On the student sitting plan, user can click the student icon to change the

corresponding attendance status.

[S-ATT01-02] Attendance > Maintenance > By Class

By Student By Batch

School Level  Primary School Session PM
Class Level Primary 1 Class 1B1
Date 1206/2003 Attendance Taking Session AM
#Bottom
1 00 h ‘ O h
Py Y
YEUNG HO YEUNG
YEE YEUNG CHI
,ﬁ’“, AT OO =33 Tee Teoe
0 _;é»,.,] ! v | o | dash | e 4
WONGWA] | WONGTAK | WONG FUNG SUEN FONG S0 YUET
YAN CHUEN NG  (CEEASHMNTATCIIAN NG | SHEDNG
31) 30) 29) 26) 25)
LEUNG WAI LIU CHEUNG SHEUNG YU
LEE SHU CHIU LITARK CHAU NG HO MAN SIT KING TING
18 YAN 20 SHEUNG 7] CHUN 7]
_(19) Q2n - 23)
‘: T O deo) de e} M ‘:00
oA —’ oW SN — &% -
Leuvanvy | LaRAl fausammul Lampopar |KERECH ponG san e SHEGSU
an e i) {4 e a2 i
O GD D 2aE D
AL YEUNG PO (AU YEUNG PO CHAN CHAN KWOK | CHANSUN | CHANTZE [CHEUNG SHURN]
YAN YAN CHEUNG WAI KEL;NG SUN YAN SUN
[ <JBack ][ > Next ][ FJ cancel } ~Top

CHUEN CHUEN CHUEN CHUEN
(30) (30) (30 0]

(i) To input the specific non-attendance reason or remark, user can click
Student Name hyperlink below the corresponding icon.
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(300

(i) A pop-up window will be shown up, and user can input the Attendance
Status, the corresponding Reason and the Remark accordingly.

(iii) Click [Confirm] button to confirm the changes.

[S-ATT01-04] A 1 > Mail > By Class

Student Attendance Details

Student Name WONG TAK CHUEN (£75%) Class No 30
120672003 IAbsent :I ISlck leave :l

Then, the screen will back to the student sitting plan. User can click
[Next] button to go to the next step.

5. Review the attendance Information.
6. Click [Save] button to save the changes.

[S-ATT01-03] Attendance > Maintenance > By Class

7 tkio3 ) By Student By Batch
onfirmation of Class Attendance

School Level Prirnary School Session PM
Class Level Primary 1 Class 1B1
Date 12062003 Attendance Taking Session AM

on-attendance Summary

| _Name  [Sess| AftendanceStatus |  Reason | Remark |
9 CHAN TZE VAN BEFRR) AM  Early Leave Parent’s application
17  LAUYAN YU (ZIER) AM Lae Traffic fam
24 SIT KING TING (EF#4RE) AM  Late & Early Leave Traffic jam (L)
Parent’s application (E)
30 WONGTAK CHUEN (£{E%) AM  Aksent Sick leave
Present a
Absent 1
Late 2
2

Early Leave =
'Em'ﬂ Cancel
[ Post-effects

Newly created non-attendance records will be then saved.

B

Notes

1. User can save the default parameter value by using the Set as Default
function. It would record the information of school level, school session,
class level, class and attendance taking session for each specific user.
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[S-ATT01-01] Attendance > Maintenance > By Class
£ tLi55) By Student By Batch
School Level Primary School Session | AM L'
Class Level |Primary1 vl Class |1A v]

Attendance Taking Session | AM vI

Date (DOMMAYYYY)  [T20672003
B> Nest)

2. There would be different outcomes if user selects different attendance taking

session under various cases.

[S-ATT01-01] Attendance > Maintenance > By Class
{55 ikis5) By Student By Batch

hool Level Primary School Session PM ;l
Class Level W Cl
Date (DDMMAY Y YY) |1m3 @mhking Session AM =
[ set as Default | [ [> Next | T —_—
No. of Attendance
Attendance Taking Remark
Taking Session | Session
on the day selected
1 l AN .,l AM/PM attendance taking | Error Message:
(take (implies attendance taking | *Daily Frequency
ttend or Wi o lid for th of Attendance
attendance m W|c¢) is invalid for the Taking does not
once daily) day in which attendance match with
taking is only once. session
WD - User can take attendance
for the specified session. deop
a—
WONG WA
2 [am =] VAN
(take or 1)
attendance
twice daily) [Pm =]
WD v User can take attendance
for both sessions. ~ ~
(‘ . },
a—
iMOP R P
onz20
(28

3. For the cases of suspected dropout or departed students, user cannot click
the icon to modify the attendance status after the last date of attendance.

~ 7} Suspected Dropout
w2 bt p p

@ Departed

ALL the not-returned suspected dropout records, including records of ALL
school year, are checked. The student who has not-returned suspected
dropout record of previous school years and has not departed for the current
school year is treated as suspected dropout student.
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4.

To remove previous non-attendance records, simply click on the

corresponding icon and change it to normal status. Then, previously saved

non-attendance records will be deleted when it is confirmed and saved.

For Daily Frequency of Attendance Taking is 1:

- Student’s picture will be shown if school has uploaded the picture
otherwise the default image base on student’s gender will be shown.

- When user clicks on the student picture, the attendance status will change.

For Daily Frequency of Attendance Taking is 2:

- Student’s picture will be shown if school has uploaded the picture
otherwise the default image base on student’s gender will be shown.

- When user clicks on the color patches, the attendance status will change
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2.2.2 Maintenance by Student

Attendance > Maintenance > By Student

Home
Student Info Engui
» School Management

[S-ATT02-01] Attendance > Maintenance > By Student
By Class By Batch
> ST Englishbame [~ | Chinese Name [ |
| RegHo —— STRN ——
£E SchoolLevel [A11 =] School Session [F11 |
- ClassLevel  [aIl =] Class Name  [&11 =]
> TR _i Search @ Reset

L Function Description

User can maintain non-attendance records in a specific date range for individual
student.

L  Pre-requisites

Attendance parameters must be already set up for the selected school year.

Selected student must not be departed / suspected dropout before or within
the selected date range.

3. Students must be already assigned to a specific class.

‘B User Procedures

1. Click [Attendance] = [Maintenance] in left menu.
2. Click By Student tab.

Home
Student Info Engui

Mlaintenance > By Student
F y Batch

» School Management

» Student

English Name | Chinese Name |

| GUETITTER Reg Ho — STRH —
£HID School Level  [7IT ~] School Session [#11 -]

* Class Level [a11 -] Class Name  [&11 =]

> TTRESI i Search @ Reset

3. Enter the search criteria and click [Search] button to perform searching
student.

4. Click Registration Number hyperlink to select the student.

o T T T e

HETG [Whole Day [ 1A 4091
[Whale Day [ 14 | |

Manctma e E {TTE AP T T | 14 [ [ T A

(

Enter the Start Date and End Date for attendance status to be viewed.
Click [View] button.
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[S-ATT02-02] Attendance > Maintenance > By Student
By Class By Batch
School Year 201
School Level Secandary School Session Whale Day
Class Level Secondary 1 Class 14
Student Name CHEIMG HOT HaG (5REIE ) Class Ho
e —
Start Date @ﬁ End Date @
DDA YY) (DDMMAY YY)
<:]Bac||
7. Select the Attendance status with the Reason and input remarks where
appropriate. Click [Save] button to save the changes.
| Date |Sess| AftendanceStatus | Reason | Remark |
W At I.".bsent 'l ISick leave 'i IFever
- M | Present x| Wi =l I
m A |Present B3| |N.P..;| I
stendance taking day
[  Post-effects

New non-attendance records will be then saved.

If there is any modification to existing non-attendance records, the changes
will be saved.

3. If the non-attendance type is changed from ‘absent’ / ‘late’ / ‘early leave’ back
to ‘present’, the previous non-attendance records will be deleted.
4. User cannot take attendance of departed /suspected dropout students after
their last day of attendance.
[ Notes

The date range for attendance taking is limited to 30 days.

ALL the not-returned suspected dropout records, including records of ALL
school year, are checked. The student who has not-returned suspected dropout
record of previous school years and has not departed for the current school year
is treated as suspected dropout student.
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2.2.3 Maintenance by Batch

Attendance > Maintenance > By Batch

Home

[5-ATT11-01] Attendance = Maintenance > By Batch

Student Info Engui
L By Class By 5tudent
» School Management Rerrrr

School Year |z010 x|
> Student School Level [Frimery =] School Session  [#l =]
 Attendance Start Date [za706 2011 #| EndDate [zaro6 2011
Setup (DOMMAYYYY) (DAY
Default Attendance Taking Session W -

» Import Data (D> Newt |
[ Function Description

User can input non-attendance records in a specific period for students from
different classes.

B

Pre-requisites

1. Attendance parameters must be already set up for the selected school year.
2. Students must be assigned with class number to a specific class.

Y8 User Procedures

Click [Attendance] - [Maintenance] in left menu.

Click By Batch tab.
Enter Start Date, End Date and Default Attendance Taking Session.

AP 0w N PR

Click [Next] to go to the next step.

[S-ATT11-01] Attendance > Maj ance > By Batch
By Class By Stude|€ Ey EStch !

School Year 2010 =
School Level IPrimary v[ School Session |AM vI
Start Date [ea7e /2011 End Date [aroe 2011 :

(DDIMMACYYY) (DDMMACYYY)

endance Taking Session o -
[:} Mext

5. Enter the non-attendance record of the students.

6. Click [Next] to go to the next step.

Sessmn
r Primary 3 » 3B1 » Absent Slckleave WD v
1 == II_ I illl':l IIWD:I
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NOTE :
Leave "Class Leuslempty means this record is null

" 7] Cancel

Select the non-attendance records to be saved by checking the boxes for the
specific period.

Click [Save] button to save the changes.

| | ClassLevel | Class | CisNo | Type | Reason Period
PnrnaryS 3B1 ENTI3U  |Absent (Sickleave (|7 |) 16062003 WD
g l_—l—ﬂ— st | )

MNOTE :

Existing non-attendance record going to be overwritten labelled in red

Session conflict records labelled in purple

Records after departed student's latest sttendace day or records after suspected dropout studert's absent start date

lablled in orangs
[ Jeack [ [ save | [Jf) cancel ~Top

[  Post-effects

1. Newly created non-attendance records will be saved.
2. Previously saved attendance records will be overwritten if user has selected
those newly inputted records for saving.
L Notes
1. User can input non-attendance records for 10 students by batch at one time.
2. Non-attendance records for departed /suspected dropout students after their
last attendance day will not be saved.
For example, the student is indicated as School Leaver in Student profile.
oling Information
School Level / Session Priraary /PM School Leaver
Class Level / Name Primary 3 /3B1 Class No
Here, user tries to add an absent record which is after the last attendance
day.
Class Level | Class Reason Taking
Session
r Primary 3 » 3B1 v Absent ISlckIeave I WD v
The attendance taking session of the corresponding record would be
displayed in orange and no checkbox would be provided for saving.
| | Classievel | Class | CisNo | Name | Type
I, | Primary 3 3Bl 1 |STUDENTI311 Akbsent
3. The attendance taking session of the corresponding record would be

displayed in red to indicate non-attendance record for that session already
exists.

For example, there is already a late record on a day.

W [ [ &

Here, user tries to add an absent record.
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Class Level Type Reason Taking
Session
’TIPrimanIS vl |3B1 v”ﬁIAbsent vl |Sickleave vl IWD vl
User needs to decide whether the existing record should be overwritten or
not by the new one. By default, the checkbox is checked.
| | Classlevel | Class [CisNo | _ Name | Type | Reason Period
IT Prmary3 | 3Bl 2 |STUDENTI355 Absent  [Sickleave | [ | 16062003 WD
4. There would be different outcomes if user selects different attendance taking

session under various cases.

No. of Attendance
Attendance Taking Remark
Taking Session | Session
on the day selected
1 [An z] No “AM” / “PM” [ | 16062003 AM
(take or record would be or
attendance = | generatedonaday || | 16062003 PM
once daily) [Pm =] in which attendance
taking is once only.
The attendance
taking session of
the corresponding
record would be
displayed in purple
to indicate session
conflict.
WD v One record for the ,pl 1606/2003 WD
specified session
will be generated.
2 [am =] One record for the ||7 | 1606/2003 AM
(take or specified session or
attendance === | will be generated.
twice daily) | |PM =] |7 | 16062003 PM

WD -

Records for both
sessions will be
generated.

| 16062003 AM
7 | 16062003 PM
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2.3

Import Data

There are 2 functions in Import Data function, they are:
a. Import
b. Import Log

Import function allows user for importing student attendance from an external
interface file. After that, user can use Import Log function to search the imported
log and download the imported interface file.

2.3.1 Import

B

Attendance > Import Data > Import

— User: sysacmin Login Time: 03/06/2006 1432 Logout | Help | B3I

.............................. Current School Year: 2001 8 June 2006 14:30
Home

¥ [5-ATT13-01] Attendance = Import Data = Import
» School Manageme

» Student

Please input the path & name of attendance data file {.csw).
v Attendance Filename andPath, ]

SEIUD @ Import

Maintenance
'  Import Data

Download Attendance Import File Template

Download Attendance Import File Specification

Import Log
Suspected Drog

Function Description

User can import student attendance records stored in an interface file. Error
report will be displayed for any error/warning occurred.

Pre-requisites

1. School calendar for the corresponding school years must be set up in
School Management module.

2. Attendance parameters must be set up for the corresponding school years.

3. Special Attendance Taking days for the corresponding school years have
been set up.

“B  User Procedures

1. Click [Attendance] - [Import Data] = [Import] in left menu.
2. Select interface file by [Browse] button.

3. Click [Import] button.

© Copyright 2015 Education Bureau Page 22
Unauthorized Copying Prohibited



WebSAMS
User Manual Version 1.8

I .t oo e o | | S8
Cutrent School Year: 2001 8 June 2006 14:27

Homn

[S-ATT13-#1] Anesudance © lmpoct Data « hnport

Plesso inpid the palh & naene of stiendunce dsta file (c9v),
Miendence Heuatug gnd Path o\ tewp 5706 cav
Satup

Masrganancs
Qoardosd Atendance insport File Templsts

Import Oatn

e

mport Log

Bownlood Attenvilande Impodt e Spectlicanen

4. Summary of the imported file will be displayed.

Current School Year: 2001 15 June 2006 16:07

Home

>

[5-ATT13-02] Attendance = Import Data > Import

Record Summary
Number of Record(s)

v Attendance umber of recordis) in the interface file
unber of walid record{s) without warning
unber of walid recordis) with warning
Maintenance unber of inwalid record(s)
- unber of warning(s)
« Import Data umber of error(s)
Import ¥Yiew Error Report ][ Confirm ][ <] Back ]
Import Log

School Manageme
Student

Setup

[ e e

Suspected Droy
e b

<l .llll >

To view error report when any error/warning message is found
a. Click [View Error Report] button.

Current School Year: 2001 15 June 2006 16:07

bl
| [S-ATT13-02] Attendance > Import Data > Import

Home

School Manageme:
Student

v Attendance umber of recordi{z) in the interface file
umber of walid record{s) without warning
umber of walid record{s) with warning
Maintenance unber of invalid record(s)

“ Import Data of warning(s)

Import Attendance Record Summary

Number of Record(s)

Setup

-#-N-N‘

Import ¥Yiew Error Report |) Confirm ][ <] Back ]
Import Log

T

b. Error report will be generated.
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TEROUSH TRAIN SCEOCL (Type 5) ameed on 25.4.2005
—HEIK (FF6)

Ieport Attesdance Deta - Erver / Warning Report
SALERE BN 9SES

Stheel Yaer By 200172002 Fage: It 1
Sotocl level fiSE Primary Schyol Zessiorn SRS AM
Sscondary B
Wools Day

Esror List EEFH
32 Bo . Heg No. Erzor Field {Ergliss
9 RTIERE 2RI

15980310 Scheel Year

1595010 Scheal 5o n
13958019 Class Code it |
1 1838019 Rsgistration Number SioERE

¥ou Atreadance Beason  BEER

Code
1 1535010 ¥io Attendance Beason  BEREC
Code 2

To confirm importing interface file (for no invalid records found)

a. Click [Confirm] button.

Current School Year: 2001 15 June 2006 16:07

Home

>

[5-ATT13-02] Attendance > Import Data > Import
School Manageme

I Record Summary
SHde Number of Record(s)
+ Attendance umber of recordis) in the interface file 2
Setu unber of walid record{s) without warning 0
P umber of walid record(z) with warning 2
Maintenance umber of inwalid recordis) 0
- unber of warning(z) 4
" Import Data umher of erroris) ]
.ﬂ
Import ¥iew Error Repo [ Eonfm‘ Back ]
Import Log [
Suspected Drog
o (]
| >
User: sysudess Lagin Time| (2042000 1422 Loguat | Vel | DHE
Current Scheol Yoar: 2001 & June 2006 14:24
Home @
AllAann = gt
Sechiot Mg ROConk ) seved Jucoesitdly
SKudem
Artanaance
Selw Frenote ol Pashy . = [Biowes_ ]
Maionae E@ﬁ)
oot Data Doverbasd Atunduscs gt File | emplats

Dowidead Anendsnce ot e Spoctio sion

[ Post-effects

User may click the [Confirm] button to confirm the import. The latest imported file
will supersede existing records. If there is a punishment record related to non-
attendance records about to be imported, the update of the non-attendance
records will cascade delete the punishment record.
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L Notes

1. System will display a summary of the incoming file:
a. Number of record(s) in the interface file
b.  Number of valid record(s) without warning
c.  Number of valid record(s) with warning
d.  Number of invalid record(s)
Value at pointa=b +c +d.
The number of record(s) in the above is based on number of rows in the
interface file. That is, if only a record contains several errors, the number of
invalid records will be 1.
e.  Number of warning(s)
f. Number of error(s)

2. If user clicks [Download Attendance Import File Template] link, the
Attendance Import File can be downloaded.

dmin Login Time: 08/06/2006 1422 Logout | Help | HCRRE

............................ Current School Year: 2001 8 June 2006 14:30
Home

[S-ATT13-M] Attendance > Import Data > Import
 School Manageme

Student
P = Please input the path & name of attendance data file (.csv).
= Attendance FilenameandPath  \[Fowse.

Setup L@ Import ]

Maintenance
= Import Data

Download Attendance Impaort File Template

Download Attendance Import File Specification

Import Log
Suspected Drog
File Download X

Do you want to open or save this file?

[il ‘ Name: sample.csy
TELHL

Type: Microsoft Excel Worksheet, 157 bytes
From: 10.15.34.144

[ Open ][ Save ][ Cancel ]

Always ask before opening this type of file

harm your computer. If you do not trust the source, do hot open or

@ While files from the Internet can be useful, some files can potentially
save this file. What's the risk?
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B hitp: /110,15, 34,144: 8010/ fsplatt/sample.cay - Microsoft Intarnet Fxplorer (=17
Fle E® Vew lawl Fomsl Took Oda GolTo Favockes  Helo >

s |2 3| ) seareh Favores &8 [TI) 00+ ﬂ!;’}
] 1 )710.15, 34, 1448010 o akt{caegle. cov v B » @icq - | *
Al - ® SCHOOL ©
[ A 8 c &) E F G | H ! J K L (7
1 [ECHOOL §SCHOOL_ SCHOOL_ SCHOOL_CLASS LECLASS CIREG_NO NON_ATT NON_ATT NOM_ATT MON_ATT.NON_ATT_REA
3]
4]
5|
6
7 ‘
a8
9]
18|
1
12
E
14
15
15 |
17
18
12
2]
2
4 3
IR w ' sampde / | € » |
ﬂ Lirdkcuen Zorw
3. If user clicks [Download Attendance Import File Specification] link, the

Attendance Interface File Specification can be downloaded.

File Download

Do you want to open or save this file’?
@_,j Mame:  InterfaceFileSpec, doc
= Type: Microsoft Word Document, 60,0 KB

From:  localhost

J |

Always azk before opening this bwpe of file

v

|

Open Save Cancel |

“While files from the Intermet can be uzeful, zome files can potentially
harm vour computer, If you do not trugt the zource, do not open or
zave thiz file. What's the rizk’?
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jelad d ; Dkl 0ozl AWM g o - Usesd
g e = Tivas tow Dorsen, = 18 _.,[ 2= SRR O-v-A-
_‘.4...1..3...,.‘..;,;-.-;y;».-.ry--:n-u- :$<'lll;il§l['<l'll'“- LRI SR - S
) [Attendance Interface File Specification
-.. lInterfaze fide zrat be = Comma delimied C3V Formal
= 1 Allcodisns must snsta legorn
3 The fiest sow is the Doakag 1ow for the C3V 0 for stceeg the feld panes The Howdnig sow values are besed on fie "Field Hame™ un the latedfece
* fil
= ] n:. duts of the mherfacs file 15 stat of 1owr ]
s Columin | Fleld Name Field Field Mandatery | Remurk
. Seque nce Desrrigtian | Fermat | / Optianal
. ] | BCHOOL [D Sthoal D X{6) [23
2 SCHOOL_VEAT Sehool A 7]
- Your
. 3 SCHCOL_LEVEL Schoal wn M { Findaguin
Level 2 Frinuy
3 Seconday
9 Othess
- i AT R Toheal wn 73 T A
4, ALL the not-returned suspected dropout records, including records of

ALL school year, are checked. The student who has not-returned
suspected dropout record of previous school years and has not departed
for the current school year is treated as suspected dropout student.
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2.3.2 Import Log

Attendance > Import Data > Import Log

| User: syseinin Login Time: 200172012 1225 Logos | Help | PXGE
Current School Year: 2001 16 May 2006 15:04

| [S-ATT14-¢1] Attendance > Inpost Data > Imprt Log

imported Start Date Imported End Date
EOMY YY) i A (DDA YY) B BN B
St =iy

L Function Description

User can search the imported log and download the imported interface file.
Besides, user can delete the imported log and file.

L Pre-requisites
N/A
“B User Procedures
1. Click [Attendance] - [Import Data] = [Import Log] in left menu.
2. Enter [Imported Start Date] and [Imported End Date] as searching criteria.

3. Click [Search] button.

 User: syssinin Login Time: 2101/2002 1235 Logois | Hep | PXEE
Cuirent School Year: 2001 16 May 2006 15:04

Imported End Date 5
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Tser: sysaimin Legin Time: 1652006 1533 Loaun | Help | PUEE
i Current School Year: 2003 16 ay 2006 15:33

[S-ATT14491] Astendance > Import Data > Emport Log

imported Start Date =  inported EndDate 1=
(DDARYYVYY) e {COMMIYYYY) —
- (B Fneet]

o[ e | | o |
0 03/0172004 12:00 & Towaload syssduin
O 040172004 12:00 #¢ load syseduin
O 250472006 06:07 P Towalcad sysedain
| 25/04/2006 11:31 Towaload sysedain
0 270472006 12:50 P Tovalosd syssdun
0 270472006 12:30 M Towaload syssduin
O 270472006 03:07 P Tovalosd sysedain

4. Click [Check Box] beside the Imported Time.

5. Click [Delete] button.

irs Login Time: 1601572005 1533 Lonout | Help | PRGE

tlnem Scheol Year: 2003 16 May 2006 15:42

[S-ATT14-41] Attenidance » lmport Data > lport Log

imported Start Date Imported End Date =
(EOMWYYYY) R DOMEYYYY) 3§

G3/01/2004 12:00 A Load

{
3

/0172004 12:00 A

2570412006 06:07 T¥ ownioad syseixin
ZH/0472006 11231 A Tosnload Syssinin
ZI4I006 1250 ¥ Tounload Syssinin
T8I0 1230 ¥ Tosnlosé sysainin
730412006 0307 T ownioad syseixin

6. Confirm message “Are you sure to delete the selected record(s)?” will
be prompted.

7. Click [OK] button to confirm the deletion of the log.

Microsoft Internet Explorer

\ ? ) Are you sure to delete the selected record(s)?

l OK ][ Cancel ]
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- sysadnin Login Time: 1605006 1553 Logout 1 belp | BXEE
Cumrent School Year: 2003 16 Hay 2006 15354

Imported End Date -
COMMNYYY) ———

0 Tovaload syseduin

| 25/04/2006 06:07 P¥ Tovalosd syseduin

0 600412005 11:31 M Tovalosd sysedain

0 2740872006 12:50 ¥ Tonaload syssduin

0 270472006 12:30 M Toraload syseduin

O 2700412006 03:07 ¥ Tovaload syseduin

Post-effects

The selected log(s) and the corresponding interface file will be deleted.
For existing imported log(s), user can click the [Download] link to download the
imported file.

- sysadnin Login Time: 16050006 1553 Logut | Help | XA
Current School Year: 2003 16 Hay 2006 15:54

Home
TT144] Astendance > Import Data > kmport L
Student o £g mmw G

> Scheel Manaqeme 1 Imnned Start Date 1% % mp«»‘ed&mm 1 %7
» Stisdent LMY T ———

Attandance = IEM] 3 Reset |

Setup

| User D
Maintenznce 0 040172004 12:00 4 | syssdwin |
o 25/0872006 05:07 ¥ Tonload syseduin
& 2600872006 11:31 8 Toraload syseduin
= O T3082005 1250 1 Towalosd Syeednin
Suspected Drog
R [l 742006 12:30 ¥ Toraload sysedain
Engury by Cis LRI 2710812005 Q307 B Dovaload sysedain
Enguary |/ Delem

[l Notes

1. User may click [Reset] button to reset the search criteria.
2. User can sort the imported log by either Imported Time or User ID.
3. If user entered an invalid calendar date, an error message will be shown.

4. If nolog is selected for deletion, an error message will be shown and no log
will be deleted.
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Tser: sysadnin Login Time: 2001/2002 1225 Lotout | Help | PEE
Current Scheol Year: 2001 16 May 2006 17:26

[S-ATT1491] Astendance > Import Data > Import Loy

imported Start Date imported End Date =]
[COMNYYYY) e [DOMMNYYY) —_————————x

EEjicry

Microsoft Internet Explorer

Belete | Jk Mo record selected foc deletion,
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2.4 Suspected Dropout

There are 3 functions in Suspected Dropout function, they are:
(1) Notifying Parent / Guardian

(2) Maintain Suspected Dropout

(3) Return of Suspected Dropout

Continuous absent student will be scanned out in Notifying Parent / Guardian
and Maintain Suspected Dropout functions. For different scenarios, user can
print notification list, generate warning letters or report the suspected dropout
case to EDB for follow-up. If the suspected dropout student is returned
afterwards, user can mark the student as returned student in the Return of
Suspected Dropout function.

2.4.1 Notifying Parent / Guardian

Attendance > Suspected Dropout > Notifying Parent / Guardian

teddie Last Login: 09/06/2003 10:59 Logout | Help | 3B
Current School Year: 2002 9 June 2003 11:32

Home

[S-ATT03-01] Attendanc
INDHFynG P ar et 2
School Level Priraary School Session | All _.J

' Attendance

Setup

Maintenance
Class Level All = Class Name Al
Case Type . "

Consolidation gt & Outstanding " Processed

Enquiry (Lview ]

Report
» Customization

[ Function Description

User can scan and identify the students whose non-attendance records have
reached the criteria for issuing continuous absence warning letters. The
scanning criterion is defined in Attendance Parameter screen.

Continuous absence count is traced from today, or the latest school day if
current day is not a school day. Also, only those absent records with reasons
accounted for suspected dropout will be scanned.

B

Pre-requisites

1. Absent Reason code table must be set up in Code Management (HSE)
module. By default, absent reason Truancy and Reason Unknown are
accounted for suspected dropout.

2. The scanning criterion should be properly defined in Attendance Parameter
screen.

Humber of Continuous Absent Days for Follow-up

Motify Parent/Guardian |1_ days
Report Suspected Dropout T days
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3. For letter preparation function, parent records must be associated to the
students.

4. For email sending to guardian or parent, school should enable the function
and configure the setting properly in the E-Mail section under Security >
Configuration > System Configuration screen.

B User Procedures

1. Click [Attendance] = [Suspected Dropout] in left menu.
2. Click Notifying Parent / Guardian tab.

3. Enter the search criteria and click [View] button to view students who reach
the number of continuous absent days for notifying parent / guardian.

Home
uspected Dropout > Hotifying Parent Guardian

aintain Suspected Dropout Return of Suspected Dropout

« Attendance

Setup

¢ School Session | All d
Maintenance
Class Level All - Class Name Al -
Case Type ;
Consolidation @ Outstending € Processed

Enquiry
Report

4. A list of students satisfied the searching criteria and met the scanning
criterion will be displayed.

Outstanding Case

Continuous ] .
Date Print | Guardian | Send

FWW’W’T[W [ 4 [Notwet| - [ Motyet|

Parent/Guradian Notification List

Template | Built-in Template I

Format PDF -
Preview & Print
arning Letter / Email
Template |Built—in Template vl
Format PDF =
Prepare

Here, user can print a notification list or prepare warning letter as below
mentioned.

To print a notification list

a. Under Parent/Guardian Notification List section, select appropriate
template and format.

b. Click [Preview & Print] button.

Parent/Guradian Notification List
Template IBuiIt-in Template v]

Format PDF

P
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c. Alist of the continuously absent students will be generated.

R-ATTO11-E Date:18/06/2003
Primary School (Alternate) (Type 4)
Parent/Guardian Notification List
(Cutstanding Cases)

ol

Year :2002/2003 Fage:1l of 1

56l Level: Primary Schoel
Class Class
Level Class No English Name

Session:

Chinese Name Absent Duratiocn
Primary 3 381 11 STUDENT1375 HheRiE

14/06/2003-18/06/2003

Total No. of Qutstanding Cases : 1

P—

End of Report ***

To prepare warning letter

a. Select student by checking the boxes on the left and click [Prepare]

b.

e.

(i)

button to generate the warning letters.

arning Letter  Email

Template ] Built-in Template ¥ I

Format PDF

-

Click [Preview] button to preview the email generated. Print it out as a
hard copy of warning letter if necessary.

[S-ATT03-02] Attendance > Suspected Dropout > Hotifyving Parent/'Guardian

Email Warning Letter to Parent I Guardian

Student Name Paren:‘;:;::rdlan Parent / Guardian Email

'STUDENTIS’H (HHEERE) ]ijcuTalMan X ||unhu@abc.oom
1)

Subject

|Waming letter for continuous aksence
cC I

Attachment ]
Content

[ send Email | Add/Delete Attachments ][_‘@ Reset | [ <JBack |

Fill in the Subject, CC and Content of the Email.

Click [Add/Delete Attachments] button to add or delete additional
attachments.

Click [Send Email] button to send the Email.

[N Post-effects
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After the warning letter is pre-viewed or the email is sent, the status of the
notification records would be updated and they would be categorized as
“processed” records.

B

Notes

1. Graduated / departed students would not be considered.
2. Here is the explanation for Case Type of the records.

Case Type Explanation

Outstanding | No warning letter has been printed and no email has been
sent for particular students.

Processed The actions, such as printing warning letter, sending email
for particular students, have been already initiated.

3. Here is the explanation for the status fields of the records.

Status Field Status Explanation
Print Letter Printed | The warning letter has been printed.
Not yet | The warning letter has not been printed.
Guardian with Email | Y The guardian has email account.
N The guardian has no email account.
- No guardian record is associated.
Send Email Sent The email has been sent.
Not yet | The email has not been sent.

4. To check if the email is sent or not, user can go to E-Mail > Mail History
screen for enquiry.

[S-1HM03-01] E-Mail > Mail History
Bottom
| Sender | |  EMalSuied | Datollime -
I"F F)’Sadmm [@ Iﬁ&ammal.znm p@mmos 04:10:46 ‘ Sent
~Top
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242

Maintain Suspected Dropout

Attendance > Suspected Dropout > Maintain Suspected Dropout

: aiteddie LastLogin: 09/06/2003 10:59 Logout | Help | 3R

.................................... Current School Year: 2002 9 June 2003 11:34
Home
[S-ATT03-03] Attendance > Suspected Dropout > Maintain Suspected Dropout
= Attendance
MNotifying Parent/Guardian Return of Suspected Dropout
SEtu ———
B School Level Prirary School Session | Al LI
Maintenance
Class Level All - Class Name All -
Case Type i 2 [l
Consolidation Ovtstanding Processed
Enquiry [Vlﬂ]

Report
» Customization

Maintain Suspected Dropout

Function Description

User can scan and identify the students whose non-attendance records have
reached the criteria for reporting suspected dropout. The scanning criterion is
defined in Attendance Parameter screen.

Continuous absence count is traced from today, or the latest school day if
current day is not a school day. Also, only those absent records with reasons
accounted for suspected dropout will be scanned.

Processed suspected dropout records of ALL school year can be listed.

For manually added suspected dropout students, the defined scanning criterion
is not applied.

Pre-requisites

1. Absent Reason code table must be set up in Code Management (HSE)
module. By default, Truancy and Reason Unknown are accounted for
suspected dropout.

2. The scanning criterion is pre-defined by EDB in Attendance Parameter
screen.

Humber of Continuous Absent Days for Follow-up

Hotify Parent/Guardian [l days

Report Suspected Dropout T days

3. For sending Form A data via CDS, enrolment survey must be sent out first.
Also, for preparing new Form A data, previously prepared / confirmed Form
A data must be sent out / un-prepare out first, otherwise the new data cannot
be prepared.

4. Make sure the connectivity between school and EDB is okay, otherwise the
Form A data cannot be sent via CDS.
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B

User Procedures

1. Click [Attendance] - [Suspected Dropout] in left menu.

2. Click Maintain Suspected Dropout tab.

3. Enter the search criteria and click [View] button to view students who reach
the number of continuous absent days for reporting suspected dropout.

Home

[S-ATT03-03] Attendance > Suspecte
w Attendance

Setup

QoL in Suspected Dropout
g e
Notifying Parent/Guardiall plin =iy Sizgz=i:l brunuia JRetul

of Suspected Dropout

School Level

Maintenance
Class Level All -

— - gy Case Type H
canss P! @ Outstanding

Class Name

e

All b

Enquiry
Report

4. A list of students satisfied the searching criteria and met the scanning

criterion will be displayed.

Outstanding Case

Created- created | Sess

Student Name

- [20/05/2008 '.'.'hole a2- 2h rLee Ho 10 Required
Day

5. Initially, the Form A Completed status is “N”. Click the hyperlink on the
status and fill the necessary information in the form. One of the most
important fields must be filled is Reason for Leave/Absent from School.

[S-ATT03-05] Attendance > Suspected Dropout > Maintain Suspected Dropout

Motifying Parent/Guardian | kkilnein dngpzsis boensiis | Return of Suspacted Dropout

Form A ~Bottom
Hame of Student Les Ho Sex hale

(Eng)

Name of Student  FIF STRN ZBTE5415

{Chi)

Class Level Last  Secondary 2 Last Day of Attendance 06/05/2008

Al
Reason for Leaving/aAhsent from |
School

_D

™ This is a SGOISG TSGR Suea-torker

6. Complete the form and click [Confirm] button.
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LD IV e I IDUILVL N Ino,lg hm
Student Home |23395503
Telephone
Remarks

=

< i Confirm i!%sack ~Top

7. After confirmation, the Form A Completed status would be changed to “Y”.

Continuous
Date User Sch Send Data| Form A
B S 5 ] o [5 sv [ETREL

20/05/2003 ] Whole 32- 28 |98 [Lee Ho ] Required
(Dl N R (== F S,

For student with STRN

V.

Select the suspected dropout records and then click [Send Data to CDS]
button.

Outstanding Case

Date | User | Sch | . C°:::e“;“"’ SendData| FormA
Created - | created | Sess Days to CDS |Completed|

Whole 22- 26 88 [Lee Ho 10 Required e
Daw

In the popup window, click [Prepare] button to prepare the Form data.

[S-ATTO3-06] Attendance > Suspected Dropout > Maintain Suspected Dropout
Send to CDS

| Regho | ____EngName | ChiName [ Class | Clsho [ STRN _|
APLADD  [Lee Ho I B2 - 24 a8 26725415

File Status File Description
Form & - Students Leaving from School

Click [Preview] button to preview the generated Form A;
Click [Confirm] button to confirm the data.

[S-ATT03-06] Attendance > Suspected Dropout > Maintain Suspected Dropout
Data file prepared succes=zfully.

Send to CDS

| Regho | EngName | ChiName | Class | Cisio | STRN |
[ sz-2n | =8

[AFLA0O0  [Lee Hao [t [ zé725415

File Status File Description
Prepared Form & - Studentz Leaving from School

After the Form A is confirmed, user can go to CDS module to proceed the
transmission process.
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[5-ATT03-06] Attendance > Suspected Dropout > Maintain Suspected Dropout

Send to CDS

Data file confirmed successfully.

| RegNo | EngName | ChiName | Class | Cisho | stv |
[ sz-28 | @&

[APFLE00 |Lee Ho

E35 [ ZA7es4ls

File Statys

File Description
Farm & - Students Leaving from Schoal

For student without STRN

[5-ATT03-03] Attendance > Suspected Dropout > Maintain Suspected Dropout

Form A cannot be prepared for student(z) without STRN. Pleaze contact the liaizon officers of the School Places Allocatior

Section of the Education Bureau for the STRMN of the student(zs).
Chan *uet Five P2-241 #20

Motifying Parent/Guardian | kEilnsin dignzeiz] Lrunniie | Return of Suspected Dropout

School Level

Class Level
Case Type

Frimary School Session
A11 R Class Name

) Outs tanding ) Processed

=
—
—
£

DOutstanding Case

|7 20/05 /2008

Continuous
User Sch Send Data

User has to contact the liaison officers of the School Place Section of the
Education Bureau for the STRN of the students. Only the students with
STRN can send data to CDS.

Post-effects

When the suspected dropout record is processed, user cannot take attendance
on the student after his last day of attendance.

Notes

1. Graduated / departed students would not be considered.

2. Here is the explanation for Case Type of the records.

Case Type | Explanation

Outstanding | No CDS data has been sent for particular students.

Processed | The action sending data to CDS for particular students,
have already been initiated.

3. Here is the explanation for the status fields of the suspected dropout records.
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Status Field Status Explanation
Send Data to CDS Required | Student has STRN and thus Sending
Form A data to EDB is required.
Sent Form A data is sent to EDB.

4. The status of the students will be marked as suspected dropout once their
suspected dropout records become ‘Processed’.

5. If CDS operation fails or is rejected, the suspected dropout status of the
student will be reset.

6. Each time [View] button is clicked for outstanding records, all existing
outstanding records will be removed except for those with prepared CDS
data and manually created suspected dropout.

7. Parent information saved in Form A would automatically be updated the
student parent’s record.

8. It is mandatory to input “Remarks” field for Form A when the “Reason for

Leaving/Absent from School” field is “Non-attendance (other reasons)”.

Manually Add Suspected Dropout

X Function Description

User can manually add suspected dropout record for the student who is at least
absent on the latest school days.

B User Procedures

Click [Attendance] - [Suspected Dropout] in left menu.
Click Maintain Suspected Dropout tab.
Click [View] button.

Home
ected Dropout

of Suspected Dropout
[ =]
™ Class Level All ~ Class Name A
— e & X &
Consolidation P * Outstanding Processed
Enquiry
Report

[S-ATT03-03] Attendance > Susps oo e
Notifying Parent/Guardial\ fpliinzin Ziszsrz:l bruusis ) Re
School Level

w Attendance
Setup
Maintenance

4. Click [Add] button to manually add suspected dropout record.
Outstanding Case
Date | User | Sch CopinuolS! send Data | Form A
Created-| created | Sess D::: toCDS |Completed

No record.

Send Data to CDS
(B 2da ) Fnelers)
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5. In the student search screen, enter the search criteria and click [Search]
button to perform searching.

[S-ATT03-07] Attendance > Suspected Dropout > Maintain Suspected Dropout

Notifying Parent/Guardian Return of Suspected Dropout
SchoolYear 2002

English Name || Chinese Name |

Reg No | STRN |

School Level  Primary School Session | All vI

Class Level Class Name | |
All . 31 v

m' @ Reset @Bach

6. A list of matched record is displayed. Click the Registration Number
hyperlink to select the student to be added.

[ 2000084 [TSUT ¥IN YIN [FiEzE [Whole Day | 2B |86 | zZaeesssz  |hctive

7. A manually added suspected dropout record would be created.

[S-ATT03-03] Attendance > Suspected Dropout > Maintain Suspected Dropout

Record zaved succezsfully.

Motifying Parent/Guardian [ tinrin dusuzeize brgunne | Return of Suspected Dropout

School Level [Sccondezy =] School Session [T =l
Class Level 411 - Class Name £11 =

Case Type cl Outztanding " Processed

Yiew

Oulstan(ing Case

Continuous|
Sch i Send Data| Form A
gﬁ M "Daye. 0E0s Comljeted
Days
Whale E2- ZB  |BA [TRUI YIN YIN 1 Required N
Day

Date User
Created = | created
r 20/05/2008

Send Data to CDS

Delete Suspected Dropout

) Function Description

User can delete manually added suspected dropout record.
“B  User Procedures
1. Click [Attendance] - [Suspected Dropout] in left menu.

2. Click Maintain Suspected Dropout tab.
3. Click [View] button.

Home
[S-ATT03-03] Attendance > Susps

Notifying Parent/Guardia

Setup School Level irnary i |AII ~|
Maintenance
Class Level All - Class Name All v

Consolidation @ Outstanding € Processed

pected Dropout

w Attendance

Enquiry
Report
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4. Select students to be deleted by checking the boxes on the left. Click [Delete]
button to delete the selected suspected dropout record.

Outstanding Case

| Date | user | sch c":::e“;"s Send Data| FormA
Created~ | created | Sess to CDS |Completed
rzufusfzuus '.'.'hole 52- 2R rrsm YIN YIN Reqmred
Day

Send Data to CDS

[  Post-effects
Selected suspected dropout record will be deleted. The status of the student
would resume to normal.

L) Special Notes

Actions required for processing suspected dropout records

Student with STRN Student without STRN
e Send Form A data via e Contact the liaison
CDS officers of the School

Places Allocation
Section of the Education
Bureau for the STRN of
the student(s)

e Send Form A data via
CDS

All age of
students

Interactions with student module

1. Enrolment survey must be sent out through CDS before preparing Form A/B
in Attendance module.

2. If a suspected dropout student is later departed in student module, system
will delete the suspected dropout record and non-attendance records after
last day of attendance for that student.

3. Prepared / Confirmed form A in Student (STU) module will block the
preparation of form A in Attendance module, and vice versa.

Interactions with Inter-Year processing

Suspected dropout records in current school year can retain to new school year.
For those suspected dropout students return or depart, please conduct the
relevant procedures and send Form A/ B to EDB via CDS.
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2.4.3 Return of Suspected Dropout

B

Attendance > Suspected Dropout > Return of Suspected Dropout

r: atteddie Lasthgm Hil Logout | Help | P3RRd

Current School Year: 2I]I]2 9 June 2003 11:51

Home
[S-ATT09-01] Attendance > Suspected Dropout > Return of Suspected Dropout

Motifying Parent/Guardian Maintain Suspected Dropout | Qioiirn ufidigooerize| Lo e

Return of Suspected Dropout

Date Lt
Sch Sess Class Student Name Attendance | Return Date
created - Date
Mo Record FOUPGC

o Fecord Found

L Send
Sch Sess Class Student Name | Attendance Return Date
Date Form B

o Fecord Found

[ send Data to CDS |[ 7 Delete | [ save |

= Attendance

Setup
Maintenance
Suspected Dropo
Consolidation

Enquiry

Report
» Customization

Return Suspected Dropout

Function Description

User can change the suspected dropout status of a student to normal status.

Pre-requisites

The default absent reason for suspected dropout period should be properly set
up in Attendance Parameter screen.

[SATTREN) Armnteres » ety » Afwdms o Fur et
Aterd e v

Sohoot Year |01 @

FOmoof Lo i:-u-hn 'I SO Sesmon [‘\:.h [ o,

Fr— ———
'

ADtant {MmDec Mt 3 OO peaD [k Tean =
| £ 0% w———sy i

Larty Laave B =

User Procedures

1. Click [Attendance] = [Suspected Dropout] in left menu.
2. Click Return of Suspected Dropout tab.

Home

[S-ATT09-01] Attendance » Suspected Dropout > Return of Susps opout
v Attendance - ; 5 TSRS
ifyin " u »  Mainta ¢ Retirn ol suspected Iy opouL:

Setu
P Relurn of Suspected Dropout

Maintenance
Date Cis Last
created - No Student Name Mttgr:‘znce Return Date
onsoli

P3 3B1 12:06/?&)3
P4 4B1

Enquiry | 7 3 |
Report

» Customization

PM 46 ’ 120672003 |
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3. Enter the return date of suspected dropout students.

Click [Save] button to change the student to normal status.

Date

23:06&(103 P3 3B1
23/06!2033 PM | P4- 4B1

—

24062003 i
1 240612003 T

|46 Pﬂkmzhn&hnzm

5. After confirmation, the records would be moved down to Returned Student
list for further processing.

Record saved successfully,
Notifying t/ di ted Dropout [ iZiiruufinsuzeiadboynul s

Return of Suspected Dropout

Date Last
Class Student Name Attendance | ReturnDate
created - Date

o Record Found

(- 23060003[ PM | P3-3BI |1l STUDENTI3? | 12062003 [o40em003 [ Romuired
[ [B06I003[ PM PI-AB (46 WongLieLing | 12060005 3100 | E
ary

=)

6. If the student has no STRN, then no further process is needed. If the student
has STRN, then sending data to CDS is required.

7. Select the records for sending Form B by checking the boxes on the left.
Click [Send Data to CDS] button to send data to CDS.

Last

Student Name | Attendance
Date
|11 STUDENTI375 120672003 74

Wong Ling Ling | 120672003
Mary
(l' “ Delete | [ [ save

P4-4B1

8. In the Send to CDS pop-up screen, click [Prepare] button to prepare the
Form B data.

[S-ATT09-01] Attendance > Suspected Dropout » Return of Suspected Dropout

Send to CDS

5 [STUDENTI3?S (&R P3-3B1 11 V4245863

Form B - Admission of Students with STRN

9. Click [Preview] button to preview the generated Form B;
10. Click [Confirm] button to confirm the data.
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[S-ATT09-01] Attendance > Suspected Dropout > Return of Suspected Dropout
Data file prepared successtully.

Send to CDS

mmmﬂ-
STUDENT1375 {tHEERE P3- Y4245863

Forma B - Admission of Students with STRN

Un-prepa ~.1 Conflrm 'm

Data File Description l

11. After the Form B is confirmed, user can go to CDS module to proceed the
transmission process.

[S-ATT09-01] Attendance > Suspected Dropout > Return of Suspected Dropout
Data file confirmed successfully.

Send to CDS
| RegNo | EngName | ChiName | ClassName | CisNo |  STRN |
20095  |STUDENT1375 {tHEERE P3-3B1 11 Y4245863

Form B - Admission of Students with STRN

[ Post-effects

1. The attendance status of the returned student in the period between the last
day of absence and the return date will be marked as absent, filled with
default reason for suspected dropout period.

2. Student suspected dropout status would be resumed to normal.

N Notes

1. For students with STRN, status will NOT be updated until Form B has been
sent out successfully via CDS.

2. Here is the explanation for the Send Form B status of the Returned Student
records.

Status Field Status Explanation

Send Form B | Required | Student with STRN. It is required to send

Form B to EDB.

Confirmed | Form B data is confirmed but not sent.

Sent Form B data is sent.

3. The function lists the not-returned suspected dropout records of ALL school
years of students who has not departed yet.

Delete Return Record

X Function Description
User can delete Returned Student record.
L Pre-requisites

For student with STRN, the Form B must be successfully sent.
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‘B User Procedures

Click [Attendance] - [Suspected Dropout] in left menu.
Click Return of Suspected Dropout tab.

Home

[S-ATT09-01] Attendance > Suspected Dropout > Return of Suspeslad-brops
* Attendance - ’
Notifying Parent/Guardi 1 i S0 SRt O SUspECted IFOpOUL:

Set
i Return of Suspected Dropout

Consolidation

Maintenance Last
oo = Date Cis
5 s na Class Student Name Attendance | Return Date
g created - No Date

o Record Found

Enquiry T—

Report

3. In Returned Student table, select records to be deleted by checking the
boxes on the left.

4. Click [Delete] button to delete the selected records.

Last
e Class (':‘Is Student Name | Atiendance Return Date i
o Date FormB
P3-3B1 |11 STUDENTI375 128062003 240612003 Sent
P4-4B1 |46 Mong]..ing]..ing 12062003 240672003 ‘ -
ary

Send Data to CDS (|| 7 Delete | Save

[  Post-effects

The Return record would be deleted accordingly.
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2.5 Consolidation
2.5.1 Consolidate Student Attendance

Attendance > Consolidation

Home
Student Info Engui

[S-ATT08-01] Attendance > Consolidation

School Year |2010 =]
» School Management )
School Level |Primary vl School Session RS
» Student
« Attendance Clags Level Frimary 1 a
Primary &
Setup Primary SLI
Maintenance Start Date | End Date
(DDMMS ™Y™Y} (DDMMS™Y ™)
Import Data =
Consolidate

Suspected Dropo
Consolidation
Enquiry by Cls Lvl
Enquiry

Report

Last Consolidation Record

Class S = _Consolidation Assessment
Consakdaon e mm.m

Primary .‘\M Pr1mary 1 0170672011 - 300672011 28}06?2011

[ Function Description

User can consolidate the student non-attendance records for the use of report
card printing in Assessment (ASR) module.

L Pre-requisites

N/A

B User Procedures

1. Click [Attendance] = [Consolidation] in left menu.

Home
Student Info Enqui

[S-ATT08-01] Attendance > Consolidation

School Year |z010 =]
» School Management X
School Level IPrimary | School Session i =
» Student
= Attendance Class Level Primary 1 a
Primary 2
Setup Primary 3_|
Maintenance Start Date | End Date
(DD YY) (DDMMN YY)

Import Data

Consolidate

Lot TODO

(ETET LT ast Consolidation Record

S Class e - Assessment
Enquiry Consoldation Feriod Moduet:aptured

Report Primary Primary 1 0170672001 - 2070672011 28?06?2011

2. Select Class Level (multiple selection is allowed) with the Start Date and
End Date.

3. Click [Consolidate] button to perform consolidation.
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B

[5-ATT03-01] Attendance = Consolidation

School Year |z010 =
School Level IPrimaIy | School Session M -
Class Level f y |
Primary 2
Primary 3j
Start ?Nﬁt\E\ [p1706/2011 I'EIZI:1I:(:j'I?I?EE‘ . | ERT !

Consolidate

4. If the process is successfully completed, the latest consolidation record
would be displayed.

Last Consolidation Record

Post-effects

Consolidated non-attendance data will be stored and can be captured in
Assessment module.

Notes

1. Anytime there would be only one set of consolidated data for each class level.
Newly consolidated data would overwrite the previous one.

2. If the consolidated data is captured by Assessment module in Assessment
> Data Entry > Others > Non-attendance Record screen, the Assessment
Capture Indicator here would be changed from N to Y.

[S-ASR14-01] Assessment > Data Entry > Others » Hon-Attendance Record

School Year Current Year (2002) School Level Primary
School Session AM Class Level Primary 1
Class Name 1A Assessment ! Term / Annual Tl

Date of Consolidation: 25/06:2003 for records in the period from 01/09:2002 to 15/08/2003
T 3
[ Copy From Student Attendance Module ]

>
Module Captured Module Captured
l N 1 ¥

Once the consolidation is performed again, the indicator would be reset to N.

sBottom
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2.6 Enquiry by Cls Lvl
2.6.1 Enquire Attendance Rate by Class Level

Attendance > Enquiry by Cls Lvl

Home
Student Info Engui

[5-ATT12-01] Attendance > Enquiry by Class Level

School Year 2012

el school Level  [Frimry =] School Session [ =]

D> STET Class Level A1l -

| GAUELIZTES StartDate  [or/09/2012 End Date [or/0s7z01z
Setup _i Search @ Reset

Maintenance
Import Data

Suspected Dropol
Consolidation

[ Function Description

Staff can view class level attendance rate for current school year.

B

Pre-requisites

In School Management > Sch Calendar > Setup, input the term start day and
end day in term information and school holidays.

B User Procedures

1. Click [Attendance] = [Enquiry by Cls Lvl] in left menu.

(SATTI2.00) Attencasicn » Tnguiry by Class Lavel
school Year 1Y
bl school Level  [Frimery 3] schoot Session [3i =]
v Student Class bovet  [RIT =)
Attondance Start Dato [70a/2012 ™ fnd Date pifmrnz
e B e | (B haser |

Miinimance

(C ovvecodiota by

2. Select school level, school session, class level and enter the start and end
date. Then click [Search] button to perform searching for class level
attendance rate.

3. List of class level attendance rates would be displayed.
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[S-ATT12-02] Attendance > Enquiry by Cls Lvl
School Level Secondary School Session Whole Day

ittendance Rate by Class Lewvel
Class Level Start Date End Date Ho. of Schunl Days Attendance Rate

Bec 1 01/09/2003 15401 /2004 [ eogr
Rec 2 01/09/2002 154012004 85 o0 8%
Sec 2 01/09/2002 154012004 a2 o0 5%
sec 4 01/09/2002 15401 /2004 74 0 _o%
Bec O 01/09/2003 154012004 60 100.0%
Gec B 01/09/2003 15401 /2004 8 a9 3%
Sec 7 01/09/2003 15401 /2004 41 a9 _o%

[  Post-effects

N/A

L Notes

Attendance rate is calculated by the formula below for each class level:

Attendance rate = { 1 - [total school days of absence between start and end date
/ (no. of students x no. of school days between start and end date — adjusted
school days)]} x 100%.

where the “No. of school days between start and end date” is number of days
within term period minus number of holidays:

- number of days within term period = end date — start date + 1

- number of holidays = number of holidays (Monday to Friday) within term
period + total number of Saturdays within term period + number of Sundays
within term period — number of school days on Saturday within term period

and the “Adjusted school days” is the school days between:

- departure date and end date for each departed student

- start date and first attendance date for each new student enrolled after
school year has started

© Copyright 2015 Education Bureau Page 50
Unauthorized Copying Prohibited



WebSAMS

User Manual Version 1.8

2.7 Enquiry

2.7.1 Enquire Student Attendance

B

Attendance > Enquiry

e LastLogin: 09/06/2003 10:59 Logout | Help | ®3BA
Current School Year: 2002 9 June 2003 11:56
[S-ATT06-02] Attendance > Enquiry
v Attendance
School Year 2002
Setup English Name | Chinese Name |
Maintenance Reg No I STRN |
Stapected dropo School Level  Primary School Session | All .I
Consolidation
Class Level All v Class Name All v
pon % Search @ Reset
» Customization

Function Description

Staff can view student non-attendance information for current school year. For
parents or guardians login, they can view their children non-attendance
information online.

Pre-requisites

1. For viewing multiple children information, the sibling relationship must be set
up in Student (STU) module.

2. For parent or guardians login, proper set up in Security (SEC) module is
required.

User Procedures

4. Click [Attendance] = [Enquiry] in left menu.

Home
[S-ATT06-02] Attendance > Enquiry
+ Attendance
Sat School Year 2002
up English Name [| Chinese Name |
Maintenance Reg No | STRN I
School Level  Primary School Session IAII "I
Class Level All v Class Name Al v
5 g Search @ Reset

5. Enter the search criteria and click [Search] button to perform searching
student.

6. Click Registration Number hyperlink to select the student for enquiry.
Class | CIs
EEFARETEED
WExH [ PM | 3BL [ 1 | Y388M57 | actve
ISTUDENT!355 FERE [ PM | 3Bl [2 | Y3460 | Actwe
i

[ annna Inmrmmoroaca [ESSTE [ ™ I ari

ITARArcan = Nns

7. List of non-attendance records would be displayed.
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[S-ATT06-03] Attendance > Enquiry

School Level Primary School Session PM
Class Level Primary 3 Class Name 3B1
Student Name STUDENTI311 (830H) Class No 1

Total
2.0 day(s) (Buecluding 0.0 day(s) Waived Records)
1 timefs) (Excluding O timefs) Waived Records)

[ Post-effects

N/A
L  Notes
1. For student access, there would be no search screen. The student can view

only his own non-attendance information.

Home
[S-ATT06-03] Attendance > Enquiry
+ Attendance -
School Level Primary School Session PM
_____ Class Level Prirary 3 Class Name 3B1
> Student Activities Student Name STUDENTI375 (1HBERE) Class No 11

> Award & Punishment

L . I
3.0 day(s) (Excluding 0.0 day(s) Waived Records)

» Customization

Reason unknown
Troancy

oy
§
=
o
7
S
z|=zlz

For parent or guardian access, if the associated students with siblings, a list
of students would be displayed for selection. User can click on the student
name to view the non-attendance records.

Home [S-ATT06-01] Attendance > Enquity

fiSienEanse | ErE

: No. of
» Award & Punishment il Sch Lvi Class Name | Class No Student Name No. of Absent | No. of Late | Early

Leave
» Assessment _ S S—
Primary PM 3B1 20 1 0

» Special Assessment Primary PM 3B1 i1 ! 30 0 0 |
» Customization w
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2.8 Report
2.8.1 Generate Report

Attendance > Report

Home
| [S-ATTO05-01] Attendance > Report
= Attendance

Setup
Maintenance Category |AII Categories ;I
Suspected Dropouf KT & English ¢ Chinese
Consolidation

Enquiry

_i Search @ Reset

» Customization

L Function Description

User can generate and print report.
X Pre-requisites
N/A

B User Procedures

1. Click [Attendance] - [Report] in left menu.

Home
[S-ATT05-01] Attendance ~ Report
v Attendance

Setup

Maintenance Category | All Categaries =l

Suspected Dropol E-NTIET @ English © Chinese
Consolidation

2. User can select another category and the language. Then, click [Search]
button.

[S-ATT05-01] Aftendance > Report

Category ALl Categories -
Language ie3

183

Comtact List for Abzent Students
Hom-attendance

Statistics
Suzpected Dropout

3. All reports under the selected category will be displayed.
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>pAttendance Report by Class (R-ATT009-E)
P-Contact List for Absent Students (R-ATTOO05-E}
ENon-attendance Report by Class (R-ATT001-E)
E-Hon-attendance Report by Student (R-ATT002-E)
BHon-attendance Report by Type of Reason (R-ATT010-E)
BNon-attendance Report for Specified No. of Absence. Lateness or Early Leave (R-ATT008-E)
PNon-attendance Summary Report by Class {(R-ATT003-E}
[>Statistics - Attendance Rate Report for different school years (R-ATT016-E)
E>statistics - Daily Attendance Rate Report (R-ATT015-E)
E>statistics - Non-attendance Report for different months (R-ATT006-E)
> statistics - Non-attendance Report for different school years (R-ATT007-E)
B suspected Dropout List by Class (R-ATT004-E)
* Click B> or the link to display the report template(s) and then click the template you need to create the report.

4. Click on Report Name (ID) link and then a list of built-in and user-defined

report templates would be displayed.

5. Click on the Report Template link to go to the report parameter screen.

VNon-atten(Iance Report Class (R-ATT001-E
B ——— Type
Built-In
6. After the parameters are entered, click [Preview and Print] button for report

generation.

[S-ATT05-02] Attendlance > Report

Non-attendance Report by Class (R-ATT001-E) :-
Built-in Template

Please Input The Print Criteria

School Year 'm

School Level Prirary

School Session _A—"E

Class Level W

Class Name 1A -

Non-attendance Type All v

Period Term | Al x Month |All >
From |03mm 7 To |31:08/2003

Forn PDF =

7. The report would be then generated.

Lul Kel Through-train School
Won-attendanos Beport by Class
Period: (01/10/2030 « 31/10/3010)

AM la Leve. Peimas

Class
Clase %o Eng Nane Chi Name Date Sen  Waived Reason Remark
Absent Record
A . A
IA ¥
[ Post-effects
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The selected report will be displayed in a popup window. User can preview and
then print it out.

B

Notes

1. The reports are classified into the following 5 categories in Attendance
module:
(1) Contract List for Absent Students
- Contact List for Absent Students (R-ATT005-E)

(2) Non-attendance
- Non-attendance Report by Class (R-ATT001-E)
- Non-attendance Report by Student (R-ATT002-E)
- Non-attendance Report by Type of Reason (R-ATT010-E)

- Non-attendance Report for Specified No. of Absence, Lateness or
Early Leave (R-ATTO08-E)

- Non-attendance Summary Report by Class (R-ATT003-E)
(3) Statistics
- Statistical Non-attendance Report for different months (R-ATT006-E)

- Statistical Non-attendance Report for different school years (R-
ATTOO07-E)

- Statistical Daily Attendance Rate Report (R-ATTO15-E)
- Statistical Attendance Rate Report for different school years (R-
ATTO016-E)
(4) Suspected Dropout
- Suspected Dropout List by Class (R-ATT004-E)
(5) Attendance
- Attendance Report by Class (R-ATT009-E)

2. Besides the above mentioned reports, user can find the following reports in
Report Management (RPT) module.

(1) Parent/ Guardian Notification
- Parent/ Guardian Natification List by Class (R-ATT011-E)

(2) Warning Letter for Absent Students
- Warning Letter for Continuous Absence (R-ATT012-E)

Non-attendance Report by Class (R-ATT001-E)

X Function Description

This report allows user to generate reports based on the selected print report
criteria.

X Pre-requisites
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Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

B User Procedures

Select School Year.

Select School Level, and School Session.

Select Class Level and Class Name.

Select Non-Attendance Type.

Enter Period (may use Term and Month to select).

R e o

Select Format.

[S-ATTH#5-02] Attendance = Report

Mon-attendance Report by Class (R-ATT001-E) :-
Built-in Template

Please input the print criteria.

School Year M

School Level Frimary

School Session m

Class Level m

Class Name [—&5— 5|

Non-attendance Type Al -

Period Temn |41 = Month | &1 =

Format
Preview & Print ] @ Reset ] [ <]Bac|| ]

2
a3

7. Click [Preview & Print] button.

L Post-effects
The report Non-attendance Report by Class (R-ATT001) containing records that
matched the criteria will be displayed in pop-up window. Users are allowed to
preview, print and save the report under the application capabilities.

[ Notes
N/A
Non-attendance Report by Student (R-ATT002-E)

L Function Description
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This report allows user to generate reports based on the selected print report
criteria.

L Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

‘B User Procedures

Select School Year.

Enter English Name, Chinese Name, Reg No or STRN as search criteria.
Select School Level and School Session.

Select Class Level and Class Name.

a M wnh e

Click [Search] to search students.

[5-ATT05-03] Attendance = Report

MNon-attendance Report by Student (R-ATTO02-E) :-
Built-in Template

Please input the print criteria.

School Year I Current Year 'I

English Name | Chinese Name |

Reg No | STRN |

School Level  Primary School Session m
Class Level IAII—;[ Class Name a1 -

@ Search ] [_@ Reset ] [ <]Bal:|l ]

A list of students is displayed. Select the student(s) to be printed.
Select School Year or Period (From/To).
Select Format.

IF'zoasuesto iLEECHIW]NG ‘Ei@?i M ilBlz F‘ ZA129971 ‘Acu'\re
~Top
Periodl @ Sehool Year | 2003 2
. Froml TOI

* The start ! end dates must be within current schoal vear
Format I FDF .I

Preview & Print ] [_@ Reset ] [ <]Back ]

9. Click [Preview & Print] button.

[0  Post-effects
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The report Non-attendance Report by Student (R-ATT002-E) containing records
that matched the criteria will be displayed in pop-up window. Users are allowed
to preview, print and save the report under the application capabilities.

J  Notes
N/A
Non-attendance Summary Report by Class (R-ATT003-E)
[ Function Description
This report allows user to generate reports based on the selected print report
criteria.
X Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

‘B User Procedures

Select School Year.
Select School Level, and School Session.

1

2

3. Select Class Level and Class Name.

4. Enter Period (may use Term and Month to select).
5

Select Format.

[S-ATTO5-04] Attendance = Report

MNon-attendance Summary Report by Class (R-ATTO03-E) :-
Built-in Template

Please input the print criteria.

School Year 2003 |+

School Level Priray

School Session m

Class Level [Prirary 1]

Class Name |

Period Term | A1 [~ Month A1 =
From 03062003 78 To [3L082004 B

Format Im

Preview & Print ] @ Reset ] [ <]Bacl: ]

6. Click [Preview & Print] button.
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[ Post-effects

The report Non-attendance Summary Report by Class (R-ATT003-E) containing
records that matched the criteria will be displayed in pop-up window. Users are
allowed to preview, print and save the report under the application capabilities.

X Notes
N/A
Suspected Dropout List by Class (R-ATT004-E)
[ Function Description
This report allows user to generate reports based on the selected print report
criteria.
L Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

‘B User Procedures

Select School Year.
Select School Level, and School Session.

1

2

3. Select Class Level and Class Name.

4. Select Case Type (Outstanding or Processed).
5

Select Format.

[5-ATT05-05] Attendance > Report

Suspected Dropout List by Class (R-ATTO004-E) :-
Built-in Template

Please input the print criteria.

School Year 20032 |-

School Level Primary

School Session [am =]

Class Level WI

Class Name |

SR ) Outstanding ¢ Processed
Format IF;,

Preview & Print ] @ Reset ] [ <]Back ]

6. Click [Preview & Print] button.
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[ Post-effects

The report Suspected Dropout List by Class (R-ATT004-E) records that matched
the criteria will be displayed in pop-up window. Users are allowed to preview,
print and save the report under the application capabilities.

X Notes
N/A
Contact List for Absent Students (R-ATTO05-E)
[ Function Description
This report allows user to generate reports based on the selected print report
criteria.
L Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

‘B User Procedures

Select School Year.

Select School Level, and School Session.

1

2

3. Select Class Level and Class Name.

4. Enter Period, (may use Term and Month to select)
5

Select Format.

[S-ATTO5-06] Attendance > Report

Contact List for Absent Students (R-ATT005-E) :-
Built-in Template

Please input the print criteria.

School Year 2003 =

School Level Prrnary

School Session [am =]

Class Level W]

Class Name —&— 7]

Period Temn | A1l = -
Firomn [03/0942003

Format I PDF -I

Preview & Print ] @ Resat ] [ <]Bacl| ]

6. Click [Preview & Print] button.

© Copyright 2015 Education Bureau Page 60
Unauthorized Copying Prohibited



WebSAMS

User Manual Version 1.8
[  Post-effects

B

B

B

A

The report Contact List for Absent Students (R-ATTO005-E) containing records
that matched the criteria will be displayed in pop-up window. Users are allowed
to preview, print and save the report under the application capabilities.

Notes

N/A

Statistical Non-attendance Report for different months (R-ATT006-E)

Function Description

This report allows user to generate reports based on the selected print report
criteria.

Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

User Procedures

Select School Year.
Select School Level, and School Session.
Select Non-Attendance Type.

P wDnNPRE

Select Format.

[S-ATT05-0T] Attendance > Report
Statistics - Non-attendance Report for different months (R-ATT006-E) :-

Built-in Template
Please input the print criteria.

School Year IW?‘;,
School Level Priraary

School Session [am =]
Non-attendance Type All j
Format POF j

Preview & Print ] @ Reset ] [ <]Bacl| ]

5. Click [Preview & Print] button.

Post-effects
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The report Statistical Non-attendance Report for different months (R-ATTO06-E)
containing records that matched the criteria will be displayed in pop-up window.
Users are allowed to preview, print and save the report under the application
capabilities.

B

Notes

N/A

Statistical Non-attendance Report for different school years (R-ATT007-E)

[ Function Description

This report allows user to generate reports based on the selected print report
criteria.

[ Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

B User Procedures

Select School Level, and School Session.
Select School Year(s): From and To.
Select Format.

[S-ATT05-08] Attendance > Report
Statistics - Non-attendance Report for different school years (R-AT T007-E) :-

Built-in Template
Please input the print criteria.

School Level Priraary

School Session I A .l

School Year(s) From: | 2002 =] T I 2003 .I
Format I FOF vl

Preview & Print ] @ Reset ] [ <]Ba1:|| ]

4. Click [Preview & Print] button.

B

Post-effects

The report Statistical Non-attendance Report for different school years (R-
ATTO0O07-E) containing records that matched the criteria will be displayed in pop-
up window. Users are allowed to preview, print and save the report under the
application capabilities.
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[nn Notes
N/A

Non-attendance Report for Specified No. of Absence, Lateness or Early Leave

(R-ATTOO8-E)

X Function Description
This report allows user to generate reports based on the selected print report
criteria.

[ Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

B User Procedures

Select School Year.

Select School Level, and School Session.

Select Class Level and Class Name.

Enter Student Selection (non-attendance type, and time(s)/day(s))
Enter Period, Enter Period, (may use Term and Month to select)

L O o

Select Format.

[S-ATT05-09] Attendance > Report
Non-attendance Report for Specified No. of Absence, Lateness or Early Leave (R-ATTO0B-E) :-

Built-in Template
Please input the print criteria.

School Year 2003 -

School Level Primary

School Session AM -I

Class Level Primary 1 .l

Class Name —E— -I

Student Selection Absent = |=: = o time(s) / dais)

Period TErmIA” -I MOm‘hIA” vl
From [030072003 ] o [3108/2004 e

Format | FDF .l

Preview & Print ] [_@ Reset ] [ <]Bacl| ]

7. Click [Preview & Print] button.

s Post-effects
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The report Non-attendance Report for Specified No. of Absence, Lateness or
Early Leave (R-ATTO008-E) containing records that matched the criteria will be
displayed in pop-up window. Users are allowed to preview, print and save the
report under the application capabilities.

A Notes

N/A

Attendance Report by Class (R-ATT009-E)

[ Function Description

This report allows user to generate reports based on the selected print report
criteria.

B

Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

B User Procedures

Select School Year.

Select School Level, and School Session.

Select Class Level and Class Name.

Enter Period (may use Term and Month to select).
Select Orientation

Select Print Departed Students

N o g s~ w NP

Select Format.
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[N

B

[5-ATT05-17] Attendance > Report

Attendance Report by Class (R-ATT009-E) :-
Built-in Template

Please input the print criteria.

School Year 2011 -

School Level Secondary

School Session Whale Day

Class Level Secondary 1 -

Class Name 1 -

period Tern All - Month AL w
From 01/09/2011 E RO PR

Orientation
Print Departed Students
Format

Preview & Print ] @ Resat ] [ <]Ba|:l: ]

O Horizontal @ Vertical
Include "Printing in Report" indicators are checked -
PIF -

8. Click [Preview & Print] button.

Post-effects

The report Attendance Report by Class (R-ATT009) containing records that
matched the criteria will be displayed in pop-up window. Users are allowed to
preview, print and save the report under the application capabilities.

Notes

N/A

Non-attendance Report by Type of Reason (R-ATT010-E)

Function Description

This report allows user to generate reports based on the selected print report
criteria.

Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format

Application Example

PDF

Adobe Acrobat Reader

WORD (DOC)

Microsoft Word

RICHTEXT (RTF)

Microsoft Word / Word pad

EXCEL (XLS)

Microsoft Excel

User Procedures

Select School Year.
Select School Level, and School Session.
Select Class Level.

Select Non-Attendance Type and Reason(s).

a M wnh e

Enter Period, (may use Term and Month to select).
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[

[N

B

6. Select Format.

[5-ATT05-10] Attendance > Report
MNon-attendance Report by Type of Reason (R-ATTO010-E) :-

Built-in Template
Please input the print criteria.

School Year Im

School Level Frimary

School Session [am =]

Class Level W

Non-attendance Type A”—LI

Reason e

Period Tcrmm Month [411 =
From [030972003 55 T 18012004 i

Format lm

Preview & Print ] @ Reset ] [ <]Ba|:h ]

7. Click [Preview & Print] button.

Post-effects

The report Non-attendance Report by Type of Reason (R-ATT010-E) containing
records that matched the criteria will be displayed in pop-up window. Users are
allowed to preview, print and save the report under the application capabilities.

Notes

N/A

Statistical Daily Attendance Rate Report (R-ATT015-E)

Function Description

This report allows user to generate reports based on the selected print report
criteria.

Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

User Procedures

Select School Year.
Select School Level, and School Session.
3. Enter Date.
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4. Select Format.
[S-ATTD5-15] Attendance > Report

Statistics - Daily Attendance Rate Report (R-ATT015-E) :-

Built-in Template
Please input the print criteria.

School Year [2003 <]

School Level Secondary

School Session Whole Daw

Date m
Format FIF -

Preview & Print @ Reset <:] Back

5. Click [Preview & Print] button.

[N Post-effects

The report Daily Attendance Rate (R-ATTO015-E) containing records that
matched the criteria will be displayed in pop-up window. Users are allowed to
preview, print and save the report under the application capabilities.

[N Notes

Students with not-returned suspected dropout records of the selected school
year or previous school years fulfilling following criteria is counted as “Suspected
Dropout” in report R-ATT015-E/C:

1) The Last Attendance Date is before the selected date.
2) The Return Date is null or after the selected date.

Statistical Attendance Rate Report for different school years (R-ATT016-E)

X Function Description
This report allows user to generate reports based on the selected print report
criteria.

LA  Pre-requisites

Corresponding software application should have installed in order to view, print
or save report in the selected format.

Report Format Application Example
PDF Adobe Acrobat Reader
WORD (DOC) Microsoft Word
RICHTEXT (RTF) Microsoft Word / Word pad
EXCEL (XLS) Microsoft Excel

B User Procedures

1. Select School Year.
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2. Select School Level, and School Session.
3. Select Format.

[S-ATTD5-16] Attendance > Report
Statistics - Attendance Rate Report for different school years (R-ATT016-E) :-

Built-in Template
Please input the print criteria.

School Year m
School Level Secondary
School Session P =
Forrmat [FIF =]

Preview & Print @ Reset <:] Back

4. Click [Preview & Print] button.

L Post-effects
The report Statistical Attendance Rate Report for different school years (R-
ATTO016-E) containing records that matched the criteria will be displayed in pop-
up window. Users are allowed to preview, print and save the report under the
application capabilities.

[J  Notes

N/A
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3 Appendix

3.1 Appendix A — Non-attendance Reason Code

For Attendance category, there are 4 codified tables to store the non-attendance
reason codes in Code Management (HSE) module.

Code Table Type
Absent Reason School
Late Reason School
Early Leave Reason School
Absent Reason for Suspected Dropout EDB

Besides the common columns (code, descriptions and status), there are some
specific indicators built in these non-attendance reason code tables.

"1 Absent Reason
There are 3 special indicators, “Suspected Dropout”,

Punishment” and “Waived”,

in this table.
Table : Absent Reason Type : SCHOOL
+Bottom
S ——
ot [Tl betotem dropeut & resctmbssion PR R T e D Nl iNEl Ffac)
[Reoom unkaown {IWbre vx vzl [Nzl a0

(1) If “Suspected Dropout” indicator is set as “Y”, then the absent records with
this type of reason will be counted in the scanning of Suspected Dropout
functions.

(2) If “Punishment” indicator is set as “Y”, then the absent records with this type
of reason will be counted in the scanning of functions in Award &
Punishment (ANP) module.

(3) If “Waived” indicator is set as “Y”, then the absent records with this type of
reason will not be consolidated and captured to Assessment (ASR) module.

Remark:
Please be reminded that the system does not allow the following combinations
since they are not reasonable.

Suspected Dropout Punishment Waived
Y Y Y
Y N Y
N Y Y

A pop-up message will be displayed when user tries to save the records.
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Microsoft Internet Explorer x|

& waived indicator can not be ¥ if either suspected dropout indicator or punishment indicator is already ¥

] Late Reason
There are 2 special indicators, “Punishment” and “Waived”, in this table.

Table : Late Reason Type : SCHOOL
s Bottom
m— e SR i3 = il
|Femcon unknown [-_3 WB FaACH
e fToattic un .[z'zl'iix W=l [N3] |Frac

(1) If “Punishment” indicator is set as “Y”, then the late records with this type of
reason will be counted in the scanning of functions in Award & Punishment
(ANP) module.

(2) If “Waived” indicator is set as “Y”, then the late records with this type of
reason will not be consolidated and captured to Assessment (ASR) module.

Remark:
Please be reminded that the system does not allow the following combinations
since they are not reasonable.

Punishment Waived
Y Y

A pop-up message will be displayed when user tries to save the records.

Microsoft Internet Explarer

] Early Leave Reason
There is only 1 special indicator, “Waived”, in this table.

Tabde : Eatly Leavs Reason Type : SCHOOL
~Dottom
S T O
|Reaon ankown In=] |FaCy
o [Bremal activaes [ﬁm [Nzl [facy

If “Waived” indicator is set as “Y”, then the early leave records with this type of
reason will not be consolidated and captured to Assessment (ASR) module.

] Absent Reason for Suspected Dropout
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WebSAMS

User Manual Version 1.8

There is no special indicator in this table. Nothing can be set besides status for
this kind of EDB codified table.

Tahle : Abseat Raason for Suspected Dyopour

Type : END
+Bottom
[Code | = nglshDescrgten | ChneseDescrgtion | Sisus |
iﬁl Nom-atendioot (with acacemic dffioelnm ) Bl (FRTER) , CACT
B maneda (v bhivow affots madesdecd M (BRSTRNE) Fac
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