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Online Nomination Procedure for the Scheme

(1) Create account and nomination

School Coordinator

(2) log on to the platform as Coordinator using the username and password given by HKAGE on the invitation
letter.

(2) create Nominating Officer accounts (teachers, school social workers and school educational psychologists).
(3) create Student Nominee account and assign one Nominating Officer to each Student Nominee (Optional).
(4) distribute login information to the Nominating Officer.

Nominating Officer (Coordinator can also play the role of a Nominating Officer)

(1) log on to the platform to create Student Nominee account (if nomination is not yet created by School
Coordinator).

(2) retrieve the login information of Student Nominee, Parent and Professional and distribute to them. Please
note Parent and Professional Forms are optional.

v

(2) Related parties fill nomination forms
Nominating Officer, Student Nominee, Parent and Professional
(1) log on to the Online Nomination Platform to fill in the form. After submitting the
nomination form, an on-screen acknowledgement and a confirmation email with link to the Declaration
Statement will be sent to the related parties.
** Staff from school can input information for parents if they have difficulty with computer operation.

(2) hand over signed Declaration Statements and all relevant documents to the School Coordinator.

v

(3) School submission
School Coordinator logs on to the Online Nomination Platform to review and verify the completeness and
correctness of all nomination(s). All verified nominations have to be final submitted by School Coordinator on or
before the submission deadline.

V

(4) Complete

Emails

Confirmation email will be sent to all related parties informing them the completion of the nomination.

Manual procedures

Complete the Submission Checklist and submit ONE set of the following documents for EACH nomination:

® the Declaration Statements signed by every Related Party; and

® other relevant/supporting documents (e.g. a copy of school reports and psychological assessment
report) (if applicable)

Remarks:

Student Nominee and Nominating Officer can notify the School Coordinator to reset the passwords if they
forget them.

The School Coordinator can contact Ms. Yip of the HKAGE on 3698 3500 to reset their passwords.
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Online Nomination Platform

User Manual — Coordinator

Please note that the illustration shown may be slightly different from the Online Nomination Platform since
it will be updated on a need basis.

If you would like to refer to the Chinese version, please download it from the HKAGE’s website or the
Online Nomination Platform.

All information contained within this document is strictly confidential and for use by The Hong Kong
Academy for Gifted Education only.
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Introduction

1.1 The User Manual

1.1.1 Purpose
This User Manual is going to describe the instructions of using the Online Nomination Platform

as Coordinator.

1.1.2 Convention
Functions of the applications are triggered by buttons or links. There are different types of
buttons and links representing different kinds of functions.

1. Forward Actions
For actions which bring users to the next page/screen, the buttons or links will be

displayed in GREEN.

notify (deadline
e.g. Update BT or ELEE (&) FE)
2. Backward or Normal Actions
For actions which bring users back to the previous page/screen or stay in the same
page/screen, the buttons or links will be displayed in BLUE.

Phases 1 [m]H 77 PR 1) 3

3. Cancel Actions
For actions which delete data, the buttons or links will be displayed in RED.

delete

e.g. LE

4. Others
There are other buttons used to differentiate different stages of an action.

1.2 Platform Requirements

The Online Nomination Platform runs on all operating platforms with common web browsers. To
get the best user experience, running the Platform on standard browsers (e.g. Internet Explorer,
Firefox, Safari, Google Chrome) with resolution at 1280 x 1024 is recommended.
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2. Using the Online Nomination Platform

Coordinators will be allowed to access the Platform when the associated Nomination Phase is
active.

2.1 Login

The Online Nomination Platform is only accessible to authenticated users. All users have to
login at http://nomination.hkage.org.hk. Users have to input the correct username and password
pair in order to access the functions of the Platform. After successful Log in, the user will be
redirected to the User Profile page with the main menu.

Welcome #10, Guest Z7%!

& #® ' # # 7 2B bk
The Hong Kong Academy for Gifted Education

EREBHELRR ALiRRES
HKAGE Nomination Platform

“ Login

Username
B

Password
BAEE

AERBEALEREFIEFZE - ARRPEERAZBHIERBITRE -
Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.

Copyright 2011 © The Hong Kong Academy for Gifted Education. #:38# (B35 25 2011 Ml E

Figure 1 - Login Page
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2.2 User Accounts

2.2.1 User Profile
The user can change his/her name, email and password at the User Profile page 9 (See Figure
3). Click “Update” to save the changes.

40w OB W B B " M B
The Hong Kong Academy for Gifted Education

Name (English)* Chan Tai Man

BEE () [

= taiman@creativeworks.com.nk
Email*

FRmEE TE Creativeworks

Organisation name

ERTEIE ( B AT )
Change Password (Blank if no change)

FHETHE

New Password

BiEN S
Retype Password

Update #57

Copyright 2011 & The Hong Kong Academy for Gifted Education. E# 5SS TSR 2011 EEFT

Figure 2 - User Profile

2.2.2 Users List
The Users List provides functions to search and show Nominating Officer accounts managed by
the Coordinator. Coordinators can create Nominating Officers in this section.

Welcome 8, kwun! Logout %

L wm o ow B OB OB B

The Hong Kong Academy for Gifted Education

User Accounts Nominations

Edit User Profile
b N3

Add Mominating Officer : EL
Users List
RRFEFIRE
Username Role Name (English) MName (Chinese) Email Initial Password Actions
EFEE e HE ) BB (P EEE RS ES
nm0000097 Nominating Officer Bryan Cheng =l kobe_cheng@yahoo_com hk oMagQicg reser | edn | delere

Copyright 2011 @ The Hong Kong Academy for Cifted Education. &S S TSR 2011 REHE

Figure 3 - A Users List
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2.2.2.1 Add Nominating Officer

To add a new Nominating Officer account, click “Add Nominating Officer”. A form of the account
information will be shown (see Figure 5). Enter the required information and click “Add” to
create new Nominating Officer.

& # w @B B " B b

The Hong Kong Academy for Gifted Education

Nominations

fisz)
Users List
[E=ES

Back to Users List iIEEIREFIE

Add New Nominating Officer
FEEE A

R
Title*

e

Edit User Profile
™

Name (English)*
It (P

EE
Email*

BHEEEE
Contact Phone No.*

FEEE
Home Tel. No.

[ ) Figure 4 - Add Nominating Officer

2.2.2.2 Managing Users

The list shows the Usernames, Roles, Names, Email Addresses, and Initial Passwords of the
users. Coordinators can edit the user information or reset the password with a newly Platform
generated password. A notification e-mail with the new password will be sent to the Nominating
Officer when “reset” is clicked.

Username Role Name (English) Name (Chinese) Email Initial Password Actions

EREE BE HE ) A (P3) EEML A 54

=
53

edit el

ete
R

nm0000017 Nominating Officer ##8A. Nominating Officer 1 Nominating Officer 1 abc@hkage.org.hk 9eNDCFMy

lzh
K

Figure 5 - Excerpt of User List

To delete a user, click “delete”. An alert message will be displayed. User has to confirm in order
to delete a user account.

bs://mominatio... | * |

Are you sure you want to delete this user?

oK | Cancel |

Figure 6 - Alert on deleting user account
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2.3 Nominations
2.3.1 Selecting Nomination Phase

Click the “Nominations” tab to display the available nomination phases. To apply any actions to
the nominations, a Nomination Phase should be selected.

User Accounts Nominations

Nomination Summary
& EFEEE

MNomination Phases

L RERE

School Nomination 2010-11 Test

School Nomination 2010-11

New testing phase_kaman

Figure 7 - Select a Nomination Phase

After selecting a Nomination Phase, all associated nominations will be shown in the summary
view below.

Create Nomination Ei&1#£ Export details of all login account [EHATEE AEFEH
. Nomination Summary
A REETEE
Nominated Domain(s)# 475 8 Forms filed?2HFEHEER
Submit
Norination Sudent Study|  Name of | Nominating Parent Change o ement 9" R Delete
Nominee Student Status | Print| Name 1B B Accounts 3 | R
D HERES Level School Officer . . . R Nominating (s}  Professional | .0 Fjfn S EEZ) &
{540 e B BEN Humanities Leadership | Mathematics Sciences nominee Ot 2E/ AR = | " el &
ATER EEAE | &8 M2 BRRE ) AN £ B
REL AER g4l Ally
S
g
YUEN LONG N Change
ABC PUBLIC Alex Yiu 5 Name View Delete
1 NODO3IA —== %2 SECONDARY  Reassian i i L4 (O] 00 | Open ekt B e
SCHOOL :l
Submit Selected Nominations &z = BEAHEE

Figure 8 - Nominations Summary

The 1 indicates which domains the students have been nominated for and which
nomination forms have been submitted. If the Coordinator is also the one who nominates the
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student, will be displayed. The Coordinator can click this button to fill in the nomination
form of the student. The definition of the nomination status can be found under the summary.

Footnote g2
1) No. of Completed Forms SHRESEEMEE (No. of Compulsory Forms SBIRERIRESH)

2) Status A%

Status A% Description 21
Open A nomination has been added and compulsory forms have not been filled
Esn] REZFERLE  MREEERE

Forms filled  All compulsory nomination forms are filled

[EhRes o R P S R o2

Duplicate The student is already a member of the HKAGE. Information about the domainis) of the student has already existed in the database.

EHiERE H2AAFAEES - RIBIRAEN DFEhERET

Endorsed (if applicable) School principal endorsed the nomination

ERHLE ROAERS (ANER)

Submitted  Coardinator submitted the nomination and all forms will be locked as read-only.

(w5 fnse A DRE LIESIHER - FREFAE RMEEE » TR

Admitted Admitted by the HKAGE
#HT B+ SmigH

Rejected Rejected by the HKAGE
FREIRHT En

3) Only nominations with completed forms can be submittad.

HESAER A TE I -

Figure 2 - Explanation of Nomination Status
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2.3.2 Create Nominations
If you also take on the role as a Nominating Officer, you can create the nominations directly or
you can pass the login information to the Nominating Officer for creating the nomination.

To create a nomination, click “Create Nomination”. Some information about the student
nominee is required (See Figure 11).

Fill in and then submit all information by clicking “Create nomination”. Please note that the
“Name of School” has already been preset. If the nomination is created successfully, the
Coordinator will be directed to fill out the nomination form. The Nomination 1D will then be
generated and displayed at the top of the form.

Create Nomination

& ieRs

Name of Student Nominee
(as appearing on the HKID
Card)*

b e
CREEERHERET)

IRERREE

Name of School®

F#EBI| Study Level
(EEIZor equivalent)”

EiHS7EE3RIE HKID No - ERRIEAIEE A123456(7), HEA A1234567, For HKID of A1 23456(7), please key in A1234567.
24858 Domains of

nomination”

[] AXEH Humanities

[ #8&&E Leadership

[ #% Mathematics

[ #4% Sciences

Figure 10 - Create Nomination

b Student Information

b 2

Nomination IDEEEIRE) NO00D259

Domain 1 (2R 8HE—) Humanities( A 372344
Domain 2{2HEH0EE ) Leadership(fB&3HE)

Figure 11 — Student Information over the nomination form
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After reading the “Personal Data Collection Statement”, Coordinators can preview the
nomination form by clicking “Preview before submission” at the bottom of the page.

A7 {ELAEFMEEH Personal Data Collection Statement
ETEESEENNEN(TEN HEENE IR Es
» FEEEEETREEE

« ESEE
- EEERETEETESEEREELR
. FERED
T OEERETE AT ¥ ETSICEE/FRARETRESSE - HTEAES S\ I TRY LEEN—ERESNES -

EETRRRAERESEERE TEAN A ER A LS ERE SRR

ETERSERET—E ) IRk A (I RN SRR ISR SERERN TER S TAGEAS EA R TR
EEEREEARS
FRAEHEE19R
ThimgEmEsE s EHE02E
==
TEEEREEE2
The personal data you provide to The Hong Kang Academy for Gifted Education will be used:
« for considering and processing your application;
« for the official record;

« where zpplicable, for the purpose of arganising programmes and ctivities; and
« for research and statistical purposes.

The provision of personal data is obligatory. Failure to provide the requested may affect the and of your or your chance of participation in the programmes / activities. Personal data that is subsequently provided by you may
also be used for any one or more of the stated purposes

The persanal data you provide may be disclosed at the discretion of the HKAGE to a third party for one or mare of the purposes specified above.

¥ou have the right to request 2 copy of your personal data held by the HKAGE and to request the correction of any inaccuracy in the copy of the personal data that is provided to you in accordance with the Personal Data (Privacy) Ordinance and subject to the data
privacy policy and administrative arrangements of the HKAGE.

Any such enquiry should be made to:

Administrator (Corporate Servicas) 2,
The Hang Kang Academy for Gifted Education
E302, East Block
Kowlaon Tang Education Services Centre
19 Suffolk Road, Kowloon
Hong Kong

B

SELESESSRTE T SEEHEEETtEReE .

Acknowledgment of the Nominating Officer

I fully understand the content of this Form and declare that the infermation and documents submitted are accurate

Figure 3 - Preview the nomination form

If the nomination form is filled in correctly, please click “submit/update” after final checking. Or
click “Cancel” to edit the form again.

R AWESR
F7E 2 BAE LLSRIBE0T 10 SRARFHR AT R AR B T
Acknowledgment of the Nominating Officer

| fully understand the content of this Form and declare that the information and documents submitted are accurate.

Figure 13 - Submit nomination form or Cancel submission
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After successful submission, an on-screen acknowledgement with a nomination summary is
shown. Please follow the link to print out and sign the Statement. The acknowledgement will
also be sent to the Nominating Officer's email address. Please be reminded that Coordinators
are responsible to collect the signed Statements from the related parties and send back to the
Hong Kong Academy for Gifted Education.

User Accounts Download

ERER #% i 4

Nomination Summary | Print Nomination Froms
REEEE B

EEERL | #4L5% - Nomination Form is filled

Dear Alex Yiu (Nominating Officer),
EEtvEEE (Bel)

You have submitted the nomination form successfully. Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.

GERRRRESY - UREE  SRREES MRCESRIRS RRRENGE \IREHERL -

Please download andreally Kindly submit the following documents to School Coordinator before 2011-08-28. ST S REEE - £1)2011-08-28 STELTXETETE EREE). -

Signed Statement from all noTETD Tae REARAL (1BE ) - BRESEEEE ) 1) BRENRH
Copies of school reports of the past 2 years RiETAEEEFEREEF
If applicable, other supporting documents (e.0. & copy of certficates or repors) 4K » BilBeASH (U1 : BEHBLAEIE)

You may login to this nomination platform again to update or print the submitted information before you return the Statement to the Nominating Officer. IE R FISE&HER  #H 0 HIBENEIE ZRLTE -

Thank you for participating in the online nomination. For enquires, please contact the HKAGE on 3698 3500.
TLEE ETemRNELESES - JEEEEE 2TE3698 3500 HEERRL -

. . Nominated Domain(s)EE % 38 Forms filed?2EEARFR
A IDBtudert N Sty Level Name ofSchoo N o Offcer ANER 4 FE  Student nominee Nominating Offcer| Parenti) _ Profesionali) s
RERR | ERAEE k] SiEH #20 i = i AR
HumaniesLeadership MathemaicsSciences. EBESE | #AA Eé/@.gm»\ B2t
1 NO003144 _AEC: §2 YUEN LONG PUBLIC SECONDARY SCHOOL ~ Alex Yiu V « NOT SUBMITTED « Open

The Hong Kong Academy for Gifted Education
ERERTALR

East Block, Kowloon Tong Education Services Centre,
19 Suffolk Road, Kowloon Tong, Hong Kong
www hkage.org hk

Telephone: (852) 3698 3498
Fax: (852) 2490 4730

Figure 14 —On screen acknowledgement
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2.3.3 Completing an Online Nomination Process

When the status of a nomination is Forms Filled, it indicates that all compulsory forms are filled.
The nomination is ready for final submission. The Coordinator can choose all or any nomination
by checking the checkbox under “Submit” and click “Submit Selected Nominations” to
complete the online nominations process. A notification e-mail will be sent to the related parties.

The status will change to Submitted accordingly, indicating this nomination is completed.

=

L F O B OB B O OB K
The Hong Kong Academy for Gifted Education

User Accounts ominations Download

Nomination Summary
RAEEEE

Export details of all login account ELFiHE AEREH

L Nomination Summary

o [REERSE
_ Nominated Domain(s 1R & Forms filed?2TEEEZE SuBTIT

Nomination ~ Student ALogm Study Nameof = Nominating Sratus C‘I:wange Statement| 342 | Delete
D Nominee CCoUNts | | gy Schoal Officer Student | Nominating | Parent(s) i ame {Ran LB £3 | Mk

e LIS — o Humanities Leadership Mathematics Sciences ; o | Professionalls) | HER? [ Fawx

RERE  EREEE 5 Hhl RS #EL iy - y nominee Officer wE/GHE : 2, ] (Select] &
ATEH EEE e Ha BREZEE  BE P EEN Al

Leung Siu View HK - Johnny yeung Forms Delete
1 NO003153 ‘-?FLII_:ri a8 | = soume| esssim v v v 10 1O fijeg - [T

Figure 15 —Final Submission

Please note that all the information of the submitted nomination cannot be edited
after completing the nomination.
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e

Coordinators can view the associated user accounts of the nominations by clicking “View” under
the column of Login Accounts on the Nomination Summary page. Coordinators can notify the
associated user accounts to fill in the form by entering the corresponding e-mail address in the
text box and clicking “Send E-mails”. The information can also be exported in MS Excel format

by clicking “Export Accounts”.

Export details of all

g MNomination Summary
-~ 1REEFEEE

_ Mominated Dc
Nomination | Student Acl_coogll,::ts Study Narme of Nominating
1D Nominee || oS | Level School Officer
BEiR | ERESE = R BATEH BEN, Humanities | 1
#t MNITEREL
1 NOOD3153 LEl‘IFnunSlu View ss ik - Johnny yeung
E— ol e SOUTHERN Reassign
. Login Accounts for Chan Siu Man
“«
Username Role Initial Password Reset Password Last Email Sent
kwun Coordinator Rsfgpls| Reset 2011-01-22
510000259 Student FJS4eXKU Reset Never Sent
pa0000400 Parent 6wTaRra Reset Never Sent
pf0000369 Professional Tnczuf Reset Never Sent

Export Accounts

Figure 16 - Viewing user accounts associated with nominations

2.3.5 Reset Password

Coordinators can reset the passwords if the related parties forget them. Choose the relevant
accounts and click “Reset”. Inform the related parties about the usernames and the new

Email

taiman@creativeworks.com.h

Send Email

Send Email

Send Email

Send Email

passwords.
.~ Login Accounts for Chan Siu Man
“
Username Role Initial Password Reset Password Last Email Sent Email
kwun ‘Coordinater Rsfgplsl Reset 2011-01-22 taiman@creativeworks.com.h Send Email
sSt0000259 Student FJS4eXKuU Reset Never Sent Send Email
pa0000400 Parent bwTaRra Reset Never Sent Send Email
pf0000369 Professional iTnczuf Reset Never Sent Send Email

Export Accounts

Figure 17 - Viewing user accounts associated with nominations

a

Select All

Select All

Strictly confidential
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2.3.6 Viewing Nomination Details
Coordinators can view the nomination forms of the related parties by clicking the links below
Nomination ID and the name of Student Nominee. Coordinators may view the parent forms and

professional forms (if any) depending on nomination phase policy.

User Accounts

. Momination Summary

& EEEERE

R Mominated D¢
Login

Nomination Student Study Name of Nominating
jis] Nominee Acc;unts Level School Officer .
mame  mmesr To0F | gl swmem s, | Humanities |
# AT
L g si .
1| nooo3is3 eanun - dsy 55 [ls= Jonnny yeung
ST %Y SOUTHERN Reassign

Figure 18 —Viewing Nomination Details

2.3.7 Sorting
The online nomination platform provides a sorting function in the Nomination Summary page.

Coordinators can quickly and easily sort the nomination records by clicking the column heads
with underline.

~ Nomination Summary

o BEEEEE

Nominated Domain ()42 5005 Forms filled? 275 CUREEFAS

Nomination | Student | 99" sudy  Name of | Nominating B S

D Nominee |ASSOUMS |1 01| “School Officer Student |\ ating | FArEnts) =

IBEIERE | EREEE lPEJf'E)\ ] P BE N Humanities | Leadership  Mathematics | Sciences | nomines Officer ®E /& |Professional(s) || 4%

Hi A STERF SHEAE B e AL HRE JEREEA AL
=3 1
ABERDEEN
1 N0003148 % ;;;; G8 TECHNICAL David Chan « [ve « 0 () 0(0) Duplicate

e e SCHOOL

Figure 19 — Available columns for sorting function
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2.3.8 Reassign Nominating Officer

Coordinator can always reassign the Nominating Officer of a nomination before final submission.
Click “Reassign” under the name of the Nominating Officer and choose the new Nominating
Officer from the list. The nomination form has to be filled again after reassigning.

e Nomination Summary

¢
- RREFEE
Nominated Domain(s)f4245 §0EF Forms filled?2 % EHERERE
Student Change Login | 2ubmit
Nemination Study Name of  Nominating Parent - Statement HETHR  Delete
D rmwss Level  School Officer SRR\ natng (51 Professional o | b | mep | REAE GEOMIS o mERR
pegm  ERES ol e R4, Humanties Leadership | Mathematics Sciences nomines 0= 10 %) ’ g2 | FUED | EEES WEEL B s
ES AFER | EEAR s e pRes o0 F & Ee o
W OBAL REE g Al
EAL
YUEN LONG Change
v Statement
ABC PUBLIC Alex Yiu Name View [ —| Delete
1 NOODST44 - == 52 gpronpARY | Reassign ¥ ¥ Edit 00y 0(0)  Open B % 1838 B
SCHOOL ] ) L]
b Assign Nominating Officer
-
Name* .
Chan Siu Man
i B/
Nominating Officer T e [
B

Figure 20 - Reassign Nominating Officer

2.3.9 Change name of student nominee

The name of Student nominee can be changed if it was incorrectly entered. A notification e-mail
will be sent to the related parties. Please note that only the Nominating Officer who creates the
nomination is authorized to make the change.

2.3.10 Delete nomination

If nomination is needed to be deleted for any reasons, Coordinators can click “delete” to remove
the nomination from the platform. A notification e-mail will be sent to the related parties. Please
be reminded that all submitted information will not be retrieved once the nomination is deleted.

Remarks:
» The related parties include:

- Coordinator

- Nominating Officer
- Student Nominee

- Parent (if any)

- Professional (if any)
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Online Nomination Platform

User Manual — Nominating Officer

Please note that the illustration shown may be slightly different from the Online Nomination Platform since
it will be updated on a need basis.

If you would like to refer to the Chinese version, please download it from the HKAGE’s website or the
Online Nomination Platform.

All information contained within this document is strictly confidential and for use by The Hong Kong
Academy for Gifted Education only.
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Introduction

1.1 The User Manual

1.1.1 Purpose
This User Manual is going to describe the instructions of using the Online Nomination Platform

as Nominating Officer.

1.1.2 Convention
Functions of the applications are triggered by buttons or links. There are different types of
buttons and links representing different kinds of function.

5. Forward Actions
For actions which bring users to the next page/screen, the buttons or links will be

displayed in GREEN.

’ notify (deadline
Update %7 T A :
e.g. Wmmmmmm—— or Eo= EILHA)

6. Backward or Normal Actions
For actions which bring users back to the previous page/screen or stay in the same
page/screen, the buttons or links will be displayed in BLUE.

Phases i [olif & 1) o]

7. Cancel Actions
For actions which delete data, the buttons or links will be displayed in RED.

delete

eg [

8. Others
There are other buttons used to differentiate different stages of an action.

1.2 Platform Requirements

The Online Nomination Platform runs on all operating platforms with common web browsers. To
get the best user experience, running the Platform on standard browsers (e.g. Internet Explorer,
Firefox, Safari, Google Chrome) with resolution at 1280 x 1024 is recommended.

Strictly confidential Page 17 of 46
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2. Using the Online Nomination Platform

Nominating Officers will be allowed to access the Platform when the associated Nomination
Phase is active.

2.1 Login

The Online Nomination Platform is only accessible to authenticated users. All users have to
login at http://nomination.hkage.org.hk. Users have to input the correct username and password
pair in order to access the functions of the Platform. After successful log in, the user will be
redirected to the User Profile page with the main menu.

Log in details should be obtained from the School Coordinator.

Welcome i, Guest 5%!

& # & B # 7 B b
The Hong Kong Academy for Gifted Education

FEREBYERR ALIERES
HKAGE Nomination Platform

v Login

Username
BB

Password
BAEE

ﬁ. gin £ —

HARRBEEELEERFEHER - AHFALEER A B AHBNETIES -
Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.

Copyright 2011 © The Hong Kong Academy for Gifted Education. %% (B8 25 2011 &

Figure 4 — Login Page
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2.2 User Accounts

2.2.1 User Profile
The user can change his/her name, email and password at the User Profile page (See Figure 3).
Click “Update” to save the changes.

Welcome &, nm0000097! Logout FFi

L& OB OB’ OB OB & OB B

The Hong Kong Academy for Gifted Education

User Accounts Nominations

Edit User Profile

User Profile
S wFEH

Title® Mrsg 3

Name (English)* Chan Tai Man

#E (h3) AT

Eg. N taiman@creativeworks.com.h
mail

HNEE (HERATNEE)
Change Password (Blank if no change)

HEE
New Password

RN EE
Retype Password

=

Copyright 2011 ® The Hong Kong Academy for Gifted Education. #8722 2011 EHHE

Figure 2 - User Profile
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2.3 Nominations

2.3.1 Selecting Nominations Phase
Please click the “Nominations” tab to display the available nomination phases. To apply any
actions to the nominations, a Nomination Phase should be selected.

User Accounts Nominations.

MNomination Phases

L EERE

School Nomination 2010-11 Test
School Nomination 2010-11

New testing phase kaman

Figure 3 - Select a Nomination Phase

After selecting a Nomination Phase, all associated nominations will be shown in the summary
view below.

-~ e

# O # B B " OB kK

.
| The Hong Kong Academy for Gifted Education

T - = , A

User Accounts Nominations
s

Nomination Summary Print Nomination Form

Create Nomination THE#

. Nomination Summary
[
@Y REBEREE
Nominated Domain(s)5li {2 & §E8 Forms filled? 2 HE B AN
- Student Change Login
Nomination . Stud Name of
" Nomine E\Ii - Student | Parentis) SWWs | print  Name | Statement  Accounts ?FJE;;S
D oy School . . . - - 3
I8 Ligek pLiiEt ) Poey By Humanities | Leadership  Mathematics | Sciences | nominee Nomlfr‘:a;:ng /e | Professionalis) | 42 | FUED ERSE REANE | ESEA %t
x AXBF | @t ") Wy mmws | GUT ) REE | g #e ##l
iy BEA 5!
Chan Siu ABERDEEN Change
1 ND000D259 Man S1 Eik 0 (1) 0 (1) Open Name g e
1 I;::ES‘CTHLCI)III Edit - Statement View Delefe
Bz COLLEGE Edd

Figure 4 - Nominations Summary
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The b 4 indicates which domains the students have been nominated for and which
nomination forms have been submitted. If the nomination form has not been submitted yet,

S

—

will be displayed. The Nominating Officer can click this button to fill in the nomination form
of the student. The definition of the nomination status can be found under the next page.

Footnote gEfE
1) No. of Completed Forms BHERIEAFIE B (No. of Compulsory Forms SRIRERISESH)

2) Status A&7

Status A% Description 3%
Open A nomination has been added and compulsary forms have not been filled
Sk 12 BT EFREYE  (DFIEE R R

Forms filled  All compulsory nomination forms are filled

BN CEEEREESEE

Duplicate The student is already a member of the HKAGE. Information about the domain(s) of the student has already existed in the database.

HEERS HREEAFERES - HBHRNEN TN ERMET

Endorsed (if applicable) School principal endorsed the nomination

B E REIERES (INER)

Submitted Coordinator submitted the nomination and all forms will be locked as read-aonly.

[ A B BRI - R SRE R EE - TS E

Admitted Admitted by the HKAGE
ERHET B LhRiRET

Rejected Rejected by the HKAGE
FREEHT FEAFLIRIRET

3) Only nominations with completed forms can be submitted.

AR R A T A -

Figure 5 - Explanation of Nomination Status
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2.3.2 Create Nominations

To create a nomination, click “Create Nomination”. Some information about the student

nominee is required (See Figure 7).

Fill in and then submit all information by clicking “Create nomination”. If the nomination is
created successfully, the Nominating Officer will be directed to fill out the nomination form. The

Nomination ID will then be generated and displayed at the top of the form.

S Create Nomination

N HERE

Name of Student Nominee
(as appearing on the HKID
Card)*

R A
(FREVEERREIEER) ¢

TRERELE

Name of School®

#BBIl Study Level
(F[E1Eor equivalent)®

B4 {AEEIEHE HKID No.o*
JR4EBEER Domains of
nomination”

[] A% Humanities
[] 884 Leadership
[ #4 Mathematics

[ 4 Sciences

Figure 6 - Create Nomination

L

' Student Information

- SR

Momination |DIEEIRIE)

Domain 1(32-2850—)

Domain 232580

HEREESRITA A123456(7)

, SEEA A1234567. For HKID of A123456(7), please key in A1234567.

NO00D0D259

Humanities( A 3 E3%})

Leadership(fEEF §E)

Figure 7 — Student Information over the nomination form
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After reading the “Personal Data Collection Statement”, Nominating Officer can then preview
the nomination form by clicking “Preview before submission” at the bottom of the page.

A7 {8 AE I EEES Personal Data Collection Statement
ETEE AR TR R g
- TEDETATEER

. EmEE
- ESERETENAESHEREDAR
. SEmE

ET LSRR T FLERSE TN FENRETRERNS ¥ SEAFBITRE SR EIE SRS

EETRNRATEESIARYTAGRE EES IS EaEsaas .

E TR EEER S\ F R LRI (E A 5 S FEAET EEETEEASETE

e =

TANESES 198
TANRERESTL, XEE02E
TERETAEE

EEEEiEEE=)2

The personal data you provids to The Hong Kong Academy for Gifted Education will be used

The persanal data you provide may be disclosed at the discretion of the HKAGE to a third party for one or more of the purposes specified above

You have the right to requ
privacy policy and administrative arrangements of the HKAI

Any such enquiry should be made to:
Administrator (Corporate Services) 2.
The Hang Kang Academy for Gifted Education
£302. East Block
Kewloon Tong Education Services Centre

19 Suffolk Road, Kowloon
Hang Kang

R

Acknowledgment of the Nominating Officer

| fully understand the cantent of this Form and declare that the information and documents submitted are accurate.

Figure 8 - Preview the nomination form

‘ovide the requested information may affect the processing and outcame of your application or your chance of participation in the programmes | activities. Persanal data that is subsequently pravided by you may

= copy of your personal data held by the HKAGE and to request the correction of any inaccuracy in the copy of the personal data that is provided to you in accordance with the Personal Data (Privacy) Ordinance and subject ta the datz
GE.

If the nomination form is filled in correctly, please click “submit/update” after final checking. Or

click “Cancel” to edit the form again.

Ra AR
F7E 2 BAE LLSRIBE0T 10 SRARFHR AT R AR B T
Acknowledgment of the Nominating Officer

| fully understand the content of this Form and declare that the information and documents submitted are accurate.

Figure 9 - Submit nomination form or Cancel submission

Strictly confidential
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After successful submission, an on-screen acknowledgement with a nomination summary is
shown. Please follow the link to print out and signed the Statement. The acknowledgement will
also be sent to the Nominating Officer's email address. Nominating Officers are responsible to
collect the signed statements from the related parties and return to the School Coordinator.

User Accounts

EFER

[
&

Nomination Summary | Print Nomination Froms
REEZHE FERREER

EEERL \ L% - Nomination Form is filled

Dear Alex Yiu (Nominating Officer),
HEMEEE (B2 -

You have submitted the nomination form successfully. Please note that the completion of the nomination process is subject to the submission by the Scheol Coerdinator’s account.

EERIRTRATE (ETY SHREN R RO ERRENAE LR -
Please download and fead the Statement carefully. Kjndly submit the following documents to School Coordinator before 2011-08}28. TS RAHEE - 15 2001-08-28 HUEL TUBTETE BREE ). -

Signed Statement from all nomination related parties RREMAT (B84 BRESEREE 1) EREMHEH
Copies of school reports of the past 2 years fall MBS ERSNFERELS
If applicable, other supporting documents (e.g. a copy of certificates or reports) d[BA + EfteREE (0 BETIBEREIF)

You may login to this nomination platform again to update or print the submitted information before you return the Statement to the Nominating Officer. B EEFEETER T L HIRES SN A T84TE -

Thank you for participating in the online nomination. For enquires, please contact the HKAGE on 3698 3500.
RLEE ETENESE LELES - UEEETE  HHE3698 3500 HOEERE -

Nominated Domain(s 8 5% Forms filed?2ECHRBER
‘ IDBtudent N d Level Name of School : g Offcer AXER 4 E g F& | Student nominee Nominating Officer. ~ Parent(s)  Professional(s) praws
4 @, %9 - !
Reliy | mmict | W FHER B Leadership Mathematics Sciences| EERSE #EA Ea/e;‘ﬁﬁy\ saiy
1 N0003144 _AEC: §2 YUEN LONG PUBLIC SECONDARY SCHOOL Alex Yiy « V NOT SUBMITTED « Open

The Hong Kong Academy for Gifted Education
EHARSEER

East Block, Kowloon Teng Education Services Centre,
19 Suffolk Road, Kowloon Tong, Hong Kong
www.hkage.org.hk

Telephone: (852) 3698 3408
Fax: (852) 2490 4730

Figure 10 —-On screen acknowledgement
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2.3.3 Viewing Nomination Associated User Accounts

Nominating Officers can view the associated user accounts of the nominations by clicking “View”
under the column of Login Accounts on the Nomination Summary page. Nominating Officers

can notify the associated user accounts to fill in the form by entering the corresponding e-mail
address in the text box and clicking “Send e-mails”. The information can also be exported in MS
Excel format by clicking “Export Accounts”.

User Accounts

Nomination Summary
Rz

Export details of all logi

- Nomination Summary
- PREEFEE

i Mominated D«
Momination Student Login Study Name of Nominating
1D Nominee Acc;unts Level School Officer o
mamme | mmasr | [FOEAE| @Rl mwesE g Humanities
#t A TTERE
1 NODO3153 LeuirnunSlu Yiew ss5 Ak - et
- TS ki) SOUTHERM Reassign
. Login Accounts for Chan Siu Man
-
Username Role Initial Password Reset Password Last Email Sent Email
kwun Coordinator RSfgplsl Reset 2011-01-22 taiman@creativeworks.com.h Send Email O
510000259 Student FiS4eXKU Reset Never Sent Send Email =]
pa0000400 Parent 6wTaRrai Reset Never Sent Send Email O
pf0000369 Professional iiTnczuf Reset Never Sent Send Email O
Select All

Export Accounts nd Emails to Selected Accounts

Figure 11 - Viewing user accounts associated with nominations
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2.3.4 Reset Password

Nominating Officers can reset the passwords if the related parties forget them. Choose the

relevant accounts and click “Reset”. Inform the related parties about the usernames and the
new passwords.

L Login Accounts for Chan Siu Man

LY
Username Role Initial Password Reset Password Last Email Sent Email
nm0000097 Nominating Officer oMagQicg Reset 2011-01-24 taiman@creativeworks.com.h Send Email O
st0000259 Student FIS4eXKU Reset Never Sent Send Email =
pad000400 Parent 6wTaRra Reset Never Sent Send Email =
pf0000369 Professional Tnczuf Reset Never Sent Send Email =
Select All

Figure 12 —Reset password

2.3.5 Viewing Nomination Details

Nominating Officers can view the nomination forms of the related parties by clicking the links
below Nomination ID and the name of Student Nominee. Nominating Officers may also view the
parent forms and professional forms (if any) depending on nomination phase policy.

User Accounts

Export details of all

g MNomination Summary

- iEEEmsSE

Nominated De
Login

Nomination Student Study Name of Nominating
D Nominee | ACCOUNTS | 7 aypg School Officer _
peme | meess | FOEAR ) pa swes @), | Humanities L
H et
[ECTRSIS View HK — Johnny yeung
1| hogosiss 5_2%; iR =5 SOUTHERM Reassi an
Figure 13 —Viewing Nomination Details
Strictly confidential
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2.3.6 Sorting

The online nomination platform provides a sorting function in the Nomination Summary page.
Coordinators can quickly and easily sort the nomination records by clicking the column heads
with underline.

-

« REEFERE

Nomination Summary

Neminated Domain(s V12 & Hits Forms filled? 2 BEEEEER
Legin . A
Nominat tion Student Study Name of Nominat tinkg
D Nominee |2SSCUMS || ovel School Officer Swdent | o inating | arents) ) ) _;;‘;I:
B mEEEE | REiREead ﬂﬁ?%k BT P 4B Humanities | Leadership | Mathematics | Sciences | nominee Officer =R /& |Professional(s) o
f=x2) ASTERFRY SEEAHE e Ei=t=] TS 124 A RS A ==
oy v
ABERDEEN
1 Nopg314g STUDENTI - View GE  TECHNICAL David Chan «~F «F «~F 0 (0} 0 (0) Duplicate

241 i)

SCHOOL

Figure 14 — Available columns for sorting function

2.3.7 Change name of student nominee
The name of Student nominee can be changed if it was incorrectly entered. A notification e-mail
will also be sent to the related parties.

2.3.8 Delete nomination

If nomination is needed to be deleted for any reasons, Nominating Officers can click “delete” to
remove the nomination from the platform. A notification e-mail will also be sent to the related
parties. Please be reminded that all submitted information will not be retrieved once the
nomination is deleted.

Remarks:
» Therelated parties include:

- Coordinator

- Nominating Officer
- Student Nominee

- Parent (if any)

- Professional (if any)
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Online Nomination Platform

User Manual — Student Nominee

Please note that the illustration shown may be slightly different from the Online Nomination Platform since
it will be updated on a need basis.

If you would like to refer to the Chinese version, please download it from the HKAGE’s website or the
Online Nomination Platform.

All information contained within this document is strictly confidential and for use by The Hong Kong
Academy for Gifted Education only.
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Introduction

1.1 The User Manual

1.1.1 Purpose
This User Manual is going to describe the steps of using the Online Nomination Platform as
Student Nominee.

1.1.2 Convention
Functions of the applications are triggered by buttons or links. There are different types of
buttons and links representing different kinds of functions.

9. Forward Actions
For actions which bring users to the next page/screen, the buttons or links will be
displayed in GREEN.

notify (deadling)
Upaate ST EEEE (&1 7R
SHORR
10.Backward or Normal Actions
For actions which bring users back to the previous page/screen or stay in the same
page/screen, the buttons or links will be displayed in BLUE.

Back to Nomination Phases i& [n]45 2 [ EF 51 %

e.g.

11.Cancel Actions
For actions which delete data, the buttons or links will be displayed in RED.

delete

eg HE

12.0thers
There are other buttons used to differentiate different stages of an action.

1.2 Platform Requirements

The Online Nomination Platform runs on all operating platforms with common web browsers. To
get the best user experience, running the Platform on standard browsers (e.g. Internet Explorer,
Firefox, Safari, Google Chrome) with resolution at 1280 x 1024 is recommended.

The upload of files and photos in the nomination form is managed by Adobe Flash Player plug-
in. Please install the plug-in in order to complete the nomination process. The plug-in can be
downloaded from http://get.adobe.com/flashplayer.
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2. Using the Online Nomination Platform

Students will be allowed to access the Platform when the associated Nomination Phase is
active.

2.1 Login

The Online Nomination Platform is only accessible to authenticated users. All users have to
login at http://nomination.hkage.org.hk. Users have to input the correct username and password
pair in order to access the functions of the Platform. After successful Log in, the user will be
redirected to the User Profile page with the main menu.

The log in details should be obtained from Nominating Officer/School Coordinator.

Welcome #10, Guest Z7%!

O " B & " B B

The Hong Kong Academy for Gifted Education

EREBHELRR ALiRRES
HKAGE Nomination Platform

v Login

Username
B

Password
BAER

AERBEALEREFIEFZE - ARRPEERAZBHIERBITRE -
Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.

Copyright 2011 © The Hong Kong Academy for Gifted Education. #:38# (B35 25 2011 Ml E

Figure 5 - Login Page
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2.2 User Accounts

2.2.1 User Profile
The user can change his/her name, email and password at the User Profile page as shown in
Figure 3. Click “Update” to save the changes.

LR OB OB OB OB O"W OB kK
! The Hong Kong Academy for Gifted Education

User Accounts Nominations

Edit User Profile
4 gt

User Profile
S mEEn

Name (Englishy* Chan Siu Man
BE ) B

BEH

Email*

EREE (HEHTHEE)
Change Password (Blank if no change)

HEE
New Password

BRMAEE
Retype Password

<=

Copyright 2011 ® The Hong Kong Academy for Gifted Education. #:8 i i83075 %5t 2011 IRMATE

Figure 2 - User Profile
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2.3 Nominations

2.3.1 Fill in Nomination Form

To fill in the nomination from, please click “Nomination” tab. The student nomination form is
divided into 4 parts. Students can switch to any part to fill in different information at anytime but
the nomination form submission will only be available in part 4 when all the mandatory fields in
the first 3 parts are filled in. “Save/Update” function is provided at the bottom of each page,

click it for saving/updating the information.

2 W

S5 S

S~

B1l. J& R #7554 A A # ¥} Information of Student Nominee
R 90 2 e CRI TE SR AASS) Nam

f Student Nominee (as appearing on the HKID Card)
Name (English) Chan Siu

() BN
PR EE ABERDEEN BAPTIST LUI MING CHOI COLLEGE %
4553 Study Level 811

CRFFor equivalent
T 13 IRLE HKID No. B1234566

45 F M (F / /3/4F) Date of
Birth (Day/Month/Year)

i s Place of Birth

=
145 Gender O Malle')  Female

Mi#E Nationality

<>

1E4E Address

Address 1
Address 2
Address 3
Motk 1
sk 2
st 3

[ imERUGE R LE LA
The Correspondence Address s different from the Home Address
WSS Contach t Phone No.

# MU A% Home Phone No.

M Es Ll Email Address

SRR 24 AR Relationship
with Student Nominee

[] 33RW#E A Emergency Contact Person

BABWHETSR Emergency
Contact Number

FEHRHE Email Address

FEFF2ME Education Level

B2 fip & EmEI{E A REE, 7 Have you ever attended any public examinations?
[] E#PEEE Hong Kong Certificate of Education Examina tion
[[] EHERIZEEE Hong Kong Advanced Level Examination
[ FHPEEEH Hong Kong Diploma of Secondary Education

[] Hitt Others

NS A123456(7) « WA A1234567 - For HKID of A123456(7), please key in A1234567.

Figure 3 - Student nomination form

Strictly confidential
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2.3.2 Submitting Nomination Form

After completing the first 3 parts, Students shall read the “Personal Data Collection Statement
in part 4 carefully. They can then preview the nomination form by clicking “Preview before
submission” at the bottom of the page.

B A E U Personal Data Collection Statement

ETEEREEEREE T MENE RS

* HTDEETTHER
* EaEl

RASIELETH LESTRTHONS SRR TESI0E - RTERAR SEASETTEE s ERE SR -

TR E R TARN R R R L TN -

ETEHREEER DRSS ATEES | EUSSRRNEE) SERR v e nanainna e sy TS BT NSRS mET s s TERLE -

SRR
FEEeEE e B
TARSEEEES L R 802 5
TEREENEE
RS

The parsonal data you provids to The Hang Kong Acadsmy for Gifted Education will bs used:

® for considering and processing your sppicatan;
* for the official record;

* whers applicabls, for the purposs of organising programmes and activities; and
® for rassarch and stetistical purpasas.

The provisicn of personal data is cbiigatory. Failure to provide the requasted information may zffect the processing and outcome of your application or your chancs of parbicipation in the programmes | a0
The personal data you provide may be disclosed 2t the discration of the HKAGE to 2 third party for one or mors of the purposes specifisd 2bove,

You have the right to request 2 copy of your parsonal data hald by the HKAGE and to requast the comection of any inaccuracy in the copy of the perscnal data that is provided to you in zccordance with 1
Any such enquiry should ba made to:

Administrator (Corporats Ssnvices) 2,
Tha Hang Kang Aczdemy for Gifted Education
E302, East Block
Kowioon Tong Education Sarvices Cantrs

18 Suffelk Rezd, Kowloan
Hang Kang

RS
BELECESHINE  SERRARNASREETNIESE - &Y - BRSCAGEIRSEAEEES - SRTEEREE -
Acknowledgment of the Student Nominee

fully understand the contant of this Form and declars that the information and documaents submitted are accurste. Moreover,
agres to abide by the rgulations set by the training crganisations during my participation in the training and associated activitis.

Figure 4 — Previewing Nomination Form

If the nomination form is filled in correctly, Students can click “submit/update” after final
checking. Or click “Cancel” to edit the form again.

B11. {RIRTEET ZM{FHEEZ3E51E? Are you currently involved in any Individualised Education Programme/Plan ?

v T No

B12. {REGLITWmEtE TR ¢ i551ELI TEE - Please indicate whether you have physical or mental health disabilities.

v & No

Figure 5 - Submitting Nomination Form

After successful submission, an on-screen acknowledgement will be shown. Please follow the
link to print out the Statement. The Statement should be signed and returned to the Nominating
Officer. An acknowledgement e-mail will also be sent to the Student Nominee’s email address.
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Dear Leung Siu Fun(Student Nominee),
BEOENG (BRLBE) -

You have submitted the nomination form successfully. Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.
TEnETELSY - HEOE - SEFSFS LEISEE TS  FEEOEREE SEEiEgETEs .

Please own\oad and read the 5tudent Nominee & Parent/Legal Guardian's Statement carefully. Kindly submit the following documents to Nominating Officer (e.g. Teacher) before 2011-08-27.
i [SiE 235 0 T 2011-08-27 SILITSUEETURE L (310 |88

Signed statement

EREnRH

Copies of school reports of the past 2 years
RS F SRR
If applicable, other supporting documents (e.g. a copy of certificates or reports)

WEEH  RREEY (U BETRE0EF)

You may login to this nomination platform again to update or print the submitted information before you return the Statement to the Nominating Officer.
OREIEFIEATE ) NI EBESENE  FRET

ROES ETEMERE AT - WAEEE - HHEI008 3500 RASHE

R ] o Naminated Domain(s/ #4242 58 Forms filled?2EHEHREHE
INomination ID|Etudent Nominee|Study Level Name of School INominating Offici —— = — = Status
REEE BEELE 79| L BEA AXEH | BB S FI2  |Student nominee|Nominating Office Parent(s) |Professionall(s) e
Humanities{Leadershig|Mathematics|Sciences ERESE BEM EoakmeEl EEAT
b
1 NO003153 Leung Siu Fun 5 ABERDEEN TECHNICAL SCHOOL  Johnny yeung h A Y NOT SUBMITTED Y Open

The Hong Kong Academy for Gifted Education
EATEHAER

Figure 6 — On-screen Acknowledgement

2.3.3 Forget Password
Please contact Nominating Officer to reset Student Nominee’s login password.
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Online Nomination Platform

User Manual — Parent

Please note that the illustration shown may be slightly different from the Online Nomination Platform since
it will be updated on a need basis.

If you would like to refer to the Chinese version, please download it from the HKAGE’s website or the
Online Nomination Platform.

All information contained within this document is strictly confidential and for use by The Hong Kong
Academy for Gifted Education only.
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1.Introduction

1.1 The User Manual

1.1.1 Purpose
This User Manual is going to describe the instructions of using the Online Nomination Platform
as Parent.

1.1.2 Convention
Functions of the applications are triggered by buttons or links. There are different types of
buttons and links representing different kinds of functions.

13.Forward Actions
For actions which bring users to the next page/screen, the buttons or links will be

displayed in GREEN.

’ notify (deadline
Update %7 T A :
e.g. Wmmmmmm—— or Eo= EILHA)

14.Backward or Normal Actions
For actions which bring users back to the previous page/screen or stay in the same
page/screen, the buttons or links will be displayed in BLUE.

Phases i [olif & 1) o]

15.Cancel Actions
For actions which delete data, the buttons or links will be displayed in RED.

delete

e.g. L
16.Others
There are other buttons used to differentiate different stages of an action.

1.2 System Requirements

The Online Nomination Platform runs on all operating systems with common web browsers. To
get the best user experience, running the system on standard browsers (e.g. Internet Explorer,
Firefox, Safari, Google Chrome) with resolution at 1280 x 1024 is recommended.
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2. Using the Online Nomination Platform

Parents will be allowed to access the system when the associated Nomination Phase is active.

2.1 Login

The Online Nomination Platform is only accessible to authenticated users. All users have to
login at http://nomination.hkage.org.hk. Users have to input the correct username and password
pair in order to access the functions of the system. After successful log in, the user will be
redirected to the User Profile page with the main menu.

The log in details should be obtained from Nominating Officer/School Coordinator.

Welcome fitid, Guest %!

& # B B B H 2 B

The Hong Kong Academy for Gifted Education

EBEBEYFER BLIRETE
HKAGE Nomination Platform

b Login

Username
BARH

Password
BAEE

Looin 82

ABREERCRAEFIEFEMA - ARRAEHERABAMIERBTRE
Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.

Copyright 2011 © The Hong Kong Academy for Gifted Education. 588 @8 2R 2011 RWFAE

Figure 6 — Login Page
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2.2 User Accounts

2.2.1 User Profile

The user can change his/her name, email and password at the User Profile page (See Figure 3).
Click “Update” to save the changes.

NN EREN

The Hong Kong Academy for Gifted Education

User Accounts Nominations

Edit User Profile

User Profile
> EFEH

Title” Mrs kA 5

Eas v

Name (English)* Chan

HE )

BE

- mrschan@creativeworks.com.
Email

EREE (HEHTHEE)
Change Password (Blank if no change)

B
New Password

BREABRE
Retype Password

-

Copyright 2011 © The Hong Kong Academy for Gifted Education. S35 37 # 2011 ARG

Figure 2 - User Profile
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2.3 Nominations

2.3.1 Fill in Nomination Form

Parents can choose to provide information for the nomination, though it is not mandatory. There
is Student information shown above the nomination form. Fill in all required information and then
preview the nomination by clicking “Preview before Submission”.

%o  Student Information

L =3t
—»

Nomination ID( & 45E) NO000259

Domain L(H2 &§68—) Humanities(ACBHE)

i e 4 2. ) Leadership(413§ 455

‘e Nomination Form

e RAFR

Cl. #i2H24 58 Information of Student Nominee
TR BE & B (ARE R S{7E184) Name of Student Nominee (as appearing on the HKID Card)

Name (English) Chan Siu Man
HE P BT
HASRE ER [ ABERDEEN BAPTIST LUI MING CHOI COLLEGE % |

Name of School

5] Study Level Slehan
(EEE%or equivalent)

C2. /&% E#EAEHR Information of the Parents / Legal Guardian
T Title ( +4

Name (English)
HE X))

uE
Email

JUmiR RS BR
Relationship with Student
Nominee

B
Contact Phone No.*

RE®E
Home Phone No.

C3

HRIREE R MR £ S S TR T ITH  REENTRE > RETIH N A A=)t Ed) o SRR SRR R R -
Please provide the information obtained through your routine observation and understanding of the Student Nominee,
e.g. the Student Nominee's gifted qualities or behaviour, his exceptional perfermance or potential in the nominated demain, his hidden potential in his studies.

HERNES REE
Exceptional performance or
potential

C4 FEBESIETHERENEHRRE?

Have you ever participated in any gifted education activities or programmes?

O wsm @zamEFEcESt O REeE No
TH) - ERTEmEsEE
Yes, please list at most 10
items in chronological order
and provide a copy of the
related documents.

RR/BEHEEARR
AESWEMFBONE. L BURE RN B DX R

Acknowledgment of Parents / Legal Guardian

I fully understand the content of this Form and declare that the information and documents submitted are accurate.

Figure 3 - Parent nomination form
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2.3.2 Submitting Nomination Form
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The Hong Kong Academy for Gifted Education

£

e

If the information is filled in correctly, then Parent can confirm and submit the nomination form
by clicking “submit/update” after final checking. Or click “Cancel” to edit the form again.

C4 frg S B SR A EERE 7

Have you ever participated in any gifted education activities or programmes?

FBRE No.

Fh /AR

HmeiAnitE R EEEAER I BB OB -

Acknowledgment of Parents / Legal Guardian

| fully understand the content of this Form and declare that the information and documents submitted are accurate.

Figure 4 — Submitting Nomination Form

After successful submission, an on-screen acknowledgement will be shown. Please read the
messages shown in the acknowledgement carefully. An acknowledgement e-mail will also be
sent to the Parents/Legal Guardian’s email address.

BHEEFE /&5 | 24 F4E - Parents / Legal Guardian Form is filled.

Dear Poon Lai Sze (Parent/Legal guardian),

RENERS (FR/AEEEL) ¢

You have submitted the nomination form successfully. Please note that the completion of the nomination process is subject to the submission by the School Coordinator’s account.

EOMERERE - BIEE  ARRRE LELEFENR L - FRASGHNE ERHRRERE -

Kindly ensure that student has submitted the following documents to Nominating Officer (e.g. Teacher) before 2011-08-27.

FARPEIASER 2011-08-27 AHELLT bitaiz e, (0. 85 -

Signed Student Nominee & Parent/Legal Cuardian's Statement
ERITERLPIERE SR BH

Copies of school reports of the past 2 years
RifREREAB R EEE

If applicable, other supparting documents (e.g. a copy of certificates or reports)

R EMEEETE (00 EaR TR

You may login to this nomination platform again to update or print the submitted information before you return the Statement to the Nominating Officer.

WREYIFIIC IS AR E LR AR TR A T -

Thank you for participating in the online nomination. For enquires, please contact the HKAGE on 3698 3500.

RLERE MT2MIRE LIREEL - WHTHERN - AE098 3500 HAERE -

o . _ ) Nominated Domain(s HR-GEE Forms filled?BTERERE
Momination I0\Student Nominee|Study Level Name of School MNominating Officer, " — = - — - - Status
B BEERE R ] BN MorEs | RELE s R [Student nominee/Nominating Officer|  Parent(s)  |Professional(s) e
" ! Humanities|Leadership|Mathematics|Sciences|  HEiR-E&% e E/SHEEN BEAT
§
1 NO0O3153 i 55 ABERDEEM TECHNICAL SCHOOL  Johnny yeung Y Y NOT SUBMITTED b 4 Open

Leung Siu Fun

Figure 5 —On-screen acknowledgement

2.3.3 Forget Password

Please contact Nominating Officer to reset Parents/Legal Guardian’s login password.

Strictly confidential
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Online Nomination Platform

User Manual — Professional

Please note that the illustration shown may be slightly different from the Online Nomination Platform since
it will be updated on a need basis.

If you would like to refer to the Chinese version, please download it from the HKAGE’s website or the
Online Nomination Platform.

All information contained within this document is strictly confidential and for use by The Hong Kong
Academy for Gifted Education only.

Strictly confidential Page 41 of 46



H W # # A Fv 2 B
The Hong Kong Academy for Gifted Education

1.Introduction

1.1 The User Manual

1.1.1 Purpose
This User Manual is going to describe the instructions of using the Online Nomination Platform
as Professional.

1.1.2 Convention
Functions of the applications are triggered by buttons or links. There are different types of
buttons and links representing different kinds of functions.

2. Forward Actions
For actions which bring users to the next page/screen, the buttons or links will be
displayed in GREEN.

notify (deadline
Upaate U7 ELEE & A8
e.g. T or

3. Backward or Normal Actions
For actions which bring users back to the previous page/screen or stay in the same
page/screen, the buttons or links will be displayed in BLUE.

Phases 1 [m]H 77 PR 1) 3

4. Cancel Actions
For actions which delete data, the buttons or links will be displayed in RED.

delete

e.g. LE

5. Others
There are other buttons used to differentiate different stages of an action.

1.2 Platform Requirements

The Online Nomination Platform runs on all operating platforms with common web browsers. To
get the best user experience, running the Platform on standard browsers (e.g. Internet Explorer,
Firefox, Safari, Google Chrome) with resolution at 1280 x 1024 is recommended.
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2. Using the Online Nomination Platform

Professionals will be allowed to access the Platform when the associated Nomination Phase is
active.

2.1 Login

The Online Nomination Platform is only accessible to authenticated users. All users have to
login at http://nomination.hkage.org.hk. Users have to input the correct username and password
pair in order to access the functions of the Platform. After successful Log in, the user will be
redirected to the User Profile page with the main menu shown.

The log in details should be obtained from Nominating Officer/School Coordinator.

Welcome fitid, Guest %!

H OB A B @B " OB B

The Hong Kong Academy for Gifted Education

SEEEYEER BLRETS
HKAGE Nomination Platform

Login
BA

Username
BARH

Password
BAES

Lo gin —

ABRBERLEREFIEFREA - ARRPEARAZBHIENBIEE -
Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.

Copyright 2011 © The Hong Kong Academy for Gifted Education. #:8 ¥ B3 85 2011 RS

Figure 7 - Login Page
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2.2 User Accounts

2.2.1 User Profile

The user can change his/her name, email and password at the User Profile page (See Figure 3).
Click “Update” to save the changes.

NN EREN

The Hong Kong Academy for Gifted Education

User Accounts Nominations

Edit User Profile

User Profile
> EFEH

Title” Miss /ME

Name (English)* Chan

#E (D) haha

=8 . misschanchan@creativeworks
Email

EREE (HEHTHEE)
Change Password (Blank if no change)

B
New Password

BREABRE
Retype Password

-

Copyright 2011 © The Hong Kong Academy for Gifted Education. S35 37 # 2011 ARG

Figure 2 - User Profile
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2.3 Nominations

2.3.1 Fill in Nomination Form
Professional can choose to provide information for the nomination, though it is not mandatory.
There is Student information shown above the nomination form. Fill in all required information

and then preview the nomination by clicking “Preview before Submission”.

[¥

4  Student Information
-, B
Nomination ID(R & 53E) NOD0O259
Domain 1(}&#§EE—) Humanities( A 32 B )

Domain 2(}2&F08 )

[N

—

~

Leadership (4735 A &)

Nomination Farm

RaFH

D1. #2225 &R Information of Student Nominee
IR 258 & o F (AR E B {7H48%) Name of Student Nominee (as appearing on the HKID Card}

Name (English} Chan Siu Man

BE () BT

BB | ABERDEEN BAPTIST LUI MING CHOI COLLEGE % |
5l Study Level (s17%)

(EEEI%or equivalent)”

D2. B A+ ## Information of the Professional

W Title”

Name (English)
A ()
HifiT Position Held™

448 £ Name of
Organisation:

B
Contact Phone No.

FEEE
Home Phone No.

EEiast Email Address

D3. FARHLIEFEH - Reasons for Nomination.

HWEEH
Reasons for Nomination.

HEALHED
R 2SR NR A R T R E R AR P e
Acknowledgment of the Professional

I fully understand the content of this Form and declare that the information and documents submitted are accurate.

Figure 3 - Professional nomination form
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2.3.2 Submitting Nomination Form

If the information is filled in correctly, then Professional can confirm and submit the nomination

form by clicking “submit/update” after final checking. Or click “Cancel” to edit the form again.

3 AR
R PO PR R RN R R B -
Acknowledgment of the Professional

I fully understand the content of this Form and declare that the information and documents submitted are accurate

Figure 4 - Submitting Nomination Form

After successful submission, an on-screen acknowledgement will be shown. Please follow the

link to print out the Statement. The Statement should be signed and return to the Nominating
Officer. An acknowledgement e-mail will also be sent to the Professional’s email address.

User Accounts

Nomination Form | Print Nomination Form
B AT FlEMBEERE

EEESE | +H4FH - Professional Form is filled.

Dear Peter Li (Professional),

HENERE (B2 ¢

You have submitted the nomination form successfully. Please note that the completion of the nomination process is subject to the submission by the School Coordinator's account.
TEIAT AL - UETE  EEREER TRAEFRREy  BERENAE  SRERRETRAL -

Please|download and read the Statement cafefully. Kindly submit the following documents to Nominating Officer (e.g. Teacher) before 2011-08-27.

STSEHEEEE - T8 2011-08-27 gL PO Emme | (1088 -

Sigrted-statemen

ExgrEn

You may login to this nomination platform again to update or print the submitted information before you return the Statement to the Nominating Officer.
IRELEFEERTER  BRT O ENEEIENE  THELTe

Thank you for participating in the online nomination. For enquires, please contact the HKAGE on 3698 3500.
FLEE HTENENELRLED - ISEEEE - 23153698 3500 HRERRE -

Leung Siu Fun

L ) Lo Nominated Domain(s 3G 558 Forms filed? 2B BB
Nomination |0|Student Nominee|Study Level Name of Schoal MNominating Office BETERIE = = = Status
Ty iz 29 BihE 8 4 AZEH | AR #g FIZ  |Student nominee(Nominating Officer]  Parent(s)  |Professional(s] e
Humanities|Leadership|MathematicsSciences| EiRES4 #EA BgEEnEN BEEAL
L]
1 ooz | S5 ABERDEEN TECHNICALSCHOOL  Johnny yeung v v v v ¥ Foms ilkd

The Hong Kong Academy for Gifted Education
FAGRG SR

Figure 5 — On-screen acknowledgement

2.3.3 Forget Password
Please contact Nominating Officer to reset Professional’s login password.
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