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1. System Overview

1.1 Service hours
The service hours of the Online Application System (OAS) for School-based Support Services (SBSS) are as follows:

®  Monday to Friday: 7:00 a.m. to 11:59 p.m.
®  Saturday: 7:00 a.m. to 3:00 p.m.
®  Sunday and Public Holiday: Not in service

1.2 Logon to the OAS for SBSS
Users can access the OAS through EDB Common Log-on System (CLO) https://clo.edb.gov.hk.

Users should access the OAS using Master School Administrator (MSA) account or CLO School Administrator (CSA) account.
To facilitate the application process, users are advised to get ready the following information:

®  the SBSS to be applied
® relevant information, e.g. manpower arrangement, school’s expectations towards the SBSS and support areas
® the information of the overall contact person, e.g. name, post in school and email address

Users should read the Education Bureau Circular Memorandum concerning SBSS that issued every year before starting the
application.

1.3 Support

For technical support on the OAS, please contact SBPS Section at 2152 3604. For enquiries about the CLO, please contact the
CLO Helpdesk at 3464 0592 or by email at clo@edb.gov.hk.

2. Operational Steps
2.1 Logon

2.1.1 LogonviaCLO
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Steps:
1. Input MSA or CSA account username and password

2. Click the “Logon” button, a new screen will appear after authentication


https://clo.edb.gov.hk/
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2.1.2 Logon to Main Menu

L] 2 2l
F macaton Sursau Common Log-On System (CLO) ek ﬂ E
-— 3
Home  Survey & eForm  School-based System

SEMIS (for Govt., Aided and DSS Primary Schools) SEMIS (for Govt., Aided, Caput and DSS Secondary Schools)

Online Application System for School-based Support Services (SBSS)

Steps:
3. Click “School-based System” tab

4, Click “Online Application System for School-based Support Services (SBSS)”, the main menu of OAS?* will
appear (see the screen capture below)

Language: Eng st Online Application Systm(gjurzgfzhﬁnl-hasad Support Services

Application  Enquiry / Downloae)

Remarks :
| Log out of the OAS
1l Switch display language between English and Chinese

11 Main menu items, including “Application” and “Enquiry/Download”. The item “Application” is only available
during the SBSS application period

L if the MSA or CSA account represents multiple schools, user should select the SCRN of the school that would apply for SBSS.
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2.2 Application for SBSS

2.2.1 Maintain/Submit SBSS Application

Language: Eng 15 ( ) . Log Out

Enquir

Steps:
1. Mouse over the tab “Application” on the main menu
2. Click “Maintain / Submit Application”, the window “Maintain / Submit Application — Points to Note” will
appear (see the screen capture below)
3. Read the notes carefully
4. Click “Acknowledge” to begin the application process

Online Application System for School-based Support Services
{20XX7XX)

Language: Eng Log Out

Maintain / Submit SBSS Application
Points 1o Mote

sern: [ -;;icxion Status: Editing

1 Schools are required 1o use Google Chiomes MiCrosoft Edge as browser 10 Complete the appiscation tom

2 Schools are required 1o complete all asterizked (*) ifems in the application form

3. In order lo shep up the supporn for schools admilting NCS sludents, Toster p and betwieen METS and local leachers, enbance values education and
promote A positive mental healih cufiure in schools, schools may Apply for RUppert sarvices on Chinese Language and Mathematics for schools admitting NCS students, the “Malnland-

Hong Kong Teachens Exchange and Collaborabion Frogramme®, “The Flanning and Implementation of Schood-based Values Education”, and/or the “Mindshift - Promaoting Fositive Mental I I I
Hellh in Schools®

3 ) 4. The deadling of application k5 30 April, 2021, Late appiications will not be processed.
5. Schools should click the *Submit’ button to ensure their are. HNo can be after the deadiing.
6. The Temporary Save’ bulton is for lentative storage of applicat Clicking this porary Save’ bution does not confiom respective applications.
¥, SChoots Coukl review el appecations, upon 0y CHCKAng T Application Fomm butlon on e st page. Piese reler (0 e "User Manual (or oclans 4
& Schools could modify helr applications by first withdrawing the applications on the first page. then revise and re-submit the applications before the deadiine. Piease refer to the “Ussr
Manual” for details,
B 89 The appacation results will bé announced on his wehsite from 11 June 1o 25 June, 2021 Lettars of applicaton results will atso be sent tn sChoots ‘,’g /
e e
S| — )
& vi Vv
Remarks:
| Click “User Manual” to read the user manual
1 Click “Video demonstration” to watch the video demonstration of the operation of OAS
1 Click “EDBCM” to read the Education Bureau Circular Memorandum.
v Click “Withdraw” to cancel the submitted application. A submitted application can be withdrawn within the
application period. A new application can be re-submitted after withdrawal
\Y Click “ Acknowledge” to proceed with the application
VI Click “Cancel” and you will be re-directed back to main menu WITHOUT saving any changes

VII Click “Back to Home” and you will be re-directed back to main menu WITHOUT saving any changes
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2.2.2 Maintain/Submit SBSS Application — Application Choices

Online Application System for School-based Support Services
{20000X%X)

Language: Eng & Log Cut

Appication wil be time out after 0F 2504

5 ation
xiian
scrn . i-ation Status: Withdsawn
Application Choices
E34aply for Preference 1
Esapty for Preference 2
ERtuply for Leaming Community for Curricilum Leaders (Recommended Service) 6 7
E@Apiy for REcommenden Serices /
=
Steps:

5. After clicking “Acknowledge”, the “Maintain/Submit SBSS Application” page will appear
6. Select the application choices?

7. Click “Temporary Save”, the next page of application form will appear

Online Application System for School-based Support Services
)

Log Qut

Language: Eng 12

Appacabion wil be tme out aner 01.29.09

SCRN: I Frication Status: Winarawn

Maintain / Submit SBSS Application

Gittver infommatian

Application Choices

[E3npiy for Preterence 1
EAnply for Preterence 2
E3topdy for Leaming Communiy for Curiculum Leaders (Recommended Service)

[Gopiy for Recommended Senvices

Remark:

| Click “Points to Note” to read “Points to Note” again. A pop-up message will be shown to alert user
to save the input data

1 Click “ Application Choices” to refresh the current screen. A pop-up message will be shown to alert
user to save the input data.

1] The time left before the auto-logout of the system. The system will logout automatically after being
idle for 1 hour 30 minutes

v Click “Temporary Save” to proceed with the application

\Y Click “Cancel” and you will be re-directed back to main menu WITHOUT saving any changes

2“Apply for Learning Community for Curriculum Leaders” is only applicable to primary schools.
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2.2.3 Maintain/Submit SBSS Application — Preference 1

Online. {for Schocl-based S Servic .
Amam.m ; uaport Servicas, 4 -

Maintain / Submit SBSS Application
sen N o s ey st

. Pratarnan 1%

& Bxzrcnaton Kwards Buppont Servce

5. Participating Teacherfs) {Eo-ortinator ard cors raman =

,, ::: S j P .

Steps:
8. Input necessary information for items 1 — 5. Mandatory fields are marked with “*”

9. Click “Temporary Save” , the next page of application form will appear

|l I
— — —

Remarks:

I Click the tabs to navigate across different screens. The number of available tabs depends on the options
selected in Step 6. A pop-up message will be shown to alert user to save the input data

I Click the dropdown menu to filter the SBSS choices by themes
1] Click the down arrow to expand and display the SBSS choices.
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2.2.4 Maintain/Submit SBSS Application — Preference 2

Gnline Appiicatio fot Bchool-basad 5 Servic
Apniic n&ﬂlmr-x ; uzport cos

Leg

Maintain / Submit SBSS Application

. Pratarenas 3

& Basecnanon Mwards Buppoet Bervice ©

Steps:

10. Repeat Step 8 for Preference 2 application if “Preference 2” has been selected in Step 6. Preference 2 cannot be
the same as Preference 1

11. Click “Temporary Save”, the next page of application form will appear
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2.2.5 Maintain/Submit SBSS Application — Learning Community for Curriculum Leaders
(applicable to primary schools only)

Online Application System for School-based Support Services
(20XXX/XX)

Apphcanion will be bme cul afler 012824
Maintain / Submit SBSS Application

Porls oMot Applcaton Chowe: Preforence 1 Proference 2

scrs: [ /opv-avon staus: wengrawn

Recommended Service:

1. P& Learning Community for Curriculum Leaders [ service provided by School-based Curriculum Development (Primary) Section, Education Bureau ] ior 00
Woro

Name of Farmeipant CHAN TAI AR

Past - PEMCD 12
Telne. * 21523219

Ernail *

chantaimangemail com

2. Available session (Choice 1) * Tuwesday Moming i 13
3. Available session (Choice 2) Thussuay Aliemaon & /

Steps:
12. Input necessary information for items 1 — 3. Mandatory fields are marked with “*”

13. Click “Temporary Save”, the next page of application form will appear



OAS for SBSS — User Manual V1.1

2.2.6 Maintain/Submit SBSS Application — Recommended Services

Oniine Appilcation System for School-based Support Services
R0X20XX)

Logout

2
B D% O O O O 0% 0% O O O 0%

. Support Area and Focus |

14 a

4. Expectation tawards Support Serviae

Recommended Service 2 \

15

4. Expectation tawards Support Service

Teacher(z) (€o-crdinstor

16

Steps:

14, Input necessary information for items 1 — 5. Recommended Services cannot be the same as Preference 1 or
Preference 2

15. There are more than one choices available under “Recommended Services”. Schools may apply for the SBSS
according to their needs. For the choices that are not applicable, leave the fields blank

16. Click “Temporary Save”, the next page of application form will appear
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2.2.7 Maintain/Submit SBSS Application — Other Information

Online Application System for Scfxnrl-hassd Support Services

{20%KI

ACpACAoN il be e e £1 7911

Maintain / Submil SBSS Application

wcoo I /coxcance sms veraraen
2K V000 BER £7VEH0C 1S ENIDIEN 1 v 527030 YT [ (=[] 4+ 17
Contact Perscn
2T
-
Z
=
T = o mehed
P s
Roware (rphonad)
B [ | oo ]

17. Select whether the school admits non-Chinese speaking students
18. Input necessary information. Mandatory fields are marked with “*”

19. Click “Submit” to save and submit the application. A receipt of acknowledgement email will be sent to the
contact person input in Step 18

Application will be hime out after 04 2518

Maintain / S

Pretefence 1 Preterence 2 Leaming Commundly for Cumnculian Leaders  Hecommended Services  [EESIESEIESISSS]

Remarks:

| Click “Export” to generate the completed application form in pdf format for download

I Click “Temporary Save” to save the changes temporarily on the OAS. The application HAS
NOT BEEN SUBMITTED YET. User can click the tabs to navigate across different screens to
edit the application information

1] Click “Submit” to save and submit the application. A receipt of acknowledgement email will be
sent to the contact person input in Step 18
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2.3 Enquiry / Download

2.3.1 Enquiry — SBSS Allocation Results (for schools)

— Online Application System for School-based Support Services
Language: Eng i {20004

Log Out

Mouse over the “Enquiry / Download” in the main menu

From the date of release of SBSS allocation results until 31 December of the same year, “Enquiry — SBSS
Allocation Results (for schools)” will be available for schools to view their successful application results (see
the screen capture below)

Online Application System for School-based Su rt Services
Language: Eng 1752 pp y {20XXJXX) BB Log Out

@II

Enquiry - SBSS Allocation Results (for sch
scan: [
Show{ 50 eniries
Search. Q
Showing 1 1o 1 of 1 entries
School-based Suppont Services Service provider Reszult I
Prefesence 1 F8 Enhancing support for teaching Chinese to Non-Chinese speaking studerts Schoolbased Dy L Educabion Bureau Success

For enquiries about the allocated school-based support services (SBSS), please contac the respective sections in the EDB, For details, pléase refer 1o SBES webpage, CM XX02022 and CM 2002022,

For enguiries about the SBSS allocation results, piease contact _{pnone: -}or_ rpnone:- of the School-based Professional Support Section of the Education

Bureau,

Back to Home

Remarks:
| The successful application result(s) will be shown here

1 Click “Print” to generate the successful application results in pdf format for download. Schools are
strongly encouraged to download and save the results for their future reference. No letters of
allocation results will be sent to schools
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2.3.2 Enquiry — SBSS Application History (for schools)

= : Online Application System for School-based Support Services
Language: Eng i {200047XX)

1. Mouse over “Enquiry / Download” in the main menu

2. Click “Enquiry — SBSS Application History (for schools)” to check the application history of SBSS of the
school in the past 6 school years (see the screen capture below)

P — Online Application Systen} ég)ros(;:)lg)?]ol-based Support Services

Enquiry — SBSS Application History (for schools)

Application Year: 202021
School-Dased Support Services

Preference 1 F10 School-based Cumculum Develspment Suppon Senvices for Prmary Scnedls (Mathemancs)
Proference F12 Schahbased Curriculm Development Suppan Senvices for Primary Schoals (Learming Community for Primary Schoal Teachers Supparting NCS Students in Leaming Chiness)
CLC J1 Leaming Community for Cumculum Leaders

Application Year: 201920

School-based Support Services

cuec J1 Leaming Community for Cumenium Laaders

-The End-
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