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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 Logon via CLO 

 
Steps: 
 

1.  Input MSA or CSA account username and password 
 

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

1 

2 
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2.1.2 Logon to Main Menu 

 
 
Steps: 
 

3.  Click “School-based System” tab 
 

4.  Click “Online Application System for School-based Support Services (SBSS)”, the main menu of OAS1 will 
appear (see the screen capture below) 
 

 
 

Remarks： 

I Log out of the OAS 

II Switch display language between English and Chinese 

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

 
  

                                                 
1 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  

 
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 
 

 
Remarks: 

I  Click “User Manual” to read the user manual 

II  Click “Video demonstration” to watch the video demonstration of the operation of OAS 

III  Click “EDBCM” to read the Education Bureau Circular Memorandum. 

IV  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 

V  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 

1 
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2.2.2 Maintain/Submit SBSS Application – Application Choices 

 
 
Steps: 
 

5.  After clicking “Acknowledge”, the “Maintain/Submit SBSS Application” page will appear 
 

6.  Select the application choices2 
 

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

 
 

Remark: 

I  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 

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

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

IV  Click “Temporary Save” to proceed with the application 

V  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 

 
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 
 

 
 
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 

II  Click the dropdown menu to filter the SBSS choices by themes 

III  Click the down arrow to expand and display the SBSS choices. 
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2.2.4 Maintain/Submit SBSS Application – Preference 2 

 
 
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) 

 

 
 
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 
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2.2.6 Maintain/Submit SBSS Application – Recommended Services 

 
 
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 

 
 
Steps: 
 

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 

 

 
Remarks: 

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

II  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 

III  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) 

 
 
Steps 
 

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

2.  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) 
 

 
 

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

II  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) 

 
 
Steps: 
 

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) 

 

 
-The End- 
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