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Checklist for the Assessment Administration Supervisor (Data Submission)
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Please complefte the dalta submission through the TSA Website by 7 December 2010
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& # & Data Preparation
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L. L] Prepare the text file with all P.3 and P.6 student information on MS Excel or by downloading
from SAMS/WEBSAMS
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Confirm the special arrangements in TSA of students in need with concerned teachers
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3. [] Assessment Administration Supervisor (AAS) and Oral Examiners (OE) are already
nominated by the Principal and all concerned forms have been completed
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4. [] Confirm the language to be used in Chinese Oral, Audio-visual, Llstenlng and Mathematics
assessments

L # & #l Data Submission
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http://www.bca.hkeaa.edu.hk

> L] Use TSA administrator account (TSAPxxx)* to login the TSA website at
http://www.bca.hkeaa.edu.hk
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Enter [ School Information Centre] = [ School Administration] page to confirm if the school
information is correct, including school name, address, etc.
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7. [[] Update bank account information and the contact information of all account administrators if
necessary
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IJ—:orgot Password function is not applicable to TSA administrator accoun{ Complete a form to ask for a password to be
re-issued if necessary.
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8. [ Enter [ School Information Centre] = [Batch Upload] - [ Student Batch Upload] page to
upload all P.3 and P.6 student information
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o0 U Enter[ TSA Centre ]-> [ Participating Students’ Information Jpage to select appropriate special
arrangements in TSA for students in need
AN ER T ﬁ*ﬁﬂ“ﬂ->[%” M R R B R
HIB« i RS A TEs S = IF‘IEJ

10. [ Enter [TSA Centre)] > {Select Assessment Medium for TSA] page to select medium of
assessments in Chinese Language and Mathematics
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Enter [ TSA Centre] = [[Nomination Centre ] page to nominate AAS and his/her deputy
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Enter [TSA Centre] - [[Nomination Centre] page to nominate P.3 and P.6 Chinese and
English OEs
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13. [ Enter [ School Information Centre] = [ School Administration] page to verify the uploaded
number of P.3 and P.6 classes are correct
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14, [] \Verify the submitted student information, nominated teacher mformatlon and the selected

medium of assessments are correct
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