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Territory-wide System Assessment 2014 (Secondary Schools)
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Checklist for the Assessment Administration Supervisor (Data Submission)

BHE 2013 F 12 F 5 AL LB ZB £ M2 15T B E 1 L&
Please complete the data submission through the TSA Website by 5 December 2013

& BE Steps

AR FEH# Data Preparation

1. []

X SAMS/WEBSAMS & B¢ DL MS Excel T FT A T =424 BRIV X F 15

Prepare the text file with all S.3 student information on MS Excel or by downloading from
SAMS/WEBSAMS

2. [

B F AT i T A 7 B AR P AR YR 1 BT A 22 B

Confirm the special arrangements in TSA of students in need with concerned teachers

RECRAGETHREERSEE N EFE - HEHBHE RS
Assessment Administration Supervisor (AAS) and Oral Examiners (OE) are already
nominated by the Principal and all concerned forms have been completed

4. [

EfEE PR EESCR s REEN - RIS RBER G ENNES
Confirm the language to be used in Chinese Oral, Audio-visual, Listening and Mathematics
assessments

& &% Data Submission

DL TSA B AFEH IR P (TSASXxx)* & A 2 B ME AR T HHE H
http://www.bca.hkeaa.edu.hk

5. [ Use TSA administrator account (TSASxxx)* to login the TSA website at
http://www.bca.hkeaa.edu.hk
EATEREREH] > [E2KEH] HA > E2RKNER 82K
g Hhak %
6 [ Enter [ School Information Centre] = [ School Administration]) page to confirm if the school
information is correct, including school name, address, etc.
WMAFRZE > ERHAGFRGEAERRITEFEN AR EE AN
0 ot 4% &R

Update lunch time of April, bank account information and the contact information of all
account administrators if necessary

TR EWBEL A EHAN TSAZRAKEHEIRF - WIAFE > ATHEEBHFERES -

“Forgot Password” function is not applicable to TSA administrator account.

re-issued if necessary.
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Complete a form to ask for a password to be



o B Steps

EAEREREHE] > [ EHESAEXEXR] > [ EHEARXEX] HEH
EEATA T =R B2EEM

8 [ Enter [ School Information Centre] - [Batch Upload] - [ Student Batch Upload] page to
upload all S.3 student information
HEA[2BERAENEF L) > [2BEFER2ENER]) HH > BAFRZE
H 2 A= B35 A R Y RF A1 B A HE

9 L Enter[ TSA Centre ]-> [ Participating Students’ Information Jpage to select appropriate special
arrangements in TSA for students in need
EA[E2BEARGTFET L) > [EE2BM ARGV EES] HE - 2EE
o EE SR R BRI EE S

10. [ Enter [ TSA Centre] = [Select Assessment Medium for TSA] page to select medium of
assessments in Chinese Language and Mathematics
HEA [2BERENEFO) > [FERAF L) HH > A ETHRE

11. [ fEREBhVHEFEAS 7B EAE
Enter [TSA Centre] = [Nomination Centre] page to nominate AAS and his/her deputy
A [EEERENETO) > [FERATL) Bl > AT =RTEH

12. [ RBXHREBEEXFSERE D EZE

Enter[ TSA Centre ]2 [ Nomination Centre] page to nominate S.3 Chinese and English OEs

E& % & ¥l Data Verification

EA[SZREREHR] > [E2REH] Bl - &R LA =R
H IF

13. [ Enter [ School Information Centre] = [ School Administration] page to verify the uploaded
number of S.3 classes are correct
Bp o Frig AC Y B2 AR Bk ~ B2 44 Tl B Ok e A R Y BY 5 5E S IR TR

14, [] \Verify the submitted student information, nominated teacher information and the selected

medium of assessments are correct
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