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Checklist for the Assessment Administration Supervisor (Data Submission)

aEtE 2016 F 3 59 HELLFIZEBEAGE LA T AT B E 1 L&
Please complete the data submission through the BCA Website by 9 March 2016

> B Steps

E R FE ¥ Data Preparation

» SAMS/WEBSAMS T &5 LI MS Excel TE# /N 75 4% B2 4 BB 1Y 7 E A

L L] Prepare the text file with P6 data on MS Excel or by downloading from SAMS/WEBSAMS
B R AT e T 7R SR A P R 1Y T 1 B A 22 R

2 L] Confirm the special arrangements of students in need with concerned teachers
RECRAFETER EERSSEE T ES A - WHESHEE RS

3. [[] Assessment Administration Supervisor (AAS) and Oral Examiners (OE) are already
nominated by the Principal and all concerned forms have been completed
e PR EE SR R as ~ IR EN - RIS RBERF A EANES

4. [[] Confirm the language to be used in Chinese Oral, Audio-visual, Listening and Mathematics

assessments

L # & % Data Submission

L TSA B 24 B H B P (TSAPxxx))* & A K A W ef i =
http://www.bca.hkeaa.edu.hk

> L] Use TSA administrator account (TSAPxxx)* to login the BCA website at
http://www.bca.hkeaa.edu.hk
HEA[EREREHE] > [E2REH] HH - BEZKRVER » GFEER
g Hhuk

6. [ Enter [ School Information Centre ] 2 [ School Administration] page to confirm if the school
information is correct, including school name, address, etc.
WHEFRZE  EHERKRTERFERRMAREEHE ANVE & ER

7. [] Update bank account information and the contact information of all account administrators if
necessary
HEAEREHEHR] > [ LE#EMEXEX] > [ LHZ2LAHMXEE] HiE -
N N AR A R

8. [

Enter [ School Information Centre] = [Batch Upload] = [ Student Batch Upload] page to

upload P6 student information

*

TR A EAN TSAERAZEHERF - WAFE > THEREHFERHD -
“Forgot Password” function is not applicable to TSA administrator account. Complete a form to ask for a password to be
re-issued if necessary.



A BX Steps

A [2BMEREETL)] > [SHEFEEENER] Hl - hAHE
Fy £2 A= B R 1 E Y i Bl Y 4l 42 PE

2. u Enter [ TSA Centre] - [Participating Students’ Information] page to select appropriate
special arrangements in TSA for students in need
EANEBERGETET L) > [EEREEAGTEES) Al B
TR BE SR R S Y EE S

10. L Enter [ TSA Centre] = [Select Assessment Medium for TSA] page to select medium of
assessments in Chinese Language and Mathematics
A [EEBERGETET L) > [FHERAT L) HE > #2450 ETEE

11. [ fE&BhEEAE 1T B EAE
Enter [ TSA Centre] = [Nomination Centre] page to nominate AAS and his/her deputy
A [EEBERGETET L) > [FHERAT L) HE > #2308 =
s R R BB EE SRR EERE ) B A

12. u Enter [ TSA Centre] = [Nomination Centre] page to nominate P.6 Chinese and English
OEs

% & & &} Data Verification

mam pg B

A [EBEAREFET O] > [2HEFESLENVER TH] HE > S
FTie KB £ & ﬂ);”&ffzzéf—*éiz)i’afh%ﬂéﬂ?lf =k} IE

13. L Enter [ TSA Centre ] 2 [ Participating Students’ Information Download ] page to retrieve the
student information and verify the submitted student and SEN information are correct
B 50 P $2 X BV 22 AR B R ~ 12 A4 AN B R B P 2 1Y 51l 55 = 1B i

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

medium of assessments are correct
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