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Checklist for the Assessment Administration Supervisor (Data Submission)

FATE 2017 FE2 F22 HEtL{piZ iR ARG 7T 15480 T e Fr B B _L &
Please complete the data submission through the BCA Website by 22 February 2017

2 B Steps

E 8 FE# Data Preparation

[l

> SAMS/WEBSAMS T = L MS Excel T8 i Fir /N = & 22 £ B R Y LA
Prepare the text file with all P3 data on MS Excel or by downloading from
SAMS/WEBSAMS

[l

AL BH AT T T S 7 B AR P R YRR 1 BT A 22 B

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

RECRAFGETHREEESRERE D EFE - WHFHERE
Assessment Administration Supervisor (AAS) and Oral Examiners (OE) are already
nominated by the Principal and all concerned forms have been completed

[l

EHEE T EE SR SR ah ~ EEEE - BRI ar i KB BRI ST EEHEE S
Confirm the language to be used in Chinese Oral, Audio-visual, Listening and Mathematics
assessments

L # &% Data Submission

L TSA B2 2% E H 8 IR P (TSAPxxx)* & A A A g 157 5 44 H
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[EREREHR] > [E2REH] HE - MEZKIVER » BFEER
g~ Hhak

6. ] Enter [ School Information Centre] = [ School Administration )] page to confirm if the school
information is correct, including school name, address, etc.
WHFTZE  EMERIRITIESER KA AR P EHE A0S &R

7. [[] Update bank account information and the contact information of all account administrators if
necessary
EATEREMNEHEH] > [ EHRMEXEXE]I > [ EHREAMXEEX] HiF >
RN =R R A E R

8. [

Enter [ School Information Centre] = [Batch Upload] = [ Student Batch Upload] page to
upload P3 student information

*

TR BRI ABAN TSAEZRAREHEIRFE - UAFE > THEHERBHFEFHS -
“Forgot Password” function is not applicable to TSA administrator account. Complete a form to ask for a password to be
re-issued if necessary.
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4 B% Steps

A (BT RGFME T O] > [2EFEEANER] HlH > hEFE
A £2 A= B 388 7 B e Bl B 5 47 PR

o [ Enter[ TSA Centre ][ Participating Students’ Information Jpage to select appropriate special
arrangements in TSA for students in need
A (=BT REHET L) > [BE2BEEARNGES) HiE - BEE
b B 3 SR R S R A 0 3B
0. [] Enter [ TSA Centre] - [Select Assessment Medium for TSA] page to select medium of
assessments in Chinese Language and Mathematics
HEA [2BEARENEF L) > [FEREAF L) HEH > A ETHRE
10, [ 1F BBy ER TR AT
Enter [TSA Centre] = [Nomination Centre] page to nominate AAS and his/her deputy
HEA [2BERENMAEF L) > [FERAFL) HH > AN =Z4RFEH
12. [ ®SBXFIREEHGEIHESGEENIESE
Enter[ TSA Centre ] [ Nomination Centre] page to nominate P.3 Chinese and English OEs
B 7% & ® Data Verification
HEA [ 2BEREFERO) > [SEFGEE2ENERTHE] HH > U
Pt 52 38 IV B2 42 B Rt B b & 52 A R Al 22 1 B R IR e
13. [ Enter [ TSA Centre] = [Participating Students’ Information Download ] page to retrieve the
student information and verify the submitted student and SEN information are correct
Sn g A2 AC iy B2 AR Bk ~ B A4 FE B OB S B 2R 1Y B 5 5E S IR ik
14. [] \Verify the submitted student information, nominated teacher information and the selected

medium of assessments are correct
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