
28 October 2020 FACE-TO-FACE

30 October 2020 WEBINAR

TSA 2021: 
Briefing on Submission of  School Data 

and Selection of  Special Arrangements 

(Primary Schools) 



Rundown
時間 項目 講者

14:00 – 14:10 致歡迎詞
林玲芝博士

香港考試及評核局
教育評核服務部主管

14:10 – 14:50

2021年全港性系統評估安排
及

學校資料上載注意事項

謝子慧女士
香港考試及評核局
教育評核服務部經理

14:50 – 15:05 小休

15:05 – 15:30 為學生點選特別安排簡介
謝子慧女士

香港考試及評核局
教育評核服務部經理

15:30 – 16:00 答問時間

以上各講者及

張桂敏博士
香港考試及評核局

教育評核服務部高級經理
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TSA 2021 Improvements

3

WEBINAR briefing and online training sessions will be 
arranged for teachers due to the COVID pandemic and the 
social distancing requirements

One printed copy of  Invigilators’ Handbook for each class 
and one spare copy will be provided to each school (e.g. 4 
copies for school with 3 P.3 classes) for environmental 
friendliness

One souvenir (instead of  three) will be provided to each P.3 
student taking the Written Assessments for environmental 
friendliness

NEW



Part I: 
Briefing on Submission of  School Data 

學校資料上載注意事項
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NOV 19 November 2020
Deadline for online submission of  school, student 

(including special arrangements) and teacher data (for Oral 

Assessments and ordering of  question & answer booklets)

NOV 30 November 2020
(1) Confirm the P3 assessment arrangements by completing 

and returning the reply slip

(2) Deadline for applying for special arrangement other than 

WS0 to WS7 (i.e. Screen Reader, Single-side A3 QP) for 

SEN students in Written Assessments
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3 February 2021
HKEAA will inform schools the date of  Oral & CAV 

Assessment and work schedule of  Oral Examiners

FEB

Submission of School Data
TSA 2021 Important Dates 重要日期



Submission of School Data
TSA 2021 Important Dates 重要日期 (Cont’d)

MAR 22 March 2021
Deadline for updating student data (including special 

arrangements) for Oral & CAV Assessments through 

BCA website

31 March 2021
Deadline for updating student data for barcode label 

printing

23 March – 16 April 2021
Frozen period for updating school and student 

information through BCA website

6

MAR

MAR - APR



Submission of School Data
TSA 2021 Important Dates 重要日期 (Cont’d)

MAY 4 or 5 May 2021
Conduct the P3 Oral & CAV Assessments

7

MAY 11 or 12 May 2021
Conduct the P6 Oral & CAV Assessments

16 / 19 April 2021
FACE-TO-FACE / WEBINAR Briefing sessions on 

the administration of  the Oral and Written 

Assessments

APR

NEW



Submission of School Data
TSA 2021 Important Dates 重要日期 (Cont’d)

10 and 11 June 2021
Conduct the Written Assessments

7 May 2021
Deadline for updating student information (including 

special arrangements) for Written Assessments 

through BCA website

MAY

JUN
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Submission of School Data

9

1
Process and transmit student information via 

WebSAMS

2

3

4

5

6

Check and update school information

Select special arrangements for students

Select medium of assessments

Nomination of Assessment Administration 

Supervisor (AAS) and his/her deputy

Nomination of Chinese and English Oral 

Examiners (OE)
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Submission of School Data
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BCA website: http://www.bca.hkeaa.edu.hk

Login ID: 

TSAPXXX

http://www.bca.hkeaa.edu.hk/


Submission of School Data

BCA website Password

Password will only be required to change 
every 180 days

Combination:

8 to 12 characters with numbers and letters
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Submission of School Data
1. Student Information (WebSAMS)
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Student 
Module

Security 
Module

CDS 
聯遞系統

TSA Function

Relevant Student Data

Access Right

BCA Website

Parameter File

Student Data File



Submission of School Data

A. Procedures

1. Upgrade the System to BUILD version 3.0.0.27082020

2. CDS ➔Incoming Message

• Decrypt the parameter file, “TSA parameter file for primary school”

3. WEBSAMS(HKEAA) ➔ TSA ➔ Data Communication ➔ Process Incoming Data

• Import parameter file, “TSA parameter file for primary school”

4. WEBSAMS(HKEAA) ➔ TSA ➔Maintain Student Data

• Maintain the student data and save

5. WEBSAMS(HKEAA) ➔ TSA ➔ Data Communication ➔ Prepare Outgoing Data

• Prepare the TSA Student Data file and check the report.  If  there is no problem, 

confirm the TSA Student Data file.

6. CDS ➔ Outgoing Message ➔Maintain Message

• Encrypt and send the TSA Student Data file

1. Student Information (For schools with WEBSAMS) 
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Submission of School Data

B. References

1. PowerPoint on submission of  TSA student data for Primary Schools in 

WebSAMS

(http://www.edb.gov.hk→ School Administration and Management > 

Administration > IT Systems for Schools > WebSAMS > Briefing Sessions 

& Workshops)

Or refer to this link: https://www.edb.gov.hk/attachment/tc/sch-

admin/admin/sch-it-systems/websams/TSA%20function_pri.pdf

2. Frequent Asked Questions

(http://cdr.websams.edb.gov.hk→模組資料 > 香港考評局程序 > 全港性系統
評估 >常見問題)

1. Student Information (For schools with WEBSAMS) (cont’d)
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http://www.edb.gov.hk/
http://www.edb.gov.hk/tc/sch-admin/admin/sch-it-systems/websams/seminar.html
https://www.edb.gov.hk/attachment/tc/sch-admin/admin/sch-it-systems/websams/TSA%20function_pri.pdf
http://cdr.websams.edb.gov.hk/
https://cdr.websams.edb.gov.hk/常見問題/#TSA


Submission of School Data

C. Enquiries

1. WebSAMS School Liaison Officers

(http://cdr.websams.edb.gov.hk→聯絡我們→下載網上校管系統(WebSAMS)

學校聯絡主任(SLO)名單(2020.09.17版本)

2. WebSAMS Helpdesk

Telephone number: 3125 8510

Fax number: 3125 8999 

Email: websams_support@hk.ncs-i.com

3. CDS Helpdesk

Telephone number: 3464 0550

Email: cdshelpdesk@edb.gov.hk

1. Student Information (For schools with WEBSAMS) (cont’d)
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http://cdr.websams.edb.gov.hk/
https://cdr.websams.edb.gov.hk/Files/Contact/WebSAMS%20School%20Liaison%20Officer%20list.xls
mailto:websams_support@hk.ncs-i.com
mailto:cdshelpdesk@edb.gov.hk


Submission of School Data
1. Student Information (WebSAMS) (cont’d)
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For schools with WEBSAMS:

Verify if  the student file is transmitted to the BCA website from WebSAMS at the

Student Batch Upload page.

16
16

P999

P999

P999

P999

P999TSAP999

TSAP999

TSAP999

Review the report and confirm 

all P3/P6 student data are 

successfully transmitted from 

WebSAMS



Submission of School Data
1. Student Information (Student Batch Upload)
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For schools without WEBSAMS:

School Information Centre 

(學校資料管理) 



Batch Upload (上載批次檔案)



Student Batch Upload 

(上載學生批次檔案)



Submission of School Data
1. Student Information (Student Batch Upload) (cont’d)
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Step 1:

Prepare an Excel file with the 

following data structure and 

convert the Excel file to unicode

text file (unicode文字檔 .txt)

Step 2:

Upload the text (.txt) file



Submission of School Data
1. Student Information (Student Batch Upload) (cont’d)
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Confirm the number of 

student records is correct



Submission of School Data
1. Student Information (Student Batch Upload) (cont’d)

20

• If students were rejected, their STRN 

might be wrong (e.g. mixed up with 

others) or they were registered in 

another school

• Report the latter case to HKEAA by 

completing the Student Data 

Amendment (SDA) Form. We will 

follow up for you.



Submission of School Data
1. Student Information (Student List Download)

21

Download the student 

information successfully 

transmitted from 

WebSAMS or imported 

via the Student Batch 

Upload function



Submission of School Data
1. Student Information (Student List Download) (cont’d)

22

Schools can make amendment on 

the file with unsuccessful cases and 

upload this file again or  update the 

student information by using the 

Student Batch Upload function



Submission of School Data
1. Student Information (Student Administration)

23

School Information 

Centre 

(學校資料管理) 



Student Administration 

(學生管理)



Submission of School Data
1. Student Information (Student Administration) (cont’d)
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Select appropriate class



Submission of School Data
1. Student Information (Release a drop-out student)
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Select the drop-out student



Submission of School Data
1. Student Information (Release a drop-out student) (cont’d)

26

“Release” the selected 

drop-out student



“Create” to add new student

Submission of School Data
1. Student Information (Add a new student)
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Submission of School Data
1. Student Information (Add a new student) (cont’d)

28

Input the information of new student



Submission of School Data

29

1
Process and transmit student information via 

WebSAMS

2

3

4

5

6

Check and update school information

Select special arrangements for students

Select medium of assessments

Nomination of Assessment Administration 

Supervisor (AAS) and his/her deputy

Nomination of Chinese and English Oral 

Examiners (OE)
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Submission of School Data
2. School Information

30

School Information Centre 

(學校資料管理) 



School Administration (學校管理)



Submission of School Data
2. School Information (cont’d)

31

• Check if the school information 

(e.g. SCRN, school name, address, 

sponsoring body…etc.) is correct

• Please contact the TSA 

Administration Team for any 

updates if necessary



Submission of School Data
2. School Information (cont’d)

32

Update bank account information 

if necessary



Submission of School Data

33

1
Process and transmit student information via 

WebSAMS

2

3

4

5

6

Check and update school information

Select special arrangements for students

Select medium of assessments

Nomination of Assessment Administration 

Supervisor (AAS) and his/her deputy

Nomination of Chinese and English Oral 

Examiners (OE)

33



Submission of School Data
3. Special Arrangements

34

TSA Centre 

(全港性系統評估中心) 



Participating Students’ Information 

(參與評估學生的資料)



Submission of School Data
3. Special Arrangements (cont’d)
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Select level, then class one by one 

and press “Refresh”



Submission of School Data
3. Special Arrangements (cont’d)
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Select appropriate special 

arrangement(s) (WS0 –

WS7) for students if 

necessary



Submission of School Data
3. Special Arrangements (cont’d)
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Remember to “Save” all work 

done / changes on every page



Submission of School Data
3. Special Arrangements (cont’d)

38

Repeat the same procedures 

until all students requiring 

special arrangements have been 

selected



Submission of School Data

39

1
Process and transmit student information via 

WebSAMS

2

3

4

5

6

Check and update school information

Select special arrangements for students

Select medium of assessments

Nomination of Assessment Administration 

Supervisor (AAS) and his/her deputy

Nomination of Chinese and English Oral 

Examiners (OE)
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Submission of School Data

If schools are taking the default language (i.e.

Cantonese in Chinese Oral, Listening and CAV and

Chinese in Mathematics) as the medium of

assessment of all P3 / P6 classes, they can skip this

part

4. Medium of  Assessment

40



Submission of School Data
4. Medium of  Assessment (cont’d)

41

TSA Centre 

(全港性系統評估中心) 



Select Assessment Medium for TSA 

(選擇全港性系統評估語言)



Submission of School Data
4. Medium of  Assessment (cont’d)
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Mathematics

Default: Chinese version

Selection: Schools may select English 

question papers for 

individual classes if schools 

use English as the medium 

of instruction in Mathematics



Submission of School Data
4. Medium of  Assessment (cont’d)

43

Chinese Oral

Default: Cantonese

Selection: Schools may select 

Putonghua for the whole 

level

Chinese Audio-visual

Default: Cantonese

Selection: Schools may select 

Putonghua for the whole    

level



Submission of School Data
4. Medium of  Assessment (cont’d)

44

Chinese Listening

Default: Cantonese

Selection: Schools may select 

Putonghua for  individual 

classes

Remember to “Save” 

any changes



Submission of School Data

Schools may apply to use ‘Putonghua’ and ‘Cantonese’ in 

the Chinese Oral and CAV Assessments for different groups 

of students (e.g. select ‘Putonghua’ for newly-arrived students 

or NCS students) by submitting a written request to the TSA 

Administration Team by 30 November 2020.  (Late 

application will not be accepted)

Those schools are required to nominate a qualified Oral 

Examiner who is capable of  assessing students in BOTH 

Cantonese and Putonghua and select ‘Putonghua’ as the 

assessment language for the Chinese Oral and CAV 

Assessments.

4. Medium of  Assessment (cont’d)
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Submission of School Data

ONLY for schools without CD/VCD players or CD-Roms

Schools may apply to use the USB devices to conduct 

the Listening and Chinese CAV Assessments by 

submitting a written request to the TSA 

Administration Team by 30 November 2020 (Late 

application will not be accepted)

4. Medium of  Assessment (cont’d)
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Submission of School Data

47

1
Process and transmit student information via 

WebSAMS

2

3

4

5

6

Check and update school information

Select special arrangements for students

Select medium of assessments

Nomination of Assessment Administration 

Supervisor (AAS) and his/her deputy

Nomination of Chinese and English Oral 

Examiners (OE)

47



Submission of School Data

Read the Instructions for Nomination of  
AAS/Deputy AAS

An AAS or Deputy AAS should not be 
an Oral Examiner in the same year

NOT required to return the nomination 
form to HKEAA

5. Nomination of  AAS

48



Submission of School Data
5. Nomination of  AAS (cont’d)

49

TSA Centre 

(全港性系統評估中心) 



Nomination Centre (評估提名中心)



Submission of School Data
5. Nomination of  AAS (cont’d)
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Nominate AAS and Deputy AAS



Submission of School Data
5. Nomination of  AAS (cont’d)
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Submission of School Data
5. Nomination of  AAS (cont’d)
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Input required information of 

1 AAS and 1 Deputy AAS



Submission of School Data
5. Nomination of  AAS (cont’d)
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Submission of School Data
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1
Process and transmit student information via 

WebSAMS

2

3

4

5

6

Check and update school information

Select special arrangements for students

Select medium of assessments

Nomination of Assessment Administration 

Supervisor (AAS) and his/her deputy

Nomination of Chinese and English Oral 

Examiners (OE)
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Submission of School Data

Read the Instructions for Nomination 
of  Oral Examiners (OE)

Each school should nominate:

6. Nomination of  Oral Examiners

55

P3 only P3 & P6 P6 only

1 P3 OE for each 

subject

AND

1 P3 Reserve OE 

for each subject

1 P3 OE cum P6 Reserve 

OE for each subject 

AND

1 P6 OE cum P3 Reserve 

OE for each subject

1 P6 OE for each 

subject

AND

1 P6 Reserve OE 

for each subject



Submission of School Data

School can nominate other qualified teachers as 
additional Reserve OE. HKEAA may appoint them 
as External OE for other schools

NOT required to return the nomination form to 
HKEAA

Teachers are required to declare if  their child / 
children will be taking the TSA Oral Assessment 
2021 and/or their spouse is teaching classes for 2021 
TSA

6. Nomination of  Oral Examiners

56

NEW



Submission of School Data

2021 Training Arrangement:

• Please note that due to the COVID pandemic and the 

social distancing requirements, the mode of delivery of  

the Oral Assessment training has been changed in order 

to safeguard the health and well being of  OEs.

• The training has been moved to online and webinar 

mode. This arrangement ONLY applies to the TSA Oral 

Assessment 2021.

• To ensure rating quality, prospective OEs (including 

Reserve OEs) must attend the full session of  online 

training (and the webinar for fresh OEs).  If  teachers fail 

to complete the online training (and the webinar for fresh 

OEs), they must attend the face-to-face make up session.

57

NEW



Submission of School Data

A) Online Training for Experienced OEs

• Teachers who participated in OE training at least once from 
TSA 2015 to 2019 and served as an OE (except being a 
Reserve or Standby OE) once over these 5 TSA years

• Available on the BCA website (www.bca.hkeaa.edu.hk):

– Chinese Language: 16 – 30 March 2021

– English Language: 22 March – 12 April 2021

6. Nomination of  Oral Examiners (cont’d)

58

http://www.bca.hkeaa.edu.hk/


Submission of School Data

B) Webinar and Online Trainings for    
New OEs

• New nominees; or

• Teachers who only participated in OE training in 2014 
or before; or

• Teachers who were standby/reserve OEs but did not 
serve as OE in the past 2 years (i.e. 2018 and 2019)

6. Nomination of  Oral Examiners (cont’d)
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Submission of School Data

B) Webinar and Online Trainings for    
New OEs

• Training will consist of  two compulsory parts to be 
completed in order

1. Webinar : 20 March 2021 (Saturday, AM) for 
Chinese Language and  27 March 2021 (Saturday, 
AM) for English Language

2. Online training will be available on the BCA website 
(www.bca.hkeaa.edu.hk) : 23 March – 8 April 2021 
for Chinese Language and 30 March – 19 April 2021 
for English Language

6. Nomination of  Oral Examiners (cont’d)
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NEW

http://www.bca.hkeaa.edu.hk/


Submission of School Data
6. Nomination of  Oral Examiners (cont’d)
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Nominate Oral  Examiners



Submission of School Data
6. Nomination of  Oral Examiners (cont’d)
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Submission of School Data
6. Nomination of  Oral Examiners (cont’d)

63

Step 2: 

Start to input the 

information of the 

nominated OE

Step 1:

Find the post 

“P.3 OE cum P.6 

OE” or “P.3 OE” 

under the 

heading 

“Nominate OE”



Submission of School Data
6. Nomination of  Oral Examiners (cont’d)

64

Nominate Chinese 

Language OE

Schools selected PTH 

for Chinese Oral 

Assessment MUST

nominate a Chinese 

OE who can conduct 

assessments in PTH



Submission of School Data
6. Nomination of  Oral Examiners (cont’d)
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Nominate English 

Language OE



Submission of School Data
6. Nomination of  Oral Examiners (cont’d)
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Completed OE nomination record



Submission of School Data

67

P
Process and transmit student information via 

WebSAMS

P

P

P

P

P

Check and update school information

Select special arrangements for students

Select medium of assessments

Nomination of Assessment Administration 

Supervisor (AAS) and his/her deputy

Nomination of Chinese and English Oral 

Examiners (OE)



Submission of School Data

Verify the accuracy of  the data input 
in the six main areas

Modify the data for any error found

Verification of  Submitted School Data

68



Submission of School Data
Verification of  Submitted School Data (cont’d)

69

TSA Centre 

(全港性系統評估中心) 



Participating Students’ Information 

Download

(參與評估的學生資料下載)



Submission of School Data
Verification of  Submitted School Data (cont’d)
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Select level, then class 

and press “Download”



Submission of School Data
Verification of  Submitted School Data (cont’d)

71

Confirm there is 

no missing record

Verify the SEN record for 

each participating student



Submission of School Data

Preparation
Data 

Submission
Verification

• Data Submission to be completed on or before 

19 November 2020 for the arrangement of  Oral & 

CAV Assessments and ordering of  QA booklets

• Schools may update student information any time 

except the frozen period 

Summary

72



🙋 Can the 2020/21 school year be counted as 1 of the 3 

years’ primary school teaching experience required for OE?

No. The nominated P3 Oral Examiners should have 

obtained at least 3 years’ primary  school teaching 

experience and this must include at least 1 year’s experience 

in Key Stage 1 (P1-P3) obtained over the last 5 years. 

The nominated P6 Oral Examiners should have obtained at
least 3 years’ primary school teaching experience and this
must include at least 1 year’s experience in Key Stage 2
(P4-P6) obtained over the last 5 years.

73

Submission of School Data
Frequently Asked Questions



🙋What bank account information should be given 

by the government schools?

As the payment for travelling allowance and 

honorarium for government schools will be handled by 

the EDB directly,  government schools are required to 

input 000-000-0 for system validation. [refer to slide 32]
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Submission of School Data
Frequently Asked Questions



🙋Why some student data cannot be found at the 

BCA system though the student data file has been 

successfully transmitted / uploaded to the system?

After transmitting / uploading the student data file to 

the BCA system via the WebSAMS, please download 

the student information under the page of  “Student 

List Download” and confirm all P3 / P6 student 

records are successfully transmitted / uploaded. [refer to 

slides 21-22, and 69-71]
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Submission of School Data
Frequently Asked Questions



🙋What should be done for students without STRNs?

As the STRN is a mandatory data, schools are advised 

to seek assistance from the School Places Allocation 

Section of  EDB at 2832 7740. [refer to slide 18]
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Submission of School Data
Frequently Asked Questions



🙋What should I do if the message “STRN must 

only contain letter(s) and digit(s)” appears (For schools 

without using WebSAMS)?

Please note that all special characters should be 

removed before uploading the student data file, e.g. 

change R123456(7) to R1234567. 

77

Submission of School Data
Frequently Asked Questions



🙋Why do I always fail to upload the text file (.txt) 

that is created by Microsoft Excel (For schools without 

WebSAMS)?

Before converting the student list into text (.txt) file, 

please make sure that the excel file does NOT include 

the field names (i.e. header) on the first row.  The 

student data should be prepared according to the 

default data structure and saved as Unicode text file

(文字檔.txt). [refer to slide 18]

78

Submission of School Data
Frequently Asked Questions



🙋What should I do if the message “STRN” already 

exists appears?

If  the students have been registered in another school, 

please complete and return the Student Data 

Amendment (SDA) Form to 3628 8190. [refer to slide 20]

79

Submission of School Data
Frequently Asked Questions



🙋What should I do if the message “Name 

(Chinese)” must be Chinese characters appears while 

student data is being uploaded?

If  a Chinese character of  a student name is NOT

within the Hong Kong Supplementary Character Set 

(HKSCS) , you can simply omit the entire Chinese 

name of  that student and upload the student data again.

80

Submission of School Data
Frequently Asked Questions



🙋 How can I login to the system if I have forgotten 

the password?

The login password is required to be changed every 180 

days.  If  you forget the password, please complete and 

return the “Application Form for Re-issue of TSA 

School Administrator Password” to 3628 8190. [refer 

to slide 11]

81

Submission of School Data
Frequently Asked Questions



🙋What is Standby Oral Examiner ?

Standby Oral Examiners may receive calls to fill emergency 
vacancies anytime from approximately 6:45 am to 10:00 am
and/or 12:00 noon to 2:00 pm on the assessment days.  As 
such, they should not be assigned any teaching duties at their 
own schools during the said period.

An honorarium, which is equivalent to the daily rate of  a 
supply teacher, will be paid to a school for allowing a teacher 
to serve as a Standby Oral Examiner disregarding whether 
he/she will be arranged to fill emergency vacancies or not.  A 
travelling allowance per assessment session will be paid to the 
teacher if  he/she is appointed and completed duties as 
requested eventually. 

82

Submission of School Data
Frequently Asked Questions



🙋 Can a school nominate a teacher as reserve OE 

and DAAS at the same?

No. In case an AAS is unable to fulfill his/her 

responsibilities, the DAAS will have to assume the full 

responsibilities of  an AAS. 

83

Submission of School Data
Frequently Asked Questions



🙋 Can schools opt the special arrangement through 

WEBSAMS?

No, this function was not applicable in WEBSAMS. 

Any special arrangements could only be opted via BCA 

system.
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Submission of School Data
Frequently Asked Questions



Submission of School Data

Hotline: 3628 8181

Email: tsa1@hkeaa.edu.hk

Support and Enquiry

85
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