Guidelines on Sending 2024/25 Class and Subject Details
to the Education Bureau in WebSAMS

/ Important Notice \

® For schools installed with WebSAMS, they are required to return the survey
via the CDS in WebSAMS.

® Before preparing the return, schools should ensure their WebSAMS has been
upgraded to the latest version.

® Please refer to details regarding WebSAMS upgrade on “WebSAMS Download
Site™:
https://cdr.websams.edb.gov.hk/FR AT -4k /48 R 22458/

\_ J

(A)Changes in Subject Codes

Schools should take note of the latest subject code changes as stipulated in the Fast
Information Transmission System - School Messaging Module (hereafter referred to the
“SMM”) message issued by the Curriculum Development Institute (CDI) of the
Education Bureau (EDB) on 27 June 2024. Schools are advised to observe the changes
and use the up-to-date subject names and subject codes to report, plan and make
arrangements for the 2024/25 school year, so as to ensure the subject information
reported to EDB by means of survey returns or other forms is accurate. Schools should
also be cautious of the applicable levels and school types when inputting the subject codes.
For example, senior secondary (SS) subject codes are applicable to the SS level only.

For details and enquiries, please refer to the SMM message of CDI on 27 June 2024 and
the Appendix of Education Bureau Circular Memorandum No. 155/2024.



https://cdr.websams.edb.gov.hk/%E7%89%88%E6%9C%AC%E5%8D%87%E7%B4%9A/%E7%B6%B2%E4%B8%8A%E6%A0%A1%E7%AE%A1%E7%B3%BB%E7%B5%B1/
https://cdr.websams.edb.gov.hk/Files/Others/SMM%20message_Subject%20code%20updates_2024.pdf

(B) Steps for preparing the Class and Subject Details

1. Create the new school year 2024/25 under “School Management > Plan New School
Year” [Figure 1]. The school information including class and subject details of the
2023/24 school year will be copied to the new school year automatically by the system.

[S$-1YP01-01] School Management > Planning New School Year > Plan New School Year

I Planning new school year started successfully I

Sluialay deiluulf=:id | Reset Plan of New School Year Mig-:l- to New School Year

CURRENT School Year 20§3
Start NEW School Year 2024 (Started)

® Capture data from Current Year
Information of all class lewels will be copied from Current Year.

Attention: This function copies current school details (See online help for more information) to new school year.

Confirm

Figure 1

2. Update Premises Information, Classroom Designation and Permitted Accommodation
[Figure 2 and Figure 3] by referring to the Certificate of Accommodation issued by EDB.

(Relevant details are also available on:
https://applications.edb.gov.hk/schoolsearch/schoolsearch.aspx?langno=1)

[$-SCHO05-01] School Management > School Facilities > Premises & Sub-Premises

School Year |2024 v
Classroom Designation School Facilities

Premises Code /
u Sub-Premises Code Description (Eng) DESC”P“O" (Chi)

UUOI WM CHAT,

@- 01 WAN CHAI, HE E%éﬁﬁﬂ

[ Add Premises ][ Add Sub-Premises ][ " Delete ]

Figure 2

[S-SCHO05-06] School Management > School Facilities > Classroom Designation

School Year | 2024 v

Premises & Sub-Premises | Llsissronin bisginn: i

B Pt o G S|

0001
C] 0001 01 106 42
0J | ooot 01 107 4

Figure 3


https://applications.edb.gov.hk/schoolsearch/schoolsearch.aspx?langno=1

3.

According to the information in Figure 3, select the correct Premises Code, Sub-
Premises Code and Classroom Designation for each classroom [Figure 4]. For Sub-
Premises Code, please select “01” if there is no special indication in the Certificate of
Accommodation.

[S-SCHO6-03] School Management > School Facilities » School Facilities

SchoolYear 2024

Premises & Sub-Premises Classroom Designation | Leiius) Fueiliioz

Edit Facilities Details
Facilities Type Ordinary Classroom v Facilities Zone

Premises Code Sub-Premises Code Classroom Designation
Facilities Code 106 Max No of Classes D
Facilities Name |QB |
[ P Reset | [ [] save | [ <JBack |
Figure 4

Update class details according to “number of operating classes” in the 2024/25 school
year under “School Management > Class Details > Setup” [Figure 5].

[$-5CH09-01] School Management > Class Details> Setup

School Year |2024 v

B i | G ]
[O[secondary &4 8w ]
[ |5econdary 2 24 2B ZC 2D
[ |=econdary 3 34 3B 3C 3D
[]|[fecondary 4 44 4B 4C 4D
[ ||Secondary 5 24 3B 3C 3D
[ |[Secondary & B4 6B BC 6D

[ Add New Class |[ Delete Class Level |

Figure 5

Some Points to Note on Class Type and Subject Codes:

® (lass Type “Activity Approach Class” is NOT applicable to all levels of non-
special aided and government schools, and generation of data file with such input
will fail.

® Applied Learning (ApL) courses and adapted Applied Learning courses for
students with intellectual disabilities (adapted ApL) offered under Mode 1 and
Mode 2 should be reported in the survey.

® Some subject codes are normally used in special schools, such as “373” (Self
Care) and those codes with subject descriptions containing “ApL-adapted”.

Please refer to Education Bureau Circular Memorandum No. 155/2024 for details.




5. Update class information of each class under “School Management > Class Details >
Class Basic Information” [Figure 6].

[§-SCH0903] School Management > Class Details » Class Basic Information

Class-Based Subject Class Subject Full List Class Timetable Document

School Year 2024 School Level Secondary

School Session Whole Day Class Level Secondary 1

Class Code 1A Class Name

Class Type Ordinary Class ¥ Floating Class O Yes @ No
Indicator

Stream [Not Applicable V|

Recommended 31

Class Size -

Home Room Code 0l v

Class Teacher

Add more class teacher ..

@Copvh ][ /" Delete ]LE Save ][ <IBack ]

Figure 6

6.  Update class-based subject details under “School Management > Class Details > Class-
Based Subject” [Figure 7].

[Schools are reminded not to handle level-based subjects (e.g. some elective
subjects) as class-based subjects in the updating because this may result in
reporting a wrong number of groups operated for the subjects at the class level
concerned.|

[S-SCH10-01] School Management > Class Details > Class-Based Subject Go to Class List

Basic Information | tligs-izz=:d Susj==s | Class Subject Full List Class Timetable Document

2024 Secondary, Whole Day Secondary 1 - 1A
Subject / Subject Component - Subject Teacher Numb_er of
-t Period
Compulsory
[] 1980 Chinese Language Chinese Teacher Three 8.00
(Cantonese)
[])[165 English Language English Teacher Two B.OO"
[]]|280 Mathematics Chinese Teacher One 6.00
{Cantonese)
[_ﬁ Add ]@Copy o ] [ /* Delete ]
[ Copy from ApL Module ]

Figure 7




7.

Update cross-class subject details under “School Management > Group for Cross-
Class Subject” [Figure §8].

[§-8CH2101] School Management > Group for Cross-Class Subject

School Year |[2024 v School Level Secondary School Session Whole Day
Class Level [Secondary 1 ~ | Group Type [411 v | Group Code E
| [ER search |

School
B | Group Type | Group Code Group Name Subject Sub-Group Level f
Session

English Langnage |[[E1-01, E1-02, Secondary|S1
E1-0%, E1-04, ! Whale
E1-05, E1-06 Day

Figure 8

Update sub-group details under “School Management > Group for Cross-Class
Subject > Sub-Group” [Figure 9].

(In the interface file, the number of groups for each subject will be automatically
generated according to the number of “Sub-Group™.)

[§-8CH2104] School Management > Group for Cross-Class Subject > Sub-Group

Basic Information M Class Attached

School Year 2024 School Level Secondary
School Session Whole Day Group Code El
Group Name 31 ENG Subject English Langvage

Sub-Group
Sub-Group / Subject Component - Subject Teacher Nuprz:)ii:iof
] [EL-01 English  |[- 8.00
(] [E1-02 Frglish - 8.00
(] (EL-03 Englich - 8.00
(] |fEL-04 English - &.00
(] [[EL-05 English - &.00
(] [[EL-06 Englich - 8.00

[_B Add ][ " Delete ][ <] Back ]

Figure 9



9.

10.

Attach classes to each group under “School Management > Group for Cross-Class
Subject > Class Attached” [Figure 10].

[S-SCH21-08] School Management > Group for Cross-Class Subject > Class Attached

Basic Information Sub-Group | Eliss sieeieji=cl
School Year 2024 School Level Secondary
School Session Whole Day Group Code El
Group Name S1 ENG Subject English Language

Class Level Class

Secondary 1 1A 1B 1C 1D
(] |[Secondary 2 (Joa op e Jop
(] |[Secondary 3 D2 Dsp e Osgp
[ ]|[Secondary 4 (Jan [ap ae O ap
(] |[Secondary 5 Osa O s Osp
[ ]|[secondary 6 (e g g g

| [] save || <] Back I

Figure 10

Preview/print relevant reports to verify the class and subject details under “School
Management > Report” [Figure 11 and Figure 12].

[S-SCH16-01] Schocl Management > Report

Category [A11 Catezories v||
Language \®Englizh '/ Chinese

W Reset |

Figure 11



11.

[S-5CH16-01] School Management > Report

Category 811 Categories ~
Language ® English O Chinese
% Search @ Reset

Report Name {ID)
>Class Basic Information (R-SCHO006-E}

EClass Enrolment List (R-SCH007-E)

PClass Structure List (R-SCH002-E)

I>Class Subject / Subject Group List (R-SCH008-E)
PClassroom Designation List (R-SCH004-E)
BCross-Class Subject (Subject Block) List (R-SCH021-E)
EGroup for Cross-Class Subject List (R-SCH014-E)

> School Calendar (R-SCH010-E)

>School Facilities List (R-SCH003-E)

B>School Holiday and Calendar Event List (R-SCH012-E)
>School Holiday List (R-SCH011-E}

B> School Management Committee Details (R-SCH001-E)
I>Staff Entitlement List (R-SCHO05-E)

B> Subject Group List (R-SCH009-E)

B>Tenm Information (R-SCH013-E)

*Click B or the link to display the report template(s) and then click the template you need to create the report.

Figure 12

[For subjects that are not offered throughout the school year (e.g. ApL(C) which is
offered in the second term of Secondary 4), schools should derive the equivalent number
of periods per week or cycle across the whole school year on a pro-rata basis (e.g. for a
subject that has three periods per week in the second term, the pro-rata number of periods
per week throughout the year is 1.5). If the number contains decimals, schools are
requested to round the number to two decimal places. ]

(Steps 11 and 12 are applicable to schools with school-defined subjects.)

Schools can map the contents of the school-defined subjects to EDB-defined subjects
under “School Management > School-defined Subject Mapping” [Figure 13]. The
mapping can be performed on whole-school or class-level basis (the latter is applicable
when the percentage of the subject components of a school-defined subject varies from
one class level to another). Please note that the total percentages of each set of subject
mapping must be 100%.

[Schools are required to use the subject codes in the EDB standard subject code
table to report all the subjects offered to students. Unless none of the standard
subject codes are appropriate for use, schools should not use school-defined subject
codes to report subject information.]

[S-8CH29-01] School Management > School-defined Subject Mapping

School Level Secondary v School Session A1l ~
Class Level School-defined Subject

School Level |School Session| Class Level ST EDB-defined Subject R ?“'h’ et
Subject Mappmg {%a)
Secondary Whole Day Secunday 1 [922 Art & Music 300 Music

Secondary Whole Day Seconday | |922 Art & Music  |[432 Visual Arts v ‘50
ﬁma o Delete | [ [ ]Save | [ [¥) Reset | [ Start ¥alidation

Figure 13



12.

Click “Start Validation” to check if all school-defined subjects have been successfully
mapped to EDB-defined subjects. Check the Exception Report and rectify if necessary
[Figure 14 and Figure 15].

School-defined Subject Mapping - Exception Report

PHRENEEY - RRES

Page : 1 of 1

Warning: School-defined subject(s) have not been mapped yet.

B BRREHEMAETRY -

School Level School Session Class Level Schoeol-defined Subject
ERARA R #EA EHmiERE
Secondary Whole Day Secondary 4 91 1T

g 2 H Y 991 &L

Total No. of Warnings (School-defined subject(s) have not been mapped yet) = 1

0 RIRCR RIS R oA RLED - 1

= %
*kk S kk

k¥ ¥ End of iReport, *&x

Figure 14
School-defined Subject Mapping - Exception Report
BHOREHERY - BRES
Page : 1 of 1
*** End of Report ***
Figure 15



(C)Steps for sending the Survey on Class and Subject Details

1. Please prepare the interface file for Survey on Class and Subject Details of the 2024/25
school year under “School Management > Data Communication > Prepare Outgoing
Data” [Figure 16 and Figure 17]. Please note that subjects with “School-defined
subject code” can also be included in the interface file after mapping. Please refer to
steps 11 and 12 of Section (B) for details.

[S-SCH17-01] School Management > Data Com munication > Prepare Outgoing Data

Process Incoming Data Confirmed Dutgoing Data

Ale Status Ale Description

Survey on Class and Subject Details ‘

O Planned Subject Information in Secondary Schools |

School Emergency Contact Information ‘

[ Un-prepare ][Eonfirm ][ Preview ]

Figure 16

[S-SCH17-02] School Management > Data Communication > Prepare Outgoing Data

||
G E LRV TG L R EEE T [ BT T e S e TER [ G EERIIEY Please select the School Year
School Year | —_—

“Prepare || Qoed ] ~J] as follows: 2024 v

Figure 17

2. Warning message(s) will appear if:
- school-defined subjects are not properly mapped with EDB-defined subjects
[Figure 18].

[S-SCH17-03] School Management > Data Communication > Prepare Outgoing Data

E-20879 : Interface file preparation cannot be prepared. The EDB-defined subject mapping of following school-defined subject(s)

are missing.
Schievel | __Sch 1 Cass Level
Secondary Whale Day Secondary 5 904 Aszembly

E-20880 : Interface fie preparation cannot be prepared. The lump sum of the proportion of the following set of mapping of
schoolkdefined subject{s) are not 100%.

Sch School-defined EDB-defined Percentage of Subject
Sch Level s Class Level Subject Subject [ ——
hry | Any | Any | 900 Bible | 271 Sch Developed 65%
| Secondary| Whole Day | Secondary 9323 Combined 260 Science B5%
£l [ _Science :
Figure 18

Please amend the relevant subject information or finish your mapping in “School
Management > School-defined Subject Mapping” first before continuing with
“Prepare Outgoing Data”.



Advisory message(s) [Figure 19] will appear if input of Senior Secondary subject codes
at non-Senior Secondary levels (P1-P6, S1-S3) is found (not applicable to schools with
Special Curriculum Type). If necessary, users can amend the data and prepare the data
file again.

Warning Mismatch betweesn the subject code and the class level is found. The subject code input by your school is designated for
senior secondary levels onl

Sch Year Sch Level Sch Session Class Level Class Code Subject
Whole Day | Secondary 1

Chinese Literature

Figure 19

For secondary schools, two sets of subject data, by class and by class level
respectively, will be automatically generated for reporting. Click “Prepared” to
check and amend the number of subject groups by class level [Figure 20]. Amend the
number of subject groups if the number generated by the system does not reflect the real
picture [Figure 21]. Please note that the number of groups of EDB-defined subjects
converted from school-defined subjects is not shown in the screen and cannot be
modified.

[S-SCH17-01] School Management > Data Communication > Prepare Qutgoing Data

Process Incoming Data Confirmed Outgoing Data

- 1 a De ntio Previe e
® Prepared fSurvev on Class and Subject Details |Rep0rt Vl
O Planned Subject Information 1n Secondary Schools

O School Emergency Contact Information

[ Prepare ][ Un-prepare ][l:onfinn ][ Preview ]

Figure 20

[5-SCH17-10] School Management > Data Communication > Prepare Outgoing Data

EDB-defined Subject

fg Ii;i-iomll:u..l t: rLLi teracy IEMTS: (Cantonese ) I : ;z I j I %
-English Language nglis _
Fl FSQ—InFegrated Humanities Fh%nese (Cantonese) | 5.EIEI| 3| I:I
Fl FED—SClence(Seconda ry 1-37 Fhlnese (Cantonese) | L.oo | 3 | I:I
F;l FE?-Lihrary Lesson Fhinese (Cantonese ) | 1.DD| 4| I:I
Figure 21

10



6.

Preview/print the report for Survey on Class and Subject Details to verify the data again

[Figure 22].

Please note that the EDB-defined subjects converted from school-defined

subjects, if any, will appear at the end of the list of subjects and will be marked “#”

before the subject code(s) and subject name(s).

The system will automatically

calculate the number of periods of these “converted” subjects according to the

percentages input into the system.

T BERIFURE: o
Cl L &03
Ho. of Period

?u.bj-ct MOI per Week/Cyecle He. Of Day/Cyele
ELH Fgmer HEE IR T BT HiERNHE
310-Physical Education Lessons Chinese {Cantonese) 1.00
310-mEE o ()
350-Pwtonghua Chinese (Putonghua) 2.00
350-FFEEE FOEEES)
43 Chinese {Cantonese) 2.00
4 Hrr ()
#110-Computer Literacy Chinese {Cantonese) 0.55

110-4 35 AR o (L)
#300-Music Chinese (Cantonese) 0.45

300-FE ()

Figure 22

The number of groups of each of these “converted” subjects is calculated in the same

way as that of EDB-defined subjects /Figure 23].

No. of Period No. of

11

Class Level Subject per Week/Cycle Group
el B EoBEIE) aibs1E 4]
132-Vi tonese) 2.00 5
#135 5¢) 5.00 5
Figure 23




If all data are correct, click the “Confirm” button to send the file to CDS [Figure 24]. If
not, un-prepare the file, correct the irregularities and then prepare a new interface file.

[Attention: An error page will appear when clicking the “Confirm” button for the
data file if the WebSAMS of the school has not yet been upgraded to the latest
version. Schools are required to prepare the data file again after completing the

version upgrade.]

[S-SCH17-01] Scheool Management > Data Communication > Prepare Qutgoing Data

Process Incoming Data Confirmed Outgoing Data

File Status File Description Preview Type
® Prepared |Survey on Class and Subject Details [Report ]
O Planned Subiject Information in Secondary Schools
O School Emergency Contact Information
Prepare || Un-prepare -

Figure 24

Schools are requested to forward their class and subject details for the 2024/25 school
year within the survey period. An error message will appear if the data file is not
prepared or confirmed within the survey period [Figure 25]. Schools are required to
prepare the data file again within the survey period.

[S-SCH17-01] School Management > Data Communication > Prepare Outgoing Data
IE-20950: This data file is not prepared within the survey period. You are required to prepare it again. I

Process Incoming Data Confirmed Outgoing Data

File Status File Description Preview Type
@ Prepared [Suivevy on Class and Subject Details lm‘
O Planned Subject Information in Secondary Schools
O School Emergency Contact Information

Prepare Un-prepare Confirm Preview

Figure 25
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Find the interface file for Survey on Class and Subject Details under “CDS > Outgoing
Message > Maintain Message” [Figure 26].

[S-CDS0101] CDS > Outgoing Message > Maintain Message

seluzmiolsc==z=-.-  Process Message Upload Data

M Page|1 “v|of11 M ~Bottom

Message Creation Subject School
B Status - Descrintion Time {Code) | {Code) |Party|PriorityReference| Owner

[ cady BCOT731P1DIH. DAT - 1970972024 M ata B ormal
03:40 PH (SCIM) (DAT)

Figure 26

a. Encrypt the file with school key and send it to EDB [Figure 27 and Figure 2§].

[$-CDS0103] CDS > Outgoing Message > Maintain Message
iew Outgoing Message
Description
SCO731FP1DIH.DAT - Survey on Class and Subject Details
Subject (Code) SCIM (SCIM)
Type (Code) Data (DAT}
Message Status Ready
Owner 8 l-lpel”l [S-CDS01-05] CDS > Outgoing Message > Encryption
Creation Time 19/09/2024 03:40 P
.
A‘:know'Bdge RQBQIPI Please input the school key.
Pa.l'ty EDB Effective Period : 05/01/2024 - 04/01/2025
Priority Normal
School Key
School Reference ]
File Attachment
SC9731F1 DAT Raw )  Tabular )  Report | Cencrvoe ) |
Remarks:
5 - " - Please allow a few minutes interval between each batch or individual
[ Encrypt | Reject |[ “pelete | [ 3 Edit | [ ] close i
Figure 27 Figure 28

b. An error message will appear if the preparation date and/or the confirmation date of
data file is/are not within the survey period [Figure 29]. Schools are required to
prepare the data file again within the survey period.

Thi= data file has heen prepared before the survey start date. ‘ou are
required to prepare it again.

R

Figure 29

— End -
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