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Overview of the SBA submission process 

School  

Administrator 

• Create login 
accounts for 
teachers and 
panels 

• Indicate the 
SBA subjects 
being 
offered in 
this school 
year 

• Assign SBA 
subjects to 
panels and 
teachers 

Subject  
Panel   

(1st  stage) 

• Create 
teaching 
groups 

• Assign 
students to 
teaching 
groups 

• Assign 
teachers to 
teaching 
groups 

Subject 

Teacher 

• Input SBA 
marks 
(online input 
or batch 
input using 
the mark 
template) 

• Endorse SBA 
marks of 
responsible 
teaching 
group(s) 

• Submit SBA 
Marks to 
Panel 

Subject 
Panel  

(2nd stage) 

• Endorse SBA 
marks 
submitted by 
all teachers 
of a subject 

• If necessary, 
return to 
teacher for 
amendments 

• Submit SBA 
Marks to 
Principal 

Principal 

• Endorse SBA 
marks for all 
subjects 

• If necessary, 
return to 
panel to 
handle 

• Submit SBA 
Marks to 
HKEAA 

Subject 
Panel  

(Last stage) 

• Upload 
Student 
Work of all 
selected 
students 

• Upload 
Teacher 
Document if 
required 
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HKDSE Online Services 
www.hkdse.hkeaa.edu.hk 
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Input User ID and Password, click ‘Login’ 
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Subject Panel 
(1st stage) 
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Subject Panel 

Assign 
Teaching 

Group 

• Assign students to Teaching Groups 

• Assign teachers to Teaching Groups 

Teachers 
input 
marks 

Submit to 
principal 

• Review all the SBA marks of the subject, and submit to Principal 

• If necessary, return the marks to teacher for amendment 

Upload 
files 

• Upload Student Work of the selected students 

• Upload Teacher Document (if applicable) 
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Subject Panel – assign teaching 
group 

  Click ‘Assign Teaching Group’ 
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Subject Panel – assign teaching 
group 

1. Choose subject 2. Choose class 

3. Click ‘Search’ 
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Subject Panel – assign teaching 
group 

4. Choose students 

5. Click ‘Assign’ 

• Student data automatically retrieved from the 
registration system 

• All student data should be correct, no need for the 
school to follow up 
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Subject Panel – assign teaching 
group 

6. Choose teacher 

8. Click ‘Save’ 

7. Enter the 
group name 
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Chan Tai Man (90001-TL) 

Group A 



Subject Teacher 
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Subject Teacher 

Subject 
Panel 
assigns 
Teaching 
Groups 

Input 
marks 

•Using the 
online 
interface 

OR 

•Using the 
batch mode 
(via EXCEL 
file) 

Submit marks 
to Panel 

•In case the 
Subject Panel 
rejects the 
marks, 
update and 
re-submit the 
marks. 
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Subject Teacher – input marks 
Click ‘Input Marks’ 
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Subject Teacher – input marks 

1. Choose subject 

2. Choose Teaching 
Group 

3. Click ‘Search’ 
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Subject Teacher – input marks 
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Mark input should be an integer 
within the mark range; 
E= Exemption; 
F= Fail to submit; 
P= Plagiarism 

「R」:if the student is a 
repeater 
「T」:if the student is a 
transfer student 



Subject Teacher – input marks 

Click ‘Check Completion 
of Mark Input’ to check 
whether the marks for 
all students have been 
entered. 
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Subject Teacher – batch input 
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Subject Teacher – batch input 

2. Download Mark 
Template 

1. Choose subject 
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Subject Teacher – batch input 

3.Input marks in the EXCEL file 
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Subject Teacher – batch input 

4. Choose file 5. Upload mark file 
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Subject Teacher – batch input 
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Chan Tai Man (90001-ChanTM) 

6. Confirm batch input marks 



 

Submit marks to Panel 
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3.Click ‘Submit to Panel’ 

Submit marks to Panel 

2.Click ‘Search’ 1.Choose subject 
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Submit marks to Panel 

4. Check the marks 
and click ‘Next’ 
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Click ‘Finish’ 

Submit marks to Panel 

Input teacher-student 
relationship, if any 
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Submit marks to Panel 

Click ‘Submit’ 
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Chan Tai Man (90001-ChanTM) 



Subject Panel 
(2nd stage) 
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Subject Panel – submit to principal 

Mouse over the SBA Marks menu 
and then click ‘Submit to Principal’ 
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Subject Panel – submit to principal 
Select subject and click ‘Search’ 
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Chan Tai Man (90001-ChanTM) 

Click ‘Submit to Principal’ to start the submission. 
If necessary, click ‘Reject to Teacher’ to return the 
marks to teacher for amendment. 



Subject Panel – submit to principal 

Review the marks and 
Teacher-Student 

relationship 
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Chan Tai Man (90001-ChanTM) 



Subject Panel – submit to principal 
Declare network 

schools  
(if applicable) 

Choose the 
network school 
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Chan Tai Man (90001-ChanTM) 

Chan Tai Man (90001-ChanTM) 



Subject Panel – submit to principal 

Go through the 
declaration statements 

and click ‘Submit’ 
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Chan Tai Man (90001-ChanTM) 



Principal 
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Principal 
Review SBA marks of all subjects and 

submit to the HKEAA 

If necessary, return the marks to the 
panel to handle 
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Principal – submit to HKEAA 

Click ‘Submit to HKEAA’ 
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Principal – submit to HKEAA 

Choose subject and click ‘Search’ 
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Principal – submit to HKEAA 

Click ‘Submit to HKEAA’ to start the submission 

If necessary, click ‘Reject to Panel’ to return the 
marks to the panel for following up. 
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Principal – submit to HKEAA 

Review the marks 
and click ‘Next’ 
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Principal – submit to HKEAA 

Review the Teacher-Student 
relationship and click ‘Next’ 
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Chan Tai Man (90001-ChanTM) 



Principal – submit to HKEAA 
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Review the network school 
declaration and click ‘Finish’ 

Chan Tai Man (90001- 



Go through the 
declaration statements 

and click ‘Submit’ 

Principal – submit to HKEAA 
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Chan Tai Man (90001-ChanTM) 



Subject Panel 
(Last stage) 
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Subject Panel – upload files 

Mouse over the SBA Marks menu and then click 
‘Upload Teacher Document / Student Work’ 
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Choose subject and click ‘Search’ 

Subject Panel – upload files 
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Subject Panel – upload files 

Click ‘Upload’ 
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Subject Panel – upload files 

Choose file and click ‘Upload’ 
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Subject Panel – upload files 
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Click ‘Submit to HKEAA’ after all the files are uploaded. 



Reminders 
Student work included:  

Marked prescribed task and a project / 
design folio of six students, chosen by the 
HKEAA, are to be submitted 

The work for each student should be 
zipped to one single file if the work 
contains more than one file. 
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Reminders 
 Suggested file naming convention: 

 
[Subject Abbreviation] [(6-digit Student Document Number)].[File extension]  

 
e.g.  TLFCT(123456).zip TLFCT (362880).pdf 
 TLFCT (246800).doc 
 
Student Document Number is the beginning 6 
digits of the identity document of a student. 
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Reminders 
The system only accepts file formats of 

zip, pdf, txt, doc, docx, rtf, ppt, pptx, xls, 
xlsx, csv, mp4, mp3, mpg, wmv, avi, jpg 
or tif. 

The file size limit for each student’s work 
file is 40MB 
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Request for a change of student(s) 
for work submission 
 If the work of any chosen student cannot be located, or 

involves any irregularities (such as mark penalty being 
imposed due to partial plagiarism or late submission), 
the Subject Panel should contact the SBA Team at 3628 
8068. 

 Subject Panel should download the ‘Record/Change 
of SBA Student Work Submission’ form from ‘Mark 
Reports’ under ‘Reports’ menu. 
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Chan Tai Man (90001-ChanTM) 



Request for a change of student(s) 
for work submission 
 If the work of any chosen student cannot be located, or 

involves any irregularities (such as mark penalty being 
imposed due to partial plagiarism or late submission), 
the Subject Panel should contact the SBA Team at 3628 
8068. 

 Subject Panel should download the ‘Record/Change 
of SBA Student Work Submission’ form from ‘Mark 
Reports’ under ‘Reports’ menu. 
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Request for a change of student(s) 
for work submission 
 Complete the section for the school and fax the form 

to 3628 8091. 

 After confirming the arrangement, the HKEAA will fax 
the amended form to the school for school’s record. 
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  Available on HKEAA website by November 2018 
(https://www.hkdse.hkeaa.edu.hk) 

User Manual 
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Enquiry Hotlines 
 General Issues:  
 3628-8860 
 3628-8070 

 Subject Matters:  
  3628-8068 
  3628-8064 
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Briefing Sessions (tentative) 
 June 2019 

 Enrollment: 
 Details will be sent to 
 schools later 
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