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1. Introduction to Training Needs page
The Training Needs Function allows the users to define their training needs and to
consider the recommendations made by their Recommending Teachers. With the
defined Training Needs, users can subscribe email notification and T-surf#7 will
send emails to users providing latest course information according to their training
needs. T-surf?*" also allows users to search courses based on their Training Needs.
All functions for school administrators and teachers in the Training Needs page

are optional.

2. Enquiries
For technical issues or enquiries, please email to T-surf?*/” Support Team
(t-surf@edb.gov.hk) or contact the team at 3698 3638 / 3698 3660.

3. Relationships between Training Needs page in e-Services Portal and T-surf?47
Users can define their Training Needs in e-Services Portal. The defined Training
Needs will be effective on T-surf?*” from the next day.

4. Teacher Desk
4.1 Self-defined Training Needs
4.1.1 Define Training Needs Items and Combinations for myself
Users can define their Training Needs Items in e-Services Portal via
e-Services Portal > Teacher Desk > Training Needs > Self-defined Training
Needs.
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Welcome! 108540 = Print  © HelpManual  Logoff m %

Self-defined Training Needs

Name of Teacher MR CHAU, HUNG KEUNG (EI)83) Date of Birth 14108
HKID Card Number. 19~ RT/PT Number

o
te:

Should you have any enquiries,

ainin  mod 2 ! N 1 ¢ 44 e ps s 5
;a:\g;gf;&vi‘era;urzzzgf helps teachers o gefine e v U sers can CI |Ck the Update butto n ribe email notification. it also helps schoals to analyse their
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Update

first, then define their Training Needs

Items by checking (“v") the box(es).

My Training Needs Items

This section records the training needs defined by yourselr

Kindergarten Special

Primary Other
¥ secondary

~ Key Learning Areas - Subject/Function
P english Language Science Personal, Social and Humanities Education

J Arts Education Physical Education Cross KLAs SEN and Non-KLAs Other Languages Applied Learning/Career Oriented Curriculum OTHERS

CHINESE LANGUAGE PUTONGHUA
CHINESE LITERATURE

In the Self-defined Training Needs page, users can define their Training
Needs Items by clicking the “Update” button, then make their choice by
checking the box(es). They can define their Training Needs Items based on
six categories: “Level/ Type”, “Key Learning Areas — Subject/ Function”,
“Target Participants”, “Core Areas of Leadership for Principals”, “CPD
Domains for Teachers” and “Content Area”.



Users can check the

My Training Needs Combinations

To facilitate the search of training courses efficiently in T-sur", you can define 1 - 3 Training Needs Combination(s)

box(es) to apply filter(s).

choosing the filter(s) (i.e. (1) Level/Type, (2) Key Leaming Areas — Subject/Function, (3) Target Participants, (4) Core

Areas of Leadership for Principals, (5) CPD Domain for Teachers and (6) Content Area) below. Please check the boy(es) to apply fiter(s). You may 21s0 view the fiters applied by clicking "View Combination” buttan next to each Training

Needs Combination.

Name of Training Needs Combination

My Training Needs Combination A
My Training Needs Combination &

My Training Needs Combination C

Add Combination

LevelType

v

v

Key Learning

e
Subject/Function

Apply filter whefi searching for courses

Core Areas of

Leadership for
Principals

CPD Domains

for Teachers Sontentires

View Combination Delete Combination

v View Combination Delete Combination

v View Combination Delete Combination

Save = Cancel = Reset

N\

Users can change the default
name of the Training Needs

Combination by clicking it.

To facilitate the search of training courses in T-surf?*’, users can define one
to three Training Needs Combination(s) by choosing the filter(s) (i.e (1)
Level/Type, (2) Key Learning Areas — Subject/Function, (3) Target
Participants, (4) Core Areas of Leadership for Principals, (5) CPD Domain
for Teachers and (6) Content Area) in the Self-defined Training Needs page
of e-Services Portal. Users can apply filter(s) by checking the box(es) next
to the filter(s).

Users can also name the Training Needs Combination(s) by clicking the
default name(s) (i.e. My Training Needs Combination A, My Training
Needs Combination B or My Training Needs Combination C).

The [View Combination] button allows users to view the filter(s) they
applied. Users can delete the Training Needs Combination(s) by clicking the
[Delete Combination] button.

|0 Training Needs saved successfully. The update in T-surf*" will be effective from tomorrow. I

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, s

teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enquiries, please contact T-surf* Support Team at 3698 3638 / 3698 3660 (tel) or aaest@edb.gov.hk (email).

Users can click the [Save] button to save the changes they have made in the
Training Needs page. The updates on Training Needs will take one day to
become effective in T-surf?*7,



4.1.2 Use T-surf?#" with the self-defined Training Needs Items and Combinations

T-surf4/7

One-stop Porta

B/HOME @ SEARCH COURSES

Users can search courses according to
HOT SPOTS

their Training Needs Combinations by

P Training Courses

clicking the name(s) of Training Needs

P Self-Reflection Tool

P __COTAP Publications

Combinations [The pictures will be

My Training Needs Combinations
4

My Training Needs Combination A

updated later].

»

My Training Needs Combination B

»

My Training Needs Combination C

SEARCH COURSES

Input Course Keywords

© My Account N Links to e-Services Portal
& MY E-SERVICES PORTAL ACCOUNT NAME: CLICK TO:
1105540

» fiew f Update my Self-defined Training Needs in e-
Fervices Portal

» Update my T-surf2*7 email subscription status / email

= SUBSCRIPTION TO T-SURF EMAIL NOTIFICATION: address in e-Services Portal

Subscribed

Note: Training Needs / Email Subscription status /
email address will be updated in T-surf?*7? the next
day after updating in e-Services Portal.

Email address: tsurfuat@gmail.com

Q Search Courses Using My Training Needs Combinations

Click the combination names below to search coursesfiltered by the selected categories in My Training Needs Combinations
defined in e-Services Portal {default combinations agg provided if not yet defined):

Vs

My Training Needs
Combination A _

My Training Needs
Combination B

My Training Needs
Combination C

Level Type
Key Learning Area
Subjects
Target Participants
Core Areas of Leadership For
Principals
CPD Domain for Teachers

Content Area

Level/Type
Key Learning Area
Suhjects
Target Participants
Core Areas of Leadership Faor
Principals
CPD Domain for Teachers

Content Area

Level/Type

Key Learning Area

Subjects

Target Participants

Core Areas of Leadership For

Principals

CPD Domain for Teachers
Content Area
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Self-defined Training Needs

Name of Teacher: MS FU, SHIU WUN (f8525)
HKID Card Number: z4817

“Training Needs" module helps teachers to define their training needs, consider the recommendations of thef Recommendin:
teachers' training needs. All functions for school administrators and teachers are optional. Click [User

After defining the Training Needs Items and Combinations in e-Services
Portal, users can search courses filtered by ‘My Training Needs

Combinations’ in T-surf?*7,

In the first page of T-surf?*7 after log in, “My Training Needs
Combinations” will be displayed under “HOT SPOTS” on the left hand side.
Users can search courses according to their Training Needs Combinations
by clicking “My Training Needs Combination A”, “My Training Needs

Combination B” or “My Training Needs Combination C” (or the

self-defined name(s)) under “My Training Needs Combinations”.

Users can also view and search courses filtered by My Training Needs

Combinations under “Search Courses Using My Training Needs

Combinations” in the first page after log in.

4.1.3 Symbols next to the options in my “Self-defined” Training Needs page

Welcome! t075681 & Print 7 Help Manual

The full name of the key will
be shown on the top.

g Teacnel
Anual] for more details

Should you have any enquiries, please contact T-surf Support Team at 3698 3638 / 3698 366pATel) or aaesB@edb gov.hk (email)

Update

Logoff m %

TS, Search ramimng Courses I 1-sun-r and supscriie eman notmcation. It also helps schools to analyse their

My Training Needs Items

This section records the training needs defined by yourelr

mmended by Recommending Teachers. mo use Over the key(s) .

Square brackets [ ] represent training needs,

Key. [S11] SUNG, PAK KUEN (SR1818)

The name of the Recommending
Teacher will be shown when users

v LevelType

Kindergarten Special
Primary Other
v secondanf(s11]

[SUNG, PAKKUEN (=)

The teacher who makes recommendation (of Training Needs) to others is
called Recommending Teacher. Recommending Teacher can recommend

/ revise Training Needs to his / her Assigned Teacher.

If a user has a Recommending Techer, a key, [S11] in this example will be
shown next to the recommended Training Needs. The full name of the key,

which is the name of the Recommending Teacher can be found on the top.



4.2 Recommendation of Training Needs

4.2.1 Role of Recommending Teachers
Recommending Teachers are teachers who can recommend Training Needs
to teachers specified by the School. They might be the representative of a
panel / team, or any teacher as the School deemed appropriate.
Note:
® The School Head is assigned as the Recommending Teacher of all

teachers of the school by default.

4.2.2 Recommend Training Needs for a specific teacher
Recommending Teacher may recommend Training Needs to a specific
teacher via e-Services Portal > Teacher Desk > Training Needs >
Recommendation of Training Needs.

4 Education Bureau

e-Services Portal

Teacher Desk

Welcome Page

Teacher Profile +

Training Needs -]

Self-defined Training Needs

[Reuummendation of Training Needs]

T-surf Email Subscription

Teacher CPD Activities Records +
Principal CPD Activities Records +
Training Calendar System (TCS)

Email System

Change Password

Contact Us

Common Log-on System

After clicking [View / Recommend] button next to the specific teacher
assigned by the School, the Recommending Teacher may view the current
Recommended Training Needs of the teacher. Recommending Teacher
may click [Update] button to update / recommend a new set of Training
Needs.

After the Recommended Training Needs are saved, the name of the teacher
will be displayed in italics when you visit the “Recommendation of Training
Needs” page again.



Note: The name of teacher is displayed in italics if you have recommended Training Needs to the teacher

Name of Teacher Training Needs Copy Needs
1 CHING, KIN LUN (f2({21%) View / Recommend Copy
2 FU, SHJ‘ View / Recommend Copy
3 KWOK, CHAU SUET (SERE) View | Recommend Copy
4 MANG, TAI HIM (E75 ) View / Recommend Copy
3 SHIU, YI CHUN (EifF%) View / Recommend Copy
6 SIU, MAN CHING (Z8I%) View / Recommend Copy
7 SO, MAN PO (BEEE) View /| Recommend Copy
3 SUNG, PAK KUEN (F=7E#) View / Recommend Copy
9 TONG, YUEN CHING (EFE) View / Recommend Copy

4.2.3 Effects shown on the specific teacher when recommendations are made
For the teacher who was being recommended Training Needs, a key will be
shown next to the Training Needs item in e-Services Portal > Teacher Desk
> Training Needs > Self-defined Training Needs.

Should you have any enquiries, please contact T-sur? Support Team at 3698 3638 / 3698 3660 (tel) or aaesB@edh.gov.hk (email)

Update

My Training Needs Items A key Wi " be ShOWﬂ fOI’ the users WhO haS
This section records the training needs defined by yourself L.

Square brackets [ ] represent training needs recommended by Recommending Teachers / recom me n d ed Tral n I n g N eeds

Key: [S11] CHONG, NGAN LING (3£E) [S12] SUNG, PAK KUEN (SR1E#E) ]

~ LevelType

The recommended Training Needs by Recommending Teachers

Kindergarten

Primary

are shown by the key(s) next to the Training Needs item.
7 7 ]

~ KeyLearning Areas - SubjectFunction

Chinese Language Education | English Language i i Science Education® " Il (VL IILY LT Y] 'sonal, Social and Humanjfies Education
Arts Education  Physical Education Cross KLAs SEN and Non-KLAs  Other Languages  Applied Learning/Career Oriented Cyprfculum OTHERS

¥ Secondal

BIOLOGY COMBINED SCIENCE (PHYSIG#, BIOLOGY)
CHEMISTRY INTEGRATED SCIENCI

COMBINED SCIENCE v PHVS\C

COMBINED SCIENCE (BIOLOGY, CHEMISTRY) PRIMAR T ENERAL SCIENCE
COMBINED SCIENCE (CHEMISTRY, PHYSICS) SCIENCE (SECONDARY 1-3|

CHONG, NGAN LIN
* Self Defined Training Needs itern(s) in this KLA
* Recommended Training Needs item(s) in this KLA

Users can put the cursor on the key to view

the name of Recommending Teacher.

Note:

® It is not mandatary for the teacher to define the Training Needs
according to the recommendations from the Recommending Teacher.

® The Recommending Teacher cannot view or change the Self defined
Training Needs of a specific teacher.



4.2.4 Copy the Recommended Training Needs to other teachers
Recommending Teachers can copy the Training Needs recommended to
specific teacher to other teachers under his/her assigned teacher list via
e-Services Portal > Teacher Desk > Training Needs > Recommendation of
Training Needs.

After clicking [Copy] button next to the specific teacher that he / she has
recommended Training Needs before, the Recommending Teacher may
choose the target teacher that he / she wishes to copy to.

Training Needs set recommended you wish to copy FROM

Note: The name of teacher is displayed in italicsif wou have recommended Trainina Needs o fhe tearher /

Name of Teachef Copy Training Needs for Teachers

1 CHING, KIN LUN (2£2(%)

You can copy your recommended training needs for(EU._SHIU WUN ( EZ2 2 )to another teacher. The
original recommended training needs of the other teacher will be replaced
/7o
[Please select -]
NOteZ Please Select
Vo ) ) . S Choose the target teacher
ake sure the teacher name you wish to copy J oK. crusuE you wish to copy TO
FROM is shown in italics, indicating you LG THHIETED Fommend -~
! g y SHIU, Y1 CHUN( ) b
have recommended training needs to the SIU MAN CHING(SSIS) - gemmend il
S0, MAN PO(ES E)
) gmmend Copy
teacher before. SUNG, PAK KUEN(=7E1)
\ TONG, YUEN CHING(E%7E) pgmmend Copy
T

Note:

® The original Recommended Training Needs you have recommended to
the teacher will be replaced by the new set of Training Needs
recommended.

For newly appointed School Heads
4.2.5 Actions to be taken before using “Recommendation of Training Needs”

page for newly appointed School Heads

Before using “Recommendation of Training Needs” page, newly appointed

School Heads has to choose the set of Training Needs to be recommended

for the teachers. They can choose one of the followings for each teacher:

® To adopt the Training Needs recommended by the former School Head,;
or

® To keep the Training Needs you previously recommended to the
assigned teachers (applicable to School Heads who was a
Recommending Teacher in the same school before appointed as School
Head ONLY); or

® To clear the recommended Training Needs.

10




For newly appointed School Head who was NOT a Recommending Teacher
in the same school before appointed as School Head (including School
Heads who did not serve in the same school)

“Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recomm
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for mor

Should you have any enguiries, please contact T-sur? Support Team at 3698 3638 / 3698 3660 (tel) or aaess@edb

This section allows you to recommend training needs to your assigned teachers

The School Head is assigned as the Recommending Teacher (RT) of all teachers of the school by default. This
one of the followings for each teacher:

« To adopt the Training Needs recommended by the former School Head; or
« Toclear the recommended Training Needs

The set of Training Needs recommended by the former School Head is marked as a default,

teachers after you have submitted your choices for all teachers

AU, TIN YU (BRE D)

CHAN, KAM TIN (F#ERH)
CHAN, SIN YING (5 E)
CHAU, HON LONG (BZ8)

CHAU, HUNG KEUNG (B78%)

Newly appointed School Head may
make the choice by clicking the
appropriate button against each teacher.

u can make your choicel

opt Training Needs

recommended by the former
School Head

Select All
L View
' View
S, View

View

Clear ther

Training Needs

Select All

Newly appointed School Heads can
click the respective “View” buttons to
see the recommended Training Needs
by the previous School Head.

For newly appointed School Head who was a Recommending Teacher in the
same school before appointed as School Head

“Training Needs" module helps teachers to define their training needs, consider the recc

15 of their Reco

Should you have any enguiries, please contact T-surf" Support Team at 3698 3638 / 3698 3660 (tel) or aaesB@edb.gov.hk (email)

This section allows you to recommend training needs to your assigned teachers.

Teachers, search training courses in T-surf" and subscribe email notification. It also helps schools to analyse their
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details

The School Head is assigned as the Recommending Teacher (RT) of all teachers of the school by default. This page allows newly appointed School Heads to choose the set of Training Needs to be recommended for the teachers. You may choose

one of the followings for each teacher.

+ To adopt the Training Needs recommended by the former School Head, or
+ To keep the Training Needs you previously recommended to the assigned teachers; or

« To clear the recommended Training Needs

If you were the Recommending Teacher of a certain teacher, the set of Training Needs which you previously recommended for the teacher is marked as a default in table below. For other cases, the set of Training Needs recommended by the
former Schaol Head is marked as a default. You can make your choice by clicking the appropriate hutton against each teacher. You can update the recommended Training Needs of individual teachers after you have submitted your choices for all

teachers

AU, TIN YU (BRESM)

CHAN, KAM TIN (F$8HE)
CHAN, SIN YING (FRE )
CHAU, HON LONG (S3%88)
CHAU, HUNG KEUNG (F383%)

CHEUNG, YU LOK (GE5)

’Adopt Training Needs
recommended by the former

School Head
Select All

& View

& View

8 View

& View

& View

N

Keep the Training Needs |
previously recommended

Select All
View
View
View
View

View

Clear the \
Training Needs

Select All
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Newly appointed School Head may
make the choice by clicking the
appropriate  button against each
teacher.

e

Newly appointed School Heads can click the
respective  “View” Dbuttons to see the
recommended Training Needs by the previous
School Head / Training Needs previously
recommended to the assigned teachers.




® Newly appointed School Heads can change the details of
recommended Training Needs of a specific teacher after confirming all
choices for all teachers.

® Unchosen choices will be deleted by the system. School Heads can
still change the recommended Training Needs of a specific teacher via
e-Services Portal > Teacher Desk > Training Needs >
Recommendation of Training Needs (please refer to 4.2.2).

4.3 T-surf?*” Email Subscription

4.3.1 Subscribe T-surf?*” email notification service
Users can subscribe T-surf?#” email notification service via e-Services
Portal > Teacher Desk > Training Needs > T-surf Email Subscription.

After clicking [Go to subscription] button, users may enter the email
address that they wishes to receive email notification service.

the recommendations of their Recommending Teachers, search training courses in T-sur and subscrioe email notification. It also helps schools to analyse their
e optional. Click [User Manual] for more details

“Training Needs" module helps teachers to define their training needs, consi
teachers' training needs. All functions for schoal administrators and teaches

Should you have any enquiries, please contact T-sur Suppart Team at 3698 3638 / 3698 3660 (tel) or aaesa@edb.gov.hk (email)
This section allows you to subscribe/unsubscribe T-surf email notification containing training course information matching your self-defined training needs. You may also update your email address

Currently subscribed T-surf" email notification: No

Iwould like to subscribe T-surf? email notification. Please send emails containing training course mmrmauur{m testingaccount@eservices hkedcity.net ]

\ Enter the email address here

4.3.2 Email notifications to be received after T-surf?#” email notification service
subscription
Users will receive weekly email notifications on the training programmes
that are suitable for them according to the Training Needs that they defined
in e-Services Portal.

4.3.3 Unsubscribe T-surf27 email notification service
Users can unsubscribe T-surf?*” email notification service via e-Services
Portal > Teacher Desk > Training Needs > T-surf Email Subscription.

Currently subscribed to T-sur?*7 email notification: Yes

Please send emails containing training course informatien to trainingneeds@eservices.hkedcity.net

Unsubscribe Update Email Address

Users may check the current subscription status through the bar shown
above. After clicking [Unsubscribe] button, users may unsubscribe email
notification service.

12



4.4 Issues related to T-surf?#7

4.4.1 Using different “Training Needs Combinations” to search suitable training
courses in T-surf??” by my self-defined Training Needs in e-Services Portal
After defining the Training Needs Items and Combinations, users can log in
T-surf?*7 to search for suitable training courses with the “Training Needs
Combinations” in T-surf?7.  Users may click on the name of the Training
Needs Combinations to search for suitable training courses immediately.

T-surf247? W | &tk [a A A 1105540 | ® Logout

One-stop Portal for Professional Development

@/HOME @ SEARCH COURSES _|E-LEARNING COURSES  W|DOCUMENTS [ HOW TO USE T-SURF 247 8 CONTACT US

Q e

HOT SPOTS Input Cours:

> Sel

Reflection Tool

O My Account N\ Links to e-Services Portal
» COTAP Publications
> My Training Needs Combinations
» My Training Needs Combination A & MY E-SERVICES PORTAL ACCOUNT NAME: CLICK TO:
1105540

» My Training N mbination B w / Update my Self-defined Training Needs in e-

» My Training Nee hination C

= SUBSCRIPTION TO T-SURF EMAIL NOTIFICATION:
SEARCH COURSES Subscribed

» Applicable to All Sources Note: Training Needs / Email Subscription status /
LevelfType: Email address: tsurfuat@gmail.com email address will be updated in T-surf?*7 the next
day after updating in e-Services Portal.

cription status / email

Al $
Key Leaming Area
Al $
Q Search Courses Using My Training Needs Combinations
Target Participants
Al $
Click the combination names below to search courses filtered by the selected categories in My Training Needs Combinations
defined in e-Services Portal (default combinations are provided if not yet defined):
»  applicable to PTIPS and TCS
Core Areas of Leadership For Principals: a "\
- - My Training Needs My Training Needs My Training Needs
i Combination A Combination B Combination C
CPD Domain for Teachers:
Level/Type Level/Type LevelType
a
Al % Key Learning Area Key Learning Area Key Learning Area
> Applicableto TCS Subjects Subjects Subjects
Subjects: Target Participants Target Participants Target Participants
All . Core Areas of Leadership For Core Areas of Leadership For Core Areas of Leadership For
Principals Principals Principals
Content Area:
& CPD Domain for Teachers CPD Domain for Teachers CPD Dormain for Teachers J

T-surf247 wEe | @&tk (A A A 105540 | ® Logout

One-stop Portal for Professional Development

@/HOME @ SEARCH COURSES _|E-LEARNING COURSES  B|DOCUMENTS [ HOW TO USE T-SURF 240 B CONTACT US

Q =

HOT SPOTS Inpu

» Training Courses
»  Sel-Reflection Tool
© My Account N\ Links to e-Services Portal
P COTAP Publications
¥ My Training Needs Combinations
» My Training Needs Combination A & MY E-SERVICES PORTAL ACCOUNT NAME:

. 1105540
» My Training Needs Combination B

» My Training Needs Combination C

= SUBSCRIPTION TO T-SURF EMAIL NOTIFICATION:
SEARCH COURSES Subscribed

» Applicable to All Sources
LevelType:

Note: Training Needs / Email Subscription status /
Email address: tsurfuat@gmail.com email address will be updated in T-surf2%7 the next
day after updating in e-Services Portal.

Al s
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5. School Desk
5.1 Role of School Administrators in the Training Needs page

5.2

The School Administrators are responsible for establishing / revising the
relationship (of roles) among teachers for recommendation of Training
Needs. The training needs (of both self-defined and recommended) can also
be viewed and exported to an EXCEL file by the School Administrators.

Assignment of Recommending Teachers for Training Needs

The teacher who makes recommendation (of Training Needs) to others is
called Recommending Teacher while the one who receives such
recommendation(s) is called Assigned Teacher. The relationship (of roles)
among teachers for recommendation of Training Needs can also be viewed
and exported to an EXCEL file by the School Administrators.

5.2.1 Role of Recommending Teachers

Recommending Teachers can recommend / revise Training Needs to his /
her Assigned Teacher as long as the relationship (of roles) remains. The
Training Needs recommended, if any, will be removed once the relationship
(of roles) is removed.

5.2.2 Assign a teacher as a Recommending Teacher

Users can assign a teacher as a Recommending Teacher via e-Services
Portal > School Desk > Training Needs > Assignment of Recommending
Teachers for Training Needs.

% Education Bureau
¥y e-Services Portal

School Desk

Welcome Page
To-do List

- ]
School Profile +

Teacher Registration Information Enquiry

L ]
Appointment Management +
Teacher Profile Verification
Training Needs {— ]

Assignment of Recommending Teachers
for Training Needs

View Training Needs for All Teachers

CPD Activities

[ Import & Export

[ Training Calendar System (TCS)

[ MSA Email System

I Account Settings + .

Contact Us

Commeon Log-on System
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Click on a teacher’s name in Column (a) who to be assigned as a
Recommending Teacher;

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL 7R85 42

School Number: 552216-0003/PRIZAM Email Address:
Finance Type: AIDED Curriculum Type:
Telephone: Facsimile:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enquiries, please contact T-surf247 Support Team at 3698 3638 / 3698 3660 (tel) or aaesé@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/
default.

Name: | | search

Teaching Staff [* denates RT(P)]

Name of Teacher
(Click link to list this teacher as Recommending Teacher
and assign teacher(s) to him / her)
()

Recommending Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))
b

1| ~chui MEIYUE (@2
2| CHAN, YU LOK (Bazig) <4mm= < CHUI, MEI YUE (&%3#)
3| CHAU, YAT YING (B12&) - CHUI, MEI YUE (@23)

Click the [Update] button to enter the edit mode;

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL T 822 #:
School Number: 552216-0003/PRIZAM

Finance Type: AIDED

Telephone:

Mame of Teacher: MS CHAN, YU LOK (FE=RE)

HKID Card Number: Da14==

The following teacher(s) can be assigned to the Recommending Teacher listed above:

CHUI, MEI YUE (250 KONG, WAl LING (STE1)
CHAN, YU LOK (fEsRFg) KUK, SO PO (B&E)
CHAU, YAT YING (B2 KWAN, TZE LEI (BFE8)
CHEUNG, HENG SEUNG (SEZ5(%) LAU, KIN HEI (813259)
CHEUNG, S50 KWAN (3E&H) LEE, WAl JING (XS &8)
CHIN, KAM NIN ($£384F) LUI, SIU FOON (200
CHIU, LAl NA (38 BEH0 LUK, PUI SUET (F£I0Z)
CHOW, CHAU SEUNG (8B# 1) LUK, WING FUN (BE58ZS)
CHUI, BIK YEE (#£385) NGAN, JO YU (#E=)
SUNG, MAN KEI (SREEH) NGAN, WING WAI (BERFES)
HUNG, MAN YAN (FL&87E) SUEN, SIU NA (3%/0485)
KAN, SAI LEUNG (ftHE) SUEN, YUET FA (3 875)

KEUNG, KWAI YIN (Z:3E)

Update | Back \
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Click the checkbox on the left side of the teacher’s name who will become
an Assigned Teacher. In the following example, ‘CHAU, YAT YING’ will
become an Assigned Teacher of ‘CHAN, YU LOK’ (the Recommending

Teacher).
clicked;

The relationship will be established after the [Save] button is

Assignment of Recommending Teachers for Training Needs

Z_ESERVICES DEMO SCHOOL R824
552216-0003/PRIZAM

School Name:
School Number:
Finance Type:
Telephone:

AIDED

Name of Teacher:
HKID Card Number:

| MS CHAN, YU LOK (FE5R3) |

Da14=

The following teacher(s) can be assigned to the Recommending Teacher listed above:

CHUI, MEI YUE (823
CHAN, YU LOK (FE=238)
[lv] cHau, vaT YiNG (B2 |
|| CHEUNG, HENG SEUNG (3E%58%)
|| CHEUNG, SO KWaN GE% )
| CHIN, kan NN (2882)
] CHIU, LA Na (5 RE
| CHOW, CHAU SEUNG (ZR#tEE)
] cHUI BIK YEE (&22282)
| SUNG, MAN KEI (RET)
[ | HUNG, MAN YAN (FLEE)
| kAN, SAI LEUNG (BtHE)
[ ] KEUNG, Kl YIN (Z2#35)

| SelectAll | DeselectAll |

| save | Cancel |

| KONG, wal LING (T=%)

\

|| KUK 50 PO (BEE)

[ ] kwan, TZE LEI (M7
[ ] Lau, kin HEl (81328)
[ LEE, wal NG (Z==8)

[ ] Lui, siu Foon (@)

|| LUK, PUI SUET (B2RLE)

[ ] LUK, WING FUN (B25835)
[ | NGAN, JO YU (FEEE)

|| NGAN, WING WAl (EETES)
|| SUEN, SIU NA (F2/048)

\

| SUEN, YUET FA (3:875)

Assignment of Recommending Teachers for Training Needs

School Name:
Schoal Number:
Finance Type:
Telephaone:

Z_ESERVICES DEMO SCHOOL T 8584
552216-0003/PRIZAM
AIDED

Email Address:
Curriculurn Type:
Facsimile:

o Record(s) has/have been updated.

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search trainin
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for mare details.

Should you have any enguiries, please contact T-surf247 Support Team at 3698 3638 / 3698 3660 (tel) or aaes8@edb.gov.hk (email).

This section allows school administrators to estahlish and revise the relationship among teachers for recommendation of Training Needs. The principal:

by default
Name ‘ ‘

Teaching Staff [* denotes RT(P)]

| search |

Name of Teacher

T

h

(Click link to list this teacher as R

()

and assign teacher(s) to him / her)

1ding Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))
(b)

1 * CHUI, MEI YUE (#R3£5i)

2 CHAN, YU LOK (B&E5Hg)

= CHUI, MEI YUE ({#&£3i)

3 | CHAU, YAT YING (Bi2%)

- CHUI, MEI YUE (%%%4)
- CHAN, YU LOK (B8538)
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® Please note that the principal of the School ‘CHUI, MEI YUE’ is the
“Recommending Teacher of all teachers” by default and therefore her
name appears in Column (b) of every row.

5.2.3 School Heads as Recommending Teacher for all teachers

The principal / acting principal of the School is assigned as “Recommending
Teacher of all teachers” by default. He / she does NOT have a
Recommending Teacher and can recommend Training Needs to every other
teacher(s) of the School. Please note that the assignment of principal/acting
principal references the ‘Headship’ update by EDB e-Services Team. It is
independent from the ‘Rank’ defined by the School upon the appointment of
a teacher OR the ‘Duties and Posts’ entered by the teacher in e-Services.
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5.2.4 Remove a Recommending Teacher for a specific teacher
[For cases when the name of the Recommending Teacher is unknown]
Search for the specific teacher by entering his / her name in the [Name]
field and press the [Search] button;

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL T 8524

School Number: 552216-0003/PRIFAM Email Address:
Finance Type: AIDED Curriculumn Type:
Telephone: Facsimile:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enguiries, please contact T-surf24/7 Support Team at 3698 3638 / 3698 3660 (tel) or aaes8@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/z
default.

Name (AU, YAT YING

‘, Search ‘_

Teaching Staff [* denotes RT(P)]

Name of Teacher
(Click link to list this teacher as Recommending Teacher
and assign teacher(s) to him / her)
(a)

Recommending Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))
b

* CHUI, MEI YUE (&%)
= CHAN, YU LOK (f#5r3g)

1 CHAU, YAT YING (Bi2E)

\ Export to Excel

Copy the Recommending Teacher’s name who will be removed from the
specific teacher in Column (b);

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL TR8i&24:

School Number: 552216-0003/PRIFAM Email Address:
Finance Type: AIDED Curriculum Type:
Telephone: Facsimile:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enquiries, please contact T-surf¥ Support Team at 3698 36368 / 3698 3660 (tel) or aaesB@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principalsz
default.

Name | cHAN, YU LOK | | search

Teaching Staff [* denates RT(P)]

Name of Teacher
(Click link to list this teacher as Recommending Teacher
and assign teacher(s) to him / her)
(@)

1 CHAN, YU LOK (F#=38) E = CHUI, MEI YUE (#&R£%0)

Assigned Teacher(s): - P
2 CHAU, YAT YING (B2 - CHAU, YAT YING (EiR&) . S:E«IN NLEJ Igi (({[;i?é))

Recommending Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))

| Exportto Excel

[Continue with the steps when the name of the Recommending Teacher is
known in the next page.]
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[For cases when the name of the Recommending Teacher is unknown]
Type / Paste the Recommending Teacher’s name in the [Name] field and
press the [Search] button;

Assignment of Recommending Teachers for Training Needs

Schoal Name: Z_ESERVICES DEMO SCHOOL R8i22 42

School Number:
Finance Type:
Telephone:

552216-0003/PRI/AM
AIDED

Email Address:

Ci

urriculum Type:

Facsimile:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training courses in T-surf?
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enquiries, please contact T-surf" Support Team at 3698 3638 / 3698 3660 (tel) or aaesB@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/acting principal of y
default

Name | cHAU, YAT YING |

Search | _

Teaching Staff [* denotes RT(P)]

(Click link to list thisN‘ame"of ?Saf'her ding Teach (can:ecommen:l.traai:lin Lnee‘:lfs.rto T;acli!r;:: i:lucm':‘(:;t‘ (@)
and assign teacher(s) to him / her) 9
@

- » CHUI, MEI YUE (%R£%)

1 CHAU, YAT YING (B ) - CHAN, YU LOK (Fi5¥a
Copy Ctrl+C

Search Googlefor" = CHAN, YU LOK (FEFH)"

Print... Ctrl+P
| Ex!wrt to Excel Inspect Ctrl+Shift+

Click on the Recommending Teacher’s name in column (a);

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERYICES DEMO SCHOOL TR#i52 4
School Number: 552216-0003/PRIFAM

Finance Type: AIDED

Telephaone:

Email Address:
Curriculum Type:
Facsimile:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enguiries, please contact T-surf' Support Team at 3698 3638 / 3698 3660 (tel) or aaes8@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/:
default.

Name | cHAN, YU LOK

‘ Search |

Teaching Staff [* denotes RT(P)]

Name of Teacher
(Click link to list this teacher as Recommending Teacher
and assign teacher(s) to him / her)
(a)

Recommending Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))

1 CHAN, YU LOK (FE=58) = CHUI, MEI YUE (#&3£3%)

= CHUI, MEI YUE (#R£3%)

Assigned Teacher(s):

2 CHAU, YAT YING (Bi24

= CHAU, YAT YING (Bi2&)
= CHEUNG, S0 KWAN (3E&)

« CHAN, YU LOK (F5RE)

3 CHEUNG, SO KWAN (EEH)

« CHUI, MEI YUE (2%
* CHAN, YU LOK (F855)

Export to Excel
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Press the [Update] button to enter the edit mode;

Assignment of Recommending Teachers for Training Needs

School Narme: Z_ESERVICES DEMO SCHOOL 8524
School Number: 552216-0003/PRI/AM

Finance Type: AIDED

Telephone:

Name of Teacher: MS CHAN, YU LOK (BE5R3g)
HKID Card Number: D514

The following teacher(s) can be assigned to the Recommending Teacher listed above:

CHUI, MEI YUE (2%
CHAN, YU LOK (F#==Hg)

¥ CHAU, YAT YING (Ei2%)
CHEUNG, HENG SEUNG (3EZ58%)
CHEUNG, SO KWAN (3EEH)
CHIN, KAM NIN ($£384)
CHIU, LAl NA (#R510)
CHOWY, CHAU SEUNG (8R# i)
CHUI, BIK YEE (#385)

KONG, WAl LING (TH1%)
KUK, SO PO (B&E)
KWWAN, TZE LEI (B85
LAU, KIN HEI (813285)
LEE, WAl JING (ZZ )
LUI, SIU FOON (E/0#)
LUK, PUI SUET (E£IRZ)
LUK, WING FUN (FESEZS)
NGAN, JO YU (Ei =)

SUNG, MAN KEI (sREH)
HUNG, MAN YAN (FL&8IET)
KAN, SAI LEUNG (RETHE)

NGAN, WING WA| (#EaZ5)
SUEN, SIU NA (3%/048R)
SUEN, YUET FA (3%:875)

KEUNG, KWAI YIN (Z#3E)

l Update l Back ‘

Uncheck the checkbox on the left of the specific person and click the [Save]
button.

Assignment of Recommending Teachers for Training Needs

Schoal Name: Z_ESERVICES DEMO SCHOOL 854
School Number: 552216-0003/PRIZAM

Finance Type: AIDED

Telephone:

Name of Teacher: MS CHAN, YU LOK (FEseT)
HKID Card Number: D514

The following teacher(s) can be assigned to the Recommending Teacher listed above:

CHUI, MEI YUE (#&2£%0)

#u LOK (FeZ38)
| CHAU, YAT YING (BIR&)

|| CHEUNG, HENG SEUNG (BE25¢%)
| CHEUNG, 50 KwAN (EZH)

(] CHIN, KAM NIN (88384)

] CHIU, LAl NA (RS

|| CHOW, CHAU SEUNG (ZR#té%)
| cHuI, BIK YEE (23253)

|| SUNG, MAN KEI (REF)

|| HUNG, MAN YAN (71815

|| kan, SalLEUNG (REttE)

|| KEUNG, KAl YIN (Z#3)

] KONG, WAl LING (ST=)
| kuk, sO PO (BEE)

| kwan, TZE LEI (BF5)
[ ] LAU, KIN HEI (813255)

] LEE, WAl ING (== 8)
] Lu, siu FoON (@)
| LUK, PUI SUET (BBIZ)
] LUK, WING FUN (BE5E35)
] NGAN, JO YU (EERS)
L] NGAN, WING WAl (2E3%E)
[ ] SUEN, SIU NA (32048
|| SUEN, YUET Fa (32875)

| SelectAll | DeselectAll =~ | Save | Cancel |
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Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL 7885824

School Number: 552216-0003/PRIZAM Email Address:
Finance Type: AIDED Curriculum Type:
Telephone: Facsimile:

o Record(s) has/have been updated.

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search trainin
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enguiries, please contact T-surf? Support Team at 3698 3638 / 3698 3660 (tel) or aaesB@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal.
by default.

Name ‘

Search

Teaching Staff [* denotes RT(P)]

Name of Teacher : .
i : : - Recommending Teacher of Teacher in Column (a)
(Click link to list this teacher as Recommending Teacher v 2
and assign teacher(s) to him / her) (Can recommend training n?:)ds to Teacher in Column (a))
(@) Y —
P = 5 CHAN, YU LOKis no longera
. CHUI, MEI YUE (&:56%1) / Recommending Teacher of CHAU,
9 CHAN, YU LOK (Fg538) = CHUI, MEI YUE (4R2%)) \YAT YING
3| CHAU, YAT YING (B1RE) «CHUI, MEI YUE (@2£3) i

5.2.5 View the Recommending Teachers of a specific teacher
Search for the specific teacher by entering his / her name in the [Name]
field and press the [Search] button. His/her Recommending Teacher name(s)
is displayed in column (b) along with the principal/acting principal of the
School. Please note that at most 5 Recommending Teachers can be
assigned for a specific teacher.

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL T 8524

School Number: 552216-0003/PRIFAM Email Address:
Finance Type: AIDED Curriculumn Type:
Telephone: Facsimile:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enguiries, please contact T-surf24/7 Support Team at 3698 3638 / 3698 3660 (tel) or aaes8@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/z
default.

Name | CHAU, YAT YING Search \_

Teaching Staff [* denotes RT(P)]

Name of Teacher
(Click link to list this teacher as Recommending Teacher
and assign teacher(s) to him / her)
(@

Recommending Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))
b

* CHUI, MEI YUE (&%)
= CHAN, YU LOK (f#5r3g)

1 CHAU, YAT YING (Bi2E)

Exportto Excel |
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5.2.6 View the list of teachers assigned to a specific Recommending Teacher

Type the specific Recommending Teacher’s name in the [Name] field and
press the [Search] button;

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL 7R 8524

School Number: 552216-0003/PRIFAM Email Address:
Finance Type: AIDED Curriculum Type:
Telephone: Facsimile:

0 Record(s) has/have been updated.

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training
teachers' training needs. All functions for school administrators and teachers are eptional. Click [User Manual] for more details.

Should you have any enguiries, please contact T-surf Support Team at 3698 3638 / 3698 3660 (tel) or aaesB@edh.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/
default.

Name | cHAN, YU LOK || search ]_

Teaching Staff [* denotes RT(P)]

Name of Teacher
(Click link to list this teacher as Recommending Teacher
and assign teacher(s) to him / her)
()

1 CHAN, YU LOK (F#53%) = CHUI, MEI YUE (& 2£%)

« CHUI, MEI YUE (#235))
= CHAN, YU LOK (FEsH)

Recommending Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))
b

2 CHAU, YAT YING (E32%&)

Export to Excel ‘

Click on the specific Recommending Teacher’s name in column (a);

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL R854

School Number: 552216-0003/PRIFAM Email Address:
Finance Type: AIDED Curriculum Type:
Telephone: Facsimile:

0 Record(s) has/have been updated.

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search trainin
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enguiries, please contact T-surf¥ Support Team at 3698 3638 / 3698 3660 (tel) or aaesB8@edh.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/
default.

Name [ CHAN, YU LOK || search  <ummm

Teaching Staff [* denates RT(P)]

amsiongeachsy Recommending Teacher of Teacher in Column (a)

(Click link to list this teacher as Recommending Teacher S 2
and assign teacher(s) to him / her) (Can recommend training nT:)ds to Teacher in Column (a))

()
1 CHAN, YU LOK (F8535) |« CHUI, MEI YUE (%8235

'Assigned Teacher(s): | 5 £ )
2 CHAU, YAT YING (Eﬂ; = CHAU, YAT YING (ZiR%) N g:z:\,hﬁ Igiﬁiig)

Exportto Excel |
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All the teacher(s) assigned to the specific Recommending Teacher is
displayed in the list with a ‘v"” mark on the left of his / her name.

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL R85 %
School Number: 552216-0003/PRIZAM

Finance Type: AIDED

Telephone:

Name of Teacher: MS CHAN, YU LOK (F=RTE)
HKID Card Number: Da14=*

The following teacher(s) can be assigned to the Recommending Teacher listed above:

CHUI, MEI YUE (42£350)
CHAN, YU LOK (fE==E)

¥ CHAU, YAT YING (BiR&)
CHEUNG, HENG SEUNG (E25¢%)
CHEUNG, SO KWAN (3E&H)
CHIN, KAM NIN ($£884F)
CHIU, LAI NA (FEREME)
CHOWY, CHAU SEUNG (ZR#1%)

KONG, WAl LING (STEEI)
KUK, S0 PO (B £ 8)
KWAN, TZE LEI (BF)
LAU, KIN HEI {$1325)
LEE, WAl JING (XZ8)
LUI, SIU FOON (E8/0#r)
LUK, PUI SUET (F£EIRLS)
LUK, WING FUN (BE5EZ)

CHUI, BIK YEE (#£385)
SUNG, MAN KEI (SREF5)
HUNG, MAN YAN (L8170
KAN, SAI LEUNG (REtHE)

NGAN, JO YU (#EiE)
NGAN, WING WA (BERTES)
SUEN, SIU NA (%7048
SUEN, YUET FA (3 875)

KEUNG, KYWAI YIN (42 5E)

Update | Back |
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5.2.7 Export the relationship (of roles) among teachers for recommendation of
Training Needs to an EXCEL file

Users can export the relationship among teachers for recommendation of
Training Needs to an EXCEL file via e-Services Portal > School Desk >

Training Needs > Assignment of Recommending Teachers for Training
Needs.

Scroll to the bottom of the function and press the [Export to Excel] button.
Type in a password and press the [Export] button;

@ Ecucation Bureau m Welcomal stATES | & Pwr 1 MepMarum  © Legent m -
o Sarvices Poral

Assignment of Recommending Teachers for Training Needs

e s
YY"

L]

Towiher of Tassbar
1340 k10 1 D8 T acRar 24 Kaiammending Tedcher
%€ SO S0 aimortE) 0o B Bor) s-mmn:‘q-umncmqn
[

Save the exported EXCEL file to a designated location.
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5.3 View Training Needs for All Teachers

The teacher who makes recommendation (of Training Needs) to others is
called Recommending Teacher while the one who receives such
recommendation(s) is called Assigned Teacher. The principal/acting
principal of the School is assigned as "Recommending Teacher of all
teachers" by default. The training needs (of both self-defined and
recommended) can also be viewed and exported to an EXCEL file by the
School Administrators.

5.3.1 View the Training Needs for a specific teacher
Users can view the Training Needs for a specific teacher via e-Services
Portal > School Desk > Training Needs > View Training Needs for All
Teachers.

X Education Bureau
¥ e-Services Portal

School Desk

Welcome Page

To-do List

Schoel Profile +

Teacher Registration Information Enquiry

Appointment Management +
Teacher Profile Verification
Training Needs (-}

Assignment of Recommending Teachers
for Training Needs

View Training Needs for All Teachers

CPD Activities +

Import & Export +

Training Calendar System (TCS)

MSA Email System

Account Settings +

Contact Us

Commeon Log-on System
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Click on the radio button on the left side of a teacher’s name to view his /
her training needs;

View Training Needs for All Teachers

School Name: Z_ESERVICES DEMO SCHOOL TRgi%2
School Number: 552216-0003/PRIFAM

Finance Type: AIDED

Telephone:

"Training Needs" module helps teachers to define their training needs, consider the recormmendations of their Recorr
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for m

Should you have any enguiries, please contact T-surf?" Support Team at 3698 3638 / 3698 3660 (tel) or aaes8@edt

This section lists the training needs defined by all the teachers. Please select the teacher you wish to view. You may

() CHAN, YU LOK (f5RT) () KONG, WAl LING (STH)
() CHAU, YAT YING (EiR&) , (KUK, SOPO (BEB)

() CHEUNG, HENG SEUNG (3E#5%) () KWAN, TZE LEI (BF55)
() CHEUNG, 50 KWAN (E&) () LAU, KIN HEI (8l325)

() CHIN, KAM NIN ($3848)
() CHIU, LAI NA (FERS15) ) LUI, SIU FOON (E8/0#r)
() CHOW, CHAU SEUNG (ZR#I) ) LUK, PUI SUET (BEIRZ)
(") CHUI, BIK YEE (#22853) () LUK, WING FUN (PESEZS)
() CHUI, MEI YUE (R23) ) NGAN, JO YU (B8 )

() HUI, WAl LOK (35 538) ) NGAN, WING WAI (B5%E5)
() HUNG, MAN YAN (FLEIED) () SUEN, SIU NA (352040
() KAN, SAI LEUNG (fSttE) () SUEN, YUET FA (J:875)
() KEUNG, KWAI YIN (Z2423F) ) SUNG, MAN KEI (sRET)

) LEE, WAl JING (B 8)

| Exportto Excel |
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The training needs details of the selected teacher is displayed in a pop up
window. The training needs items are grouped into 6 categories (inside each

toggle) as displayed:;
Details
Name of Teacher: MS CHAU, YAT YING (B2%) Date of Birth 20/08/
HKID Card Number: D297 RT/PT Number:
Key:
» LevelType

» Key Learning Areas - Subject/Function

Target Participants

» Core Areas of Leadership for Principals

» CPD Domains for Teachers

» Content Area

Each toggle can be expanded. The training needs items are denoted in either

one of the following types:

A. Self-defined Training Needs is denoted by a ‘v"” mark;

B. Recommended Training Needs is denoted by a key, [S11] in this
example, appended on the right where the full name of the key can be
found on top of the toggle (Level/Type). To ease identification of
Training Needs among each tabs, the symbols " AND "*' are used to
denote ‘self-defined’ AND ‘recommended’ Training Needs item(s)
respectively. The symbols can be found in the tab header, [English
Language Education] in this example;

C. Acombination of (A) & (B)

Details

|Kev [S11]CHAN, YU LOK (I-E_Eiw%nl

Kindergarten Special
v Primary [S11] 0 Other
] Secondary

~ Key Leaming Areas - Subject/Function

Chinese Language Education ‘ = NIELTERTER Y ITETL Bl Mathematics Education H Science i H gy i ‘
Personal, Social and | iti { H Arts i H Physical i H Cross KLAs H SEN and Non-KLAs ‘ Other Languages |

Applied Learning/Career Oriented Curriculum H OTHERS |

ENGLISH LANGUAGE LITERATURE IN ENGLISH([S11]

" 8elf Defined Training Needs ftem(s) in this KLA
* Recommended Training Needs item(s) in this KLA




5.3.2 View the Recommended Training Needs of a specific Recommending
Teacher on a specific teacher
Users can follow Section 5.2.5 to view the Recommending Teachers of a
specific teacher.

Assignment of Recommending Teachers for Training Needs

Z_ESERVICES DEMO SCHOOL 78522 #:
552216-0003/PRIAM
AIDED

School Name:
School Number:
Finance Type:
Telephone:

Email Address:
Curriculum Type:
Facsimile:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training 1
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for more details.

Should you have any enquiries, please contact T-surf?* Support Team at 3638 3638 / 3698 3660 (tel) or aaesB@edb.gov.hk (email).
This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/ac
default.

Name

[CHAN, YU LOK Search

Teaching Staff [* denotes RT(P))]

Name of Teacher
(Click link to list this teacher as Recommending Teacher
and assign teacher(s) to him / her)
(@

Recommending Teacher of Teacher in Column (a)
(Can recommend training needs to Teacher in Column (a))
(b)

1 CHAN, YU LOK (PEsREg)

2 | cHAU, YAT YING (ERR&) _

3 CHEUNG, SO KWAN (35%5)

= CHUI, MEI YUE (3£%1)

= CHUI, MEI YUE ({£2£%
= CHAN, YU LOK (B538)

= CHAN, YU LOK (F5=H)

| Export to Excel
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Highlight and right-click his / her name in column (a), select ‘Copy’;

Assignment of Recommending Teachers for Training Needs

School Name: Z_ESERVICES DEMO SCHOOL "REa82#;

School Number: 552216-0003/PRIAM Email Address:
Finance Type: AIDED Curriculum Type:
Telephone: Facsimile:

“Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recommending Teachers, search training
teachers' training needs. All functions for school administrators and teachers are eptional. Click [User Manual] for more details.

Should you have any enquiries, please contact T-surf* Suppart Team at 3698 3638 / 3698 3660 (tel) or aaes8@edb.gov.hk (email).

This section allows school administrators to establish and revise the relationship among teachers for recommendation of Training Needs. The principal/z
default.

e [oran ok | [ searsh |

Teaching Staff [* denotes RT(P)]

Name of Teacher : :
o < = & Recommending Teacher of Teacher in Column (a)
(CHCkilink t:ﬂ'f;;’;'fg;et‘:;';f";:(ssf;'::;‘r‘n";i“e‘:,')“g Teacher | (can recommend training needs to Teacher in Column (a))
b)
@ (
1 CHAN, YU LOK (Bs38) = CHUI, MEI YUE (#&2£%)
« CHUI, MEI YUE (#2£3)
2 CHAU, YAT VI
Open linkin new tab * CHAN, YU LOK ()
Open linkin new window = CHUI, MEI YUE (&%)
3 CHEUNG, SO K
Open linkin incognito window * CHAN, YU LOK (Fe=H)
Export to Excel | Savelink as...
Copy link address
I Copy Ctrl+C
Search Google for"CHAU, YAT YING"
Print... Ctrl+P
Inspect Ctrl+Shift+1
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Go to [View Training Needs for All Teachers] function in School Desk;

i % Education Bureau
y e-Services Portal

School Desk

Welcome Page

To-do List

School Prefile +)

Teacher Registration Information Enguiry

Appointment Management +)

Teacher Profile Verification

Training Needs

Assignment of Recommending Teachers
for Training Needs

View Training Needs for All Teachers

CPD Activities +)

Import & Export +)

Training Calendar System (TCS)

MSA Email System

Account Settings +)

Contact Us

Common Log-on System
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Search for the name copy from the above step and click on the radio button
on the left side of his / her name;

View Training Needs for All Teachers

School Name: Z_ESERVICES DEMO SCHOOL 8522 #:
School Number: 552216-0003/PRIFAM

Finance Type: AIDED

Telephone:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recomm
teachers' training needs. All functions for school administrators and teachers are optienal. Click [User Manual] for mar

Should you have any engquiries, please contact T-surf*® Suppart Team at 3698 3638 / 3698 3660 (tel) or aaes8@edh ¢

This section lists the training needs defined by all the teachers. Please select the teacher you wish to view. You may al

N, YU LOK (Bs538) ) KONG, WA LING (STE¥2)

() CHAU, YAT YING (B1R&) ] () KUK, SO PO (B HE)
(") CHEUNG, HENG SEUNG (3E25%) (1) KWAN, TZE LEI (BF88)
() CHEUNG, SO KWAN (SE&) () LAU, KIN HEI (21328
() CHIN, KAM NIN ($2884F) () LEE, WAIJING (X5 &)
() CHIU, LAI NA (45 RE15) () LUI, SIUFOON (&B70#)
() CHOW, CHAU SEUNG (ZRFx%) () LUK, PUI SUET (BEIRZ)
() CHUI, BIK YEE (#2853) ) LUK, WING FUN (B258%5)
() CHUI, MEI YUE (23 T NGAN, JO YU (EEE %)
() HUI, WAl LOK (3555 () NGAN, WING WAI (BE8%ES)
() HUNG, MAN YAN (FLEIET) () SUEN, SIU NA (35/048R)
() KAN, SAI LEUNG (Rt E) ") SUEN, YUET FA (J8175)
() KEUNG, KWAI YIN (ZH3) ) SUNG, MAN KEI (sRET)

‘ Export to Excel |

Obtain the key, [S11] in this example, as appears on the left of the specific

Recommending Teacher’s name;

Details

Name of Teacher: MS CHAU, YAT YING {EiR%) Date of Birth: 20/08/~
HKID Card Number: D297 RT/PT Number:

ey [511]C-(F§$i§)

Kindergarten Special
v Primary [S11] Other
Secondary

~ Key Learning Areas - Subject/Function
Chinese Language Education ‘ English L

Personal, Social and i ‘ Arts i H Physical i H Cross KLAs H SEN and Non-KLAs H Other Languages ‘

H Science

| Applied Learning/Career Oriented Curriculum “ OTHERS ‘

CHINESE LANGUAGE PUTONGHUA
CHINESE LITERATURE




Search the Recommended Training Needs items by the key obtained from
the above steps;

Details
Name of Teacher MS CHAU, YAT YING (FR&) Date of Birth 20/08/™
HKID Card Number: D297 RT/PT Number.

Key.  [S11]CHAN, YU LOK (BE$38)

Kindergarten Special
Primary [511] Other
Secondary

~ Key Learning Areas - Subject/Function

Chinese Language Education ‘ English Language Education** Mathematics Education Science

Personal, Social and iti i Arts i Physical Cross KLAs SEN and Non-KLAs ‘ Other Languages

Applied L eer Ori d OTHERS

ENGLISH LANGUAGE LITERATURE IN ENGLISH [S11]

To obtain the Training Needs defined by all teachers, please follow Section
5.3.3.

5.3.3 Export the Training Needs defined by all teachers to an EXCEL file
Users can export the Training Needs defined by all teachers via e-Services
Portal > School Desk > Training Needs > View Training Needs for All

Teachers.




Scroll to the bottom of the function and press the [Export to Excel] button.
Type in a password and press the [Export] button;

View Training Needs for All Teachers

School Name: Z_ESERVICES DEMO SCHOOL 85524
School Number: 552216-0003/PRIFAM

Finance Type: AIDED

Telephone:

"Training Needs" module helps teachers to define their training needs, consider the recommendations of their Recom
teachers' training needs. All functions for school administrators and teachers are optional. Click [User Manual] for m

Should you have any engquiries, please contact T-surf¥ Support Team at 3698 3638 / 3698 3660 (tel) or aaesa@edt

This section lists the training needs defined by all the teachers. Please select the teacher you wish to view. You may

) CHAN, YU LOK (B53) ) KONG, WAI LING ((TE1)
) CHAU, YAT YING (EiR&) KUK, SO PO (BEE)
(") CHEUNG, HENG SEUNG (3E5¢%) () KWAN, TZE LEI (BIF3%)
() CHEUNG, S0 KWAN (3E&H) ) LAU, KIN HEI (81325)

) CHIN, KAM NIN ($2884F) ) LEE, WAIJING (FZ8)

) CHIU, LAI NA (48 RESR) ) LU, SIUFOON (E8/0#)
() CHOW, CHAU SEUNG (ZR#i%) ) LUK, PUI SUET (BEIRZ)
() CHUI, BIK YEE (#3853) ) LUK, WING FUN (BE5835)

) CHUI, MEI YUE (%2 %) ) NGAN, JO YU (#8385

) HUI WAl LOK (35T ) NGAN, WING WA (E5%)
() HUNG, MAN YAN (FLEIED) ) SUEN, SIU NA (3%/0488)
() KAN, SAI LEUNG (BEtHE) ) SUEN, YUET FA (3:875)

) KEUNG, KWAI YIN (Z4£3E) ) SUNG, MAN KEI (SRET)

Export to Excel |

Set a password: [ ] ‘ Export

Password Guideline

Please use passwords with at least 8 characters composed of at least 3 of the following 4 categories:
a. English uppercase characters (A-Z)

b. English lowercase characters (a-7)

c. Numerical digits (0-9)

d. Non-alphanumeric characters {which are |, $,#, %, @,-or _)

Save the exported EXCEL file to a designated location.
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