
[image: logo]






Work-Integrated Education System 
User Manual




August 2020
Version 1.00


Document Revisions
	Date
	Version Number
	Document Changes

	09-July-2020
	1.0
	Initial Draft

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Table of Contents
1.	Introduction	5
2.	Signing In	6
3.	As ‘Student’	7
3.1	Landing Screen	7
3.2	Header Navigator	8
3.2.1	Changing the font size	8
3.2.2	Updating the student profile	8
3.2.3	Logout WIE System	9
3.3	Filtering	10
3.4	View WIE Forms	11
3.5	Apply WIE Forms	11
3.5.1	WIE01 Proposal Form	11
3.5.2	WIE02 Log Sheet	12
3.5.3	WIE03 Reflective Learning Statement	14
3.5.4	WIE04 Prior Work Experience	15
4.	As ‘AdvisorWIE Advisor’	17
4.1	Landing Screen	17
4.2	Header Navigator	18
4.2.1	Changing the font size	18
4.2.2	Logout WIE System	18
4.3	View Navigator	18
4.3.1	Dashboard	19
4.3.2	Student	20
4.3.3	eForm	23
4.4	Approve / Reject WIE Forms	25
4.4.1	WIE01 Proposal Form	25
4.4.2	WIE02 Log Sheet	26
4.4.3	WIE03 Reflective Learning Statement	27
4.4.4	WIE04 Prior Work Experience	28
5.	As ‘Office Admin’	30
5.1	Landing Screen	30
5.2	Header Navigator	31
5.2.1	Changing the font size	31
5.2.2	Logout WIE System	31
5.3	View Navigator	32
5.3.1	Dashboard	32
5.3.2	Student	33
5.3.3	Programme	35
5.3.4	eForm	36
5.3.5	Tool	42
6.	As ‘Programme Leader’	49
6.1	Landing Screen	49
6.2	Header Navigator	50
6.2.1	Changing the font size	50
6.2.2	Logout WIE System	50
6.3	View Navigator	50
6.3.1	Student	51
6.3.2	eForm	54
7.	Appendix	56
7.1	Abbreviation and acronyms	56
7.2	Import Excel Template	57

		
	

	
	iv



[bookmark: _Toc46130375]Introduction 
The Work-Integrated Education (WIE) system has been developed in the web platform in order to be provide a simple, convenient and comfortable platform for students to apply online WIE forms and check its status anytime and anywhere. Also, it helps to minimize common mistakes and unfilled items on a traditional paper form. The accuracy and quality of application data will be improved and the administrative process time can be reduced.
Currently, 4 WIE application forms are available and include: 
WIE01 : WIE Proposal Form
WIE02 : WIE Log Sheet
WIE03 : Reflective Learning Statement of WIE
WIE04 : Application for Recognition of Prior Work Experience 


[bookmark: _Toc46130376]Signing In
To access WIE system, 
i. Open your preferred web browser and navigate to https://copacethkpu.outsystemsenterprise.com/work_Integrated_Education	Comment by Ricky Tong [SPEED]: ?	Comment by Chris Tse [ITU]: Yes, I will ask vendor to correct it.

ii. Type your CPCE account and password in the appropriate fields and then click the ‘Sign In’ button.
[image: ]
Once confirmed, you will be taken to the WIE landing page depended depending on your role (Student / WIE Advisor / Office Admin / Programme Leader).


[bookmark: _Toc46130377]As ‘Student’
[bookmark: _Toc46130378]Landing Screen
Once login successfully, the student landing screen will be shown as below.
[image: ]
	Header Logo
	Logo of The Hong Kong Polytechnic University and The College of Professional and Continuing Education are displayed.

	Header Navigator
	To change font size, browse student profile and logout.

	Creation menu for WIE forms
	To create submita blank WIE01, WIE02, WIE03 and or WIE04 form if applicable.

	Detail of student information
	To display student’s programme, WIE advisorAdvisor, Required WIE hours, Approved WIE hours and so on.

	Filtering bar
	To select the form name and status for filtering

	List of WIE forms
	To display the list of WIE application forms

	Footer
	To state the privacy policy, copyright and disclaimer.



[bookmark: _Toc46130379]Header Navigator
[bookmark: _Toc46130380]Changing the font size
i. To click the  [image: ] icon, the pulldown menu is shown.
[image: ]
ii. You may change the font size to be smaller by clicking ‘Small’ option or be bigger by clicking ‘Large’ otpionoption

[bookmark: _Toc46130381]Updating the student profile
i. To click at on your student noumber, the pulldown menu is will be shown
[image: ]
ii. To click ‘Profile’, the student profile will be displayed.
[image: ]

iii. You may modify your contact telephone number and then click the ‘Save’ button to update it. Otherwise, click ‘Cancel’ button to close it without saving.

Note: the ‘Student Portal’ reminder will be prompted if the telephone number is changed. If students have their phone number changed, they should make the changes in my.SPEED as well.

[image: ]

[bookmark: _Toc46130382]Logout WIE System
To click [image: ] for signing off the WIE system.
Once signing off successfully, the below screen will be shown. For security reasons, please close all browsers windows.
[image: ]

[bookmark: _Toc46130383]Filtering
To acquire easily view the desired list of WIE forms applications shortly, 2 two filtering options arehas been offeredavailable.
	Filter Options
	Values

	WIE form name

	All Forms
WIE01 Proposal Form
WIE02 Log Sheet
WIE02 Reflective Learning Statement
WIE04 Prior Work Experience

	Status
	All Status
Draft
Submitted
Approved
Rejected
Re-Submit
Completed
Non -Completed



i. To sSelect ‘WIE01 Proposal Form’ value in the ‘WIE Form’ filtering option if you want to view filtrate WIE01 application forms only out.

[image: ]

ii. The list of WIE forms will be updated accordingly.

[bookmark: _Toc46130384]View WIE Forms
i. In the list of WIE forms, please click the required a link of Form Name.
[image: ]

ii. Then, theis WIE form will be opened and you will can take appropriate actions.

[bookmark: _Toc46130385]Apply WIE ApplicationsForms
[bookmark: _Toc46130386]WIE01 Proposal Form
i. To open Starting applying fora blank WIE01 application form by clicking the option ‘WIE01 Proposal Form’ under the creation “New Form” menu.
[image: ]

ii. Please fill in all mandatory data fields before submission. In case that you cannot input all data at this moment, you can click ‘Save as Draft’ button to save it without submission.

iii. Once all information is entereddata have been inputted, you can click ‘Submit’ button to submit it and the validation will be taken according. If any data is invalid, the system will prompt the error message. Please correct them accordingly.

iv. If submission is successful, the status will be updated to be ‘Submitted’ and the form will be passed it to WIE advisor Advisor for approval. A Notification notification message will be sent toreceived at your mailbox.

v. Once advisor WIE Advisor has approved or rejected ityour application, you will receive the notification message about theto acknowledge its result.

vi. If it is rejected, you can amend data the form or provide more supportive supporting documents by clicking the ‘Re-submit’ button. After that, you can submit it again.
	Button
	Description

	Submit
	To submit it for advisor’s WIE Advisor’s approval

	Save as draft
	To keep it as ato be draft without sending the form

	Re-Submit
	To reopen submit the and update the application againform  if it is rejected

	Delete
	To delete the draft application form if it is no longer needed anymore.

	Cancel
	Close without saving



[bookmark: _Toc46130387]WIE02 Log Sheet
i. To Oopen a blank new WIE02 application form by clicking the option ‘WIE02 Log Sheet’ under the creation “New Form” menu.
[image: ]

ii. To add a new job entry by clicking [image: ] at the bottom of form.	Comment by Ricky Tong [SPEED]: Please change "Rcord" to "Record"

iii. The list of jobs submitted in the Proposal Form selection dialog box will be displayedprompted as below example. Please click [image: ] to provide further informationadd the desired job experience.	Comment by Ricky Tong [SPEED]: Is my understanding correct here?

[image: ]

iv. Please fill in all mandatory data fields before submission. In case that you cannot input all data at this moment, you can click ‘Save as Draft’ button to save it without submission.

v. Once all information is entereddata have been inputted, you can click ‘Submit’ button to submit it and the validation will be taken according. If any data is invalid, the system will prompt the error message. Please correct them.

vi. If submission is successful, the status will be updated to be ‘Submitted’ and the form will be passed  it to advisorWIE Advisor for approval. Notification A notification message will be sent toreceived at your mailbox.

vii. Once advisorWIE Advisor has approved or rejected ityour application, you will receive the notification message about the to acknowledge its result.

viii. If the job entry is rejected, you can amend data your entry or provide more supportive supporting documents by clicking  [image: ] button at that job entry. After that, you can submit it again.

Note: Only one WIE02 Log Sheet can be created.

	Button
	Description

	Submit
	To submit it for advisorWIE Advisor’s approval

	Save as draft
	To keep it as ato be draft

	Cancel
	Close without saving




[bookmark: _Toc46130388]WIE03 Reflective Learning Statement
i. To open a blank new WIE03 application form by clicking the option ‘WIE03 Reflective Learning Statement’ under the creation “New Form” menu.
[image: ]

ii. Please fill in all mandatory data fields before submission. In case that you cannot input all data at this moment, you can click ‘Save as Draft’ button to save it without submission.

iii. Once all data information is enteredhave been inputted, you can click ‘Submit’ button to submit it and the validation will be taken according. If any data is invalid, the system will prompt the error message. Please correct them.

iv. If submission is successful, the status will be updated to be ‘Submitted’ and the form will be passed it to advisorWIE Advisor for approval. A Nnotification message will be sent toreceived at your mailbox.

v. Once advisorWIE Advisor has approved or rejected ityour application, you will receive the notification message to acknowledge itsabout the result.

vi. If it is rejected, you can amend data or provide more supportive supporting documents by clicking ‘Re-submit’ button. After that, you can submit it again.

Note: Only one WIE03 Log SheetReflective Learning Statement is required can be created.

	Button
	Description

	Submit
	To submit it the WIE03 for advisorWIE Advisor’s approval

	Save as draft
	To keep it as ato be draft

	Re-Submit
	To submit the application again if it is rejectedTo reopen and update the application form if it is rejected

	Cancel
	Close without saving



[bookmark: _Toc46130389]WIE04 Prior Work Experience
i. To open a blank new WIE04 application form by clicking the option ‘WIE04 Prior Work Experience’ under the creation menu.
[image: ]

ii. Please fill in all mandatory data before submission. In case that you cannot input all data at this moment, you can click ‘Save as Draft’ button to save it without submission.

iii. Once all data have been inputted, you can click ‘Submit’ button to submit it and the validation will be taken according. If any data is invalid, the system will prompt the error message. Please correct them.

iv. If submission is successful, the status will be updated to be ‘Submitted’ and pass it to advisorWIE Advisor for approval. Notification message will be received at your mailbox. 

v. Once advisorWIE Advisor has approved or rejected it, you will receive the notification message to acknowledge its result.

vi. If it is rejected, you can amend data or provide more supportive documents by clicking ‘Re-submit’ button. After that, you can submit it again.

Note: WIE04 Prior Work Experience can be created by SPEED Stage students before week 6 of semester 1

	Button
	Description

	Submit
	To submit it for advisorWIE Advisor’s approval

	Save as draft
	To keep it to be draft

	Re-Submit
	To submit the application again if it is rejectedTo reopen and update the application form if it is rejected

	Delete
	To delete the draft application form if no need anymore.

	Cancel
	Close without saving





[bookmark: _Toc46130390]As ‘AdvisorWIE Advisor’
[bookmark: _Toc46130391]Landing Screen
Once login successfully, the advisorWIE Advisor landing screen will be shown as below.
[image: ]
	Header Logo
	Logo of The Hong Kong Polytechnic University and The College of Professional and Continuing Education are displayed.

	Header Navigator
	To change font size, advisorWIE Advisor’s‘s name and logout.

	View Navigator
	To navigate the dashboard, student and eForm view content

	View Content Panel
	To display the associate view content

	Footer
	To state the privacy policy, copyright and disclaimer.


[bookmark: _Toc46130392]Header Navigator
[bookmark: _Toc46130393]Changing the font size
i. To click the  [image: ] icon, the pulldown menu is shown.
[image: ]
ii. You may change the font size to be smaller by clicking the ‘Small’ option or be bigger by clicking ‘Large’ option.

[bookmark: _Toc46130394]Logout WIE System
To click [image: ] for signing off the WIE system.
Once signing off successfully, the below screen will be shown. For security reasons, please close all browsers windows.
[image: ]

[bookmark: _Toc46130395]View Navigator
There have are 3 view navigators - , Dashboard, Student and eForm, present.

[bookmark: _Toc46130396]Dashboard
i. To access the dashboard, please click ‘Dashboard’ in the view navigator.
 
ii. A summary of submitted forms under your The summarized table of programme will be illustrated in the left panel and the pending approval forms will be shown in on the right panel as pie chart.	Comment by Ricky Tong [SPEED]: Sometimes one WIE Advisor is looking after two programmes. What will they see in here?
[image: ]
iii. In the summarized table, the underlined figure numbers in value will change its color to red and underline if are being clickable. 
[image: ]

iv. If you click on the numbera figure value, it will linkdirect to ‘All’ tab under ‘eForm’ view with designated filtering.
[image: ]

v. If you click on a slice of pie chart, it will direct to the ‘pending’ tab under the ‘eForm’ view with designated filtering.
[image: ]

[bookmark: _Toc46130397]Student
i. To access the student view, you can click ‘Student’ at the view navigator.
[image: ]
ii. The filter selection is placed at the upper panel and the list of student is shown beneath it. 
iii. To search the desired list of students, 4 filtering options arehas been availableoffered.
	Filter Options
	Values

	Programme
	List of advisorWIE Advisor’s associated programmes

	Stage
	All Stages
Stage 1
Stage 2
Stage 3
Stage 4

	Completion %
	WIE hours completion (%) from 0 to 100

	Keyword
	To input student numbero & name , programme code & title 



For example, if you want to seek look for the students fulfilling the percentage of completion 20-60%, please alter adjust the slide bar to that value range.
[image: ]

Then, the list of designated students will be updated accordingly.

iv. To view the student details, please click on the a link of student name.

v. Then, the this student detail of the student will be displayed

vi. To send individual messageemail to particular student(s), please click the ‘envelope’ icon belowfore student no. 
[image: ]

vii. ThenYou can send emails using either a , please select the type of message either customized template or write a blank new mail.
[image: ]

viii. If you want to create new a blank new message, please click ‘New email’ button. The A blank message will be displayprompteded.
[image: ]

ix. Please input the subject and message content. 

x. Then, click ‘Send’ button to send the email. Otherwise, click the ‘Back’ button to go back to the previous screen.

xi. If you want to create draft an email from acustomized message template, please click ‘Custom e-mail template’ button

xii. The list of custom mail templates is prompted. Please select one of them to continue.
[image: ]

xiii. A customized message will be shown. Please update the subject and message content if needed. Then, click ‘Send’ button to send it.
[image: ]

xiv. To send a message to bulky multiple recipientspersons, please check the individual checkboxes before student no and then click ‘Bulk Sent’ button
[image: ]

xv. Repeat the step vii to step xiii similarlyif you want to send other messages. 

[bookmark: _Toc46130398]eForm
i. To access the eForm view, you can click ‘eForm’ at the view navigator.
[image: ]
ii. The filter selection is placed at the upper panel, sub-view tabs is in the middle and the list of eForms is shown at the bottom.

iii. To search the desired list of eForms, 4 filtering options has arebeen availableoffered.
	Filter Options
	Values

	Programme
	List of advisorWIE Advisor’s associated programmes

	Stage
	All Stages
Stage 1
Stage 2
Stage 3
Stage 4

	WIE Form
	All Forms
WIE01 Proposal Form
WIE02 Log Sheet
WIE02 Reflective Learning Statement
WIE04 Prior Work Experience

	Keyword
	To input student nonumber & name , programme code & title 



For example, if you want to seek look for the stage 2 students, please select ‘Stage 2 …’ in the filtering. 
[image: ]

Then, the list of designated students will be updated accordingly.

But the way, yYou can also switch between ‘Pending’ and ‘All’ view in the sub-view tab under the same filtering criteria.

iv. To view WIE Forms, please click on thea link of form name.

v. Then, this WIE form will be opened and then you will take appropriate actions. 

[bookmark: _Toc46130399]Approve / Reject WIE Forms
[bookmark: _Toc46130400]WIE01 Proposal Form
i. To oYou can open a submitted WIE01 application in the ‘Submitted’ status, then you can please review the details in the content of application form to see whether it can be approvedto be okay or not.
 
ii. If the applicationit is acceptable, please mark the ‘Approved’ checkbox and then input the effective date. Student’s eligible WIE Hours will only be counted starting from this effective date.
[image: ]

iii. Then, click the ‘Approve’ button to complete it and the applicationits status will be updated to be ‘Approved'

iv. In case that the application form is not okayacceptable (e.g. with missing supporting documents), you mayplease mark the ‘Rejected’ checkbox and then provideinput the reject reasons for rejection.
[image: ]

v. Then, click ‘Reject’ button to complete it and its the application status will be updated to be ‘Rejected'.

vi. The A notification message will be sent to that student.
	Button
	Description

	Approve
	To approve the WIE application form

	Reject
	To reject the WIE application form

	Cancel
	Close without saving



[bookmark: _Toc46130401]WIE02 Log Sheet
i. To oOpen a submitted WIE02 application in the ‘Submitted’ status, you canplease review each pending job entry to see whether it is fineto be okay or not.
 
ii. If it is acceptable, please mark the ‘Approved’ checkbox. Otherwise, please mark ‘Rejected’ checkbox and then provideinput the reject reasons for rejection.
[image: ]	Comment by Ricky Tong [SPEED]: Can we show the "Complete" & "Cancel" button in this screenshot?

iii. Once pending the application is marked Rejected or Approvedjob entries have been decided, please click the ‘Complete’ button    to update it.

iv. The A notification message will be sent to that student.
	Button
	Description

	Complete
	To complete the WIE application form

	Cancel
	Close without saving



[bookmark: _Toc46130402]WIE03 Reflective Learning Statement
i. To oOpen a submitted WIE03 application in the ‘Submitted’ status, please review the content of the Reflective Learning Statementapplication form  to see whether it is fineto be okay or not.
 
ii. If it is acceptable, please mark the ‘Approved’ checkbox. 

iii. Then, click the ‘Approve’ button to complete it. The application and its status will be updated to be ‘Approved'

iv. In case that the application form is not acceptableokay, please mark the ‘Rejected’ checkbox and then input the reject reasons for rejection.
[image: ]

v. Then, click the ‘Reject’ button to complete it and its the application status will be updated to be ‘Rejected'.

vi. The A notification message will be sent to that student.
	Button
	Description

	Approve
	To approve the WIE Reflective Learning Statementapplication form

	Reject
	To reject the WIE Reflective Learning Statementapplication form

	Cancel
	Close without saving



[bookmark: _Toc46130403]WIE04 Prior Work Experience
i. To oOpen a submitted WIE04 application in the ‘Submitted’ status, please review the content of application form to see whether it is fineto be okay or not.
 
ii. If it is acceptable, please mark the ‘Approved’ checkbox, select the type of ‘Recognition’ option and input the approved number of recognized WIE Hours as appropriateif need.
[image: ]


iii. Then, click the ‘Approve’ button to complete it and its the application status will be updated to be ‘Approved'

iv. In case that the application form is not acceptableokay, please mark the ‘Rejected’ checkbox and then input the reject reasons for rejection. 
[image: ]

v. Then, click ‘Reject’ button to complete it and its the application status will be updated to be ‘Rejected'.

vi. The A notification message will be sent to that student.
	Button
	Description

	Approve
	To approve the Prior Work ExperienceWIE application form

	Reject
	To reject the Prior Work ExperienceWIE application form

	Cancel
	Close without saving





[bookmark: _Toc46130404]As ‘Office Admin’
[bookmark: _Toc46130405]Landing Screen
Once login successfully, the office admin landing screen will be shown as below.
[image: ]
	Header Logo
	Logo of The Hong Kong Polytechnic University and The College of Professional and Continuing Education are displayed.

	Header Navigator
	To change font size, office admin’s name and logout.

	View Navigator
	To navigate the dashboard, student, programme and eForm view content. Tool menu is included.

	View Content Panel
	To display the associate view content

	Footer
	To state the privacy policy, copyright and disclaimer.



[bookmark: _Toc46130406]Header Navigator
[bookmark: _Toc46130407]Changing the font size
iii. To click the  [image: ] icon, the pulldown menu is shown.
[image: ]
iv. You may change the font size to be smaller by clicking the ‘Small’ option or be bigger by clicking ‘Large’ option.

[bookmark: _Toc46130408]Logout WIE System
To click [image: ] for signing off the WIE system.
Once signing off successfully, the below screen will be shown. For security reasons, please close all browsers windows.
[image: ]

[bookmark: _Toc46130409]View Navigator
There have are 4 view navigators, Dashboard, Student, programme Programme and eForm, present. Also, Tool menu is included.

[bookmark: _Toc46130410]Dashboard
i. To access the dashboard, please click ‘Dashboard’ in the view navigator.
 
ii. The A summary of the submission statusized table of in the programme will be illustrated shown in the left panel and outstandingpending approval forms will be shown in the right panel as pie chart.
[image: ]
iii. In the summariyzed table, the underlined numbers in red figure value will change its color to red and underline if beingare clickable. 
[image: ]

iv. If you click on the numbera figure value, it will direct to ‘All’ tab under ‘eForm’ view with designated filtering.
[image: ]

v. If you click a slice of pie chart, it will direct to ‘pending’ tab under ‘eForm’ view with designated filtering.
[image: ]

[bookmark: _Toc46130411]Student
i. To access the student view, you click ‘Student’ at the view navigator.
[image: ]
ii. The filter selection is placed at the upper panel and the list of student is shown beneath it. 

iii. To search the desired list of students, keyword search for student nonumber & name, programme code & title arehas been availableoffered.

iv. To view the student information, please click on thea link of student nonumber.

v. Then, thise student information will be shown.
[image: ]
vi. Please amend any the student information if needed. Afterwards, clicking the ‘Save’ button to update it.
vii. To add a new student information, please click [image: ]  button to open a blank form, input all mandatory data fields and then click the ‘Save’ button.

[bookmark: _Toc46130412]Programme
i. To access the programme view, you click ‘Programme’ at the view navigator.[image: ]

ii. The filter selection is placed at the upper panel and the list of programme is shown beneath it. 

iii. To search the desired list of students, keyword search, for programme code & title, has are been offeredavailable.

iv. To view programme information, please click a link of programme code.

v. Then, this programme information will be shown.
[image: ]

vi. Please amend any information if needed. Afterwards, click theing ‘Save’ button to update it.

vii. To add a new programme information, please click [image: ] button to open a blank form, input all mandatory data fields and then click the ‘Save’ button.

[bookmark: _Toc46130413]eForm
i. To access the eForm view, you click ‘eForm’ at the view navigator.
[image: ]

ii. There are 2 kinds of sub-views, student Student and eForm, are present. Both of them have their own filter selection and the list of content is shown at the bottom.

‘Student’ Sub-view

i. All submitted WIE application forms are categorized by student no number in this view.

ii. To search the desired content, 4 filtering options has arebeen availableoffered.
	Filter Options
	Values

	Programme
	List of office availableadmin’s associated programmes

	Stage
	All Stages
Stage 1
Stage 2
Stage 3
Stage 4

	Completion %
	The range of percentage of completion of WIE hours

	Keyword
	To input student number no & name , programme code & title 



For example, if you want to seek look for the stage 2 students, please select ‘Stage 2 …’ in the filtering. 

[image: ]

Then, the list of designated students will be updated accordingly.

iii. To view the details of the student, please click a link ofon the student name.

iv. Then, this student’s information will be opened shown and then you will take appropriate actions. 

v. To cClick ‘Cancel’ button to go back to the previous screen

vi. To send individual messageemail to the student(s), please click the ‘envelope’ icon before student number no. 
[image: ]

vii. Then, please select the type of message either from customized template or a blank new mail.
[image: ]

viii. If you want to create a new blank message, please click ‘New email’ button. The A blank message will be prompted.
[image: ]

ix. Please input the subject and message content. 

x. Then, click ‘Send’ button to send. Otherwise, click the ‘Back’ button to go back to the previous screen.

xi. If you want to create a message from a customized message template, please click ‘Custom e-mail template’ button

xii. The list of custom mail templates is prompted. Please select one of them to continue.
[image: ]

xiii. A customize message will be shown. Please update the subject and message content if needed. Then, click ‘Send’ button to send it.
[image: ]

xiv. To send message to bulky multiple recipientspersons, please check the checkboxes before student number no and then click the ‘Bulk Sent’ button
[image: ]

xv. Repeat the step vii to step xiii similarlyif you need to send other messages. 

xvi. To extract student WIE form and attachment into a compressed file, please check the checkbox before student number no and then click ‘Extract Zip’ button

xvii. Please input the password (case-sensitive) for encryption. This is the password you will need when you open the ZIP file later.
[image: ]

xviii. You may need toP lease wait for a while when the files are being compressedto process it.

xix. Once it is completed, a the message log will be shown and the compressed file is ready to for download.
[image: ]
‘eForm’ Sub-view

i. All submitted WIE application forms are listed by form name in this view.
[image: ]

ii. To search the desired content, 4 filtering options has are been offeredavailable.
	Filter Options
	Values

	Programme
	List of office admin’s associated programmes

	Stage
	All Stages
Stage 1
Stage 2
Stage 3
Stage 4

	WIE Form
	All Form
WIE01 Proposal Form
WIE02 Log Sheet
WIE02 Reflective Learning Statement
WIE04 Prior Work Experience

	Keyword
	To input student number no & name , programme code & title 



For example, if you want to seek look for the stage 2 students, please select ‘Stage 2 …’ in the filtering. 
[image: ]

Then, the list of designated application forms will be updated accordingly.

But the way, yYou can also switch between ‘Pending’ and ‘All’ view in the sub-view tab under the same filtering criteria.

iii. To view an individual application form, please click on thea link of form name.

iv. Then, this application form will be opened and then you will can take appropriate actions. 

v. To cYou can click the ‘Cancel’ button to go back to the previous screen

[bookmark: _Toc46130414]Tool
To maintain and support the WIE application system, there are it has 4 supportive tasks provided.

Import
To select ‘Import’ option under the ‘Tool’ pulldown menu.
[image: ]

[bookmark: _Toc39833405]Import Programme -WIE Hours mapping
To maintain the mapping of programme information including programme code, programme titlename, programme Programme leaderLeader, requiredested number of WIE hours and minimum words of reflective learning statement in WIE03 form effortless, you will import these data based ona pre-defined excel Excel template should be uploaded (Appendix 6.2)
i. To select ‘Programme – WIE hours mapping’ option
[image: ]
ii. To choose the designated import Excel file to be imported

iii. Then , to click the ‘Import’ button to executeupload the file.


[bookmark: _Toc39833406]Import Student – Programme mapping 
To maintain the information of students and  as well as related programme, advisorWIE Advisor and office administrative staffs, you will import these data based on a pre-defined excel Excel template has to be uploaded (Appendix 6.2)
i. To sSelect ‘Student – Programme mapping’ option
[image: ]
ii. To choose the designated import Excel file to import

iii. Then, to click the ‘Import’ button to executeupload the file.

Import Import Student – SARP mapping
The completion of students’ WIE will be confirmed after the SARP meeting in each semester. To mark such status in the systemupdate SARP, ayou will import these data based on pre-defined excel Excel template has to be uploaded (Appendix 6.2)
i. To select ‘Student – SARP mapping’ option
[image: ]
ii. To choose the designated import Excel file to import

iii. Then, to click the ‘Import’ button to executeupload the file.

Import WIE01 Form 01 Data
To batch import bulky WIE01 application data (for HKCC only), you will import these data based on a pre-defined excel Excel template has to be uploaded (Appendix 6.2). 
i. To select ‘WIEForm01 Data’ option
[image: ]

ii. To choose the designated import Excel file to import

iii. Then, to click the ‘Import’ button to executeupload the file.
	Comment by Chris Tse [ITU]: Please add a reminder here, asking users to remove description and sample data row in the Excel file.

Note: 
-	This importing feature can is ‘ADD’ new files only
-	It will not check theN o duplication of filescan be checked

Export
To select ‘Export’ option under the ‘Tool’ pulldown menu.
[image: ]
Export Employer Data
i. If you want to extract the details of employers, To choose ‘Employer Data’ option

ii. To input the password (case-sensitive) for encryption. This is the password you need to open the file later.

iii. To cClick the ‘Export’ button to execute it
[image: ]

Export WIE Report
i. [bookmark: _GoBack]If you want to export the students’ WIE completion status, please To choose the ‘WIE Report’ option
[image: ]

ii. To input the password (case-sensitive) for encryption. This is the password you need to open the file later.

iii. To cClick the ‘Export’ button to execute it

Mail Profile Template
i. To manage the customised mail templates, select ‘Mail Profile Template’ option under the ‘Tool’ pulldown menu.
[image: ]

ii. The list of mail template is will be shown.
[image: ]

iii. To cClick at on the mail template name, you can modify its mail subject and content. After that, click the ‘Save’ button to update it

iv. You can create customized mail template by clicking the icon[image: ].

v. A blank mail template has beenwill be opened. Please input all mandatory data fields and save it

vi. Ifn case t ahat the customized mail template is no longer needed anymore, please you can click the [image: ] icon to remove it.

Note: System mail template can be modified but cannot be deleted.

System Setting
To You can configure the general settings of WIE system such as attachment size and file type:, you can manage them as below steps.
i. To sSelect ‘Tool’ and then ‘System Setting’ option.
[image: ]

ii. The system setting profile is shown.
[image: ]

iii. Please modify the parameters setting if needed. After that, click the ‘Save’ button to update it.



[bookmark: _Toc46130415]As ‘Programme Leader’
[bookmark: _Toc46130416] Landing Screen
Once login successfully, the programme Programme leader Leader landing screen will be shown as below.
[image: ]
	Header Logo
	Logo of The Hong Kong Polytechnic University and The College of Professional and Continuing Education are displayed.

	Header Navigator
	To change font size, advisorWIE Advisor‘s name and logout.

	View Navigator
	To navigate the student and eForm view content

	List of Content
	To display the associate records

	Footer
	To state the privacy policy, copyright and disclaimer.





[bookmark: _Toc46130417]Header Navigator
[bookmark: _Toc46130418]Changing the font size
v. To click the  [image: ] icon, the pulldown menu is shown.
[image: ]
vi. You may change the font size by clicking the ‘Small’ or ‘Large’ option.
vii. You may change the font size to be smaller by clicking ‘Small’ option or be bigger by clicking ‘Large’ option.

[bookmark: _Toc46130419]Logout WIE System
To click [image: ] for signing off the WIE system.
Once signing off successfully, the below screen will be shown. For security reasons, please close all browsers windows.
[image: ]

[bookmark: _Toc46130420]View Navigator
There have are 2 view navigators, Student and eForm, present.

[bookmark: _Toc46130421]Student
i. To access the student view, you can click ‘Student’ at the view navigator.
[image: ]

ii. The filter selection is placed at the upper panel and the list of student is shown beneath it. 

iii. To search the desired list of students, 4 filtering options has are been offeredavailable.
	Filter Options
	Values

	Programme
	List of advisorWIE Advisor’s associated programmes

	Stage
	All Stages
Stage 1
Stage 2
Stage 3
Stage 4

	Completion %
	WIE hours completion (%) from 0 to 100

	Keyword
	To input student number no & name , programme code & title 



For example, if you want to seek look for the students fulfilling the percentage of completion 20-60%, please alter the slide bar to that value range.
[image: ]

Then, the list of designated students will be updated accordingly.

iv. To view the student detailstudent details, please click a link ofon the student name.

v. Then, theis student detail will be displayed

vi. To send individual email to particular studentsmessage, please click the ‘envelope’ icon before belowstudent no. 
[image: ]

vii. You can send emails Thenusing , please select the type of message either a customized template or write ablank new mail.
[image: ]

viii. If you want to create new blank message, please click ‘New email’ button. The blank message will be displayedprompted.
[image: ]

ix. Please input the subject and message content. 

x. Then, click ‘Send’ button to send. Otherwise, click ‘Back’ button to back to previous screen.Then, click ‘Send’ button to send the email. Otherwise, click the ‘Back’ button to go back to the previous screen.
xi. 

xii. If you want to create customized message template, please click ‘Custom e-mail template’ buttonIf you want to draft an email from a message template, please click ‘Custom e-mail template’ button

xiii. The list of custom mail templates is prompted. Please select one of them to continue.
[image: ]

xiv. A customize message will be shown. Please update the subject and message content if needed. Then, click ‘Send’ button to send it.
[image: ]

xv. To send message to bulky persons, please check the checkbox before student no and then click ‘Bulk Sent’ buttonTo send a message to multiple recipients, please check the individual checkboxes and then click ‘Bulk Sent’ button
[image: ]

xvi. Repeat the step vii to step xiii similarly. Repeat the step vii to step xiii if you want to send other messages. 

[bookmark: _Toc46130422]eForm
i. To access the eForm view, you click ‘eForm’ at the view navigator.[image: ]
The filter selection is placed at the upper panel, sub-view tabs is in the middle and the list of eForms is shown at the bottom.

ii. To search the desired list of eForms, 4 filtering options has are been offeredavailable.
	Filter Options
	Values

	Programme
	List of advisorWIE Advisor’s associated programmes

	Stage
	All Stages
Stage 1
Stage 2
Stage 3
Stage 4

	WIE Form
	All Forms
WIE01 Proposal Form
WIE02 Log Sheet
WIE02 Reflective Learning Statement
WIE04 Prior Work Experience

	Keyword
	To input student number no & name , programme code & title 



For example, if you want to seek look for the stage 2 students, please select ‘Stage 2 …’ in the filtering. 
[image: ]

Then, the list of designated students will be updated accordingly.

But the way, yYou can also switch between ‘Pending’ and ‘All’ view in the sub-view tab under the same filtering criteria.

iii. To view WIE Forms, please click on thea link of form name.

iv. Then, this WIE form will be opened and then you will take appropriate actions. 




[bookmark: _Toc46130423]Appendix
[bookmark: _Toc46130424]Abbreviation and acronyms
The following terms and expressions shall have the following meaning:
	Terms
	Description

	The University
	The Hong Kong Polytechnic University

	PolyU
	The Hong Kong Polytechnic University

	The College
	The College of Professional and Continuing Education

	CPCE
	The College of Professional and Continuing Education

	SPEED
	The School of Professional Education and Executive Development

	ITU
	CPCE Information Technology Unit

	WIE
	The Work-Integrated Education system

	WIE01
	WIE Proposal Form

	WIE02
	WIE Log Sheet

	WIE03
	Reflective Learning Statement of WIE

	WIE04
	Application for Recognition of Prior Work Experience


[bookmark: _Toc39832768][bookmark: _Toc39833414]


[bookmark: _Toc46130425]Import Excel Template
	Programme - WIE hours mapping

	


	Student - Programme mapping

	


	Students - SARP mapping

	


	WIEForm01 Data
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Programme_WIE_hours_mapping.xlsx
Programme-WIE hours mapping

		ProgrammeCode		Name		ProgrammeLeaderStaffID		RequestWIEHours		WIE03Words(Min)

		84011		International Business Studies (MBA)		ProgramLeader01		100		800

		8C012		Electrical Engineering		ProgramLeader02		200		1000

		84013		Mechanical Engineering		ProgramLeader01		300		500
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Student_Programme_mapping.xlsx
Student-Programme mapping

		StudentNo		StudentName		Chinese Name		ProgrammeCode		AdvisorID		AdminStaffID1		AdminStaffID2		AdminStaffID3

		19000001A		Chan Tai Man				84011		advisor01		Office_admin01

		19000002A		Wong Raymond				84012		advisor01		Office_admin01

		19000003A		Lee Siu Mei				84013		advisor01		Office_admin01

		19000001S		Lo Wing				84011		advisor02		Office_admin02

		19000002S		Chan Siu Man Tony				84012		advisor02		Office_admin02
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Student_SARP_mapping.xlsx
Student-SARP mapping

		StudentNo		SARP (Y /N)

		19000001A		N

		19000002A		N

		19000003A		N

		19000001S		N

		19000002S		N






image79.emf
WIEForm01 Data.xlsx


WIEForm01 Data.xlsx
Sheet1

		Student No		Student Phone		Company Name		Job Position		Company Address		Company Background		Company Website		Job Duty		Mode Of Work		Involved Hours		Start Date		 End Date		CSAO_SPEED		Remuneration		Extra Allowance		Extra Allowance Rate		Remuneration Rate		Remunerated Rate Type		Please specify if remunered type = Other

Jessica Lee: Jessica Lee:
Mandatory if Company Remunerated Rate = 4 (i.e Other)		Supervisor Title		Supervisor Name		Supervisor Position		Supervisor Phone		Approved Date		Approved By		Approve Hours

Jessica Lee: Jessica Lee:
Approved hours <= Involved hours		Effective Date

		Text		Integer		Text		Text		Text		Text		Text		Text		Integer		Decimal (with 2 decimal places)		Date		Date		Text		Text		Text		Decimal (2 decimal places)		Decimal (2 decimal places)		Integer		Text		Integer		Text		Text		Integer		Date		Text		Integer		Date

		Length: 9		Length:8		Max Length:200		Max Length:200		Max Length:1000		Max Length:4000		Max Length:200		Max Length:4000		Length:1				Format:dd-mm-yyyy		Format:dd-mm-yyyy		Length:1		Length:1		Length:1						Length:1		Max Length:200		Length:1		Max Length:100		Max Length:200		Length:8		Format:dd-mm-yyyy		Value:  Advisor User login Account				Format:dd-mm-yyyy

																		Value:
1 = Full Time
2 = Part Time								Value: 
Y=Yes
N=No		Value: 
Y=Yes
N=No		Value: 
Y=Yes
N=No						Value:
1=Hour
2=Month
3=Year
4=Other				Value:
1=Mr
2=Mrs
3=Ms
4=Miss
5=Dr

		19WIESTDA		256890001		ONE Recruitment		Property Leasing Adminstration Officer - Leasing & Marketing		Central		ONE Recruitment places professionals in Legal and Compliance, Banking and Finance, Retail and General Commercial sectors.		http://www.onerecruitment.com.hk/		Provide administrative support to the Marketing and Leasing Teams on a regular basis 		1		10		01-07-2020		30-07-2020		Y		Y		N				100		1				1		Charles Brown		Manager		2356456		05-07-2020		pfadwie01		5		05-07-2020






