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1.Login to SFQ System

All users can access to SFQ System at htips://sfg-survey.ust.hk.

To access the SFQ System, click the “LOGIN” button.

You do not possess proper privileges to
access this resource. Please contact
AQA for details.

This is a HKUST proprietary system,
provided by ITSO, For access by
AUTHORISED USERS ONLY.

Unauthorised users are strictly forbidden.
All activity is logged and reqgularly checked
by system auditing personnel.

Having trouble accessing the system?

Enter your Email Address and Password and click “Sign in”.

EHERLAS EHERRAS
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UNIVERSITY OF SCIEMNCE UMIVERSITY OF SCIEMCE

AND TECHMOLOGY AND TECHNOLOGY
Sign in 4 sfqcelt@ust.hk
Email Address Enter password

Can't access your account? Password l

Forgot my password l
e EEEEE



https://sfq-survey.ust.hk/

Once you have successful logged on the SFQ System, general information about
SFQ System’s functions will be shown on the page. You will nhow be ready to
Manage Curriculum, Survey, Report and Access Right Management.
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Actions are requirned by unit managers for the follawing items:

f» ACTIVE SURVEY EXERCISES

L. MANAGE CURRICULUM I MANAGE SURVEY
In the “Manage Curriculum” page, you can: In the “Manage Survey” page, you can:
1, Add unit via “Change O Unit® 1. Identify the curriculum withaut survey creation due to no teaching personnel or course
2. Confi list/multi-coded via “Confirm Co-list/Multi-coded Courses” coordinators.
2. Check irem the availabl d details in the acte y exercise.
Other changes to the currioulum: 3. Omit the surveys with provided justifications.
4. Acd report growps te the surveys with provided justifications.
1. For hout HKUST instructars, ph ontact ARD Cours Team to
update the information.
2. FFor courses that require TASTSS SFQ | pdate th din Student
Infarmation System (SIS)

3, For courses without course coordinators, the survey will be omitted. Please add the
information via Stedent information System (SIS] to activate the survey.

4. For teaching staff accounts that cannot be added to SIS, please send an email request to AQA
team [sfg survey@ust.hk).

For your information, the reconciliation schedules are as follows:
« Persan records From WMS: Dally ab 2am

= Curriculum and related records From SI5: Dally at Sam, Sam, 11am, 2pm, Spm and Spm
« Survey records: Daily at 7am. 10am. 1pm. 4pm. 7pm and 10pm

After g changes to the curriculum, please estimate that the changes will be reflected
aftar & hours



2. Authorization for Departmental Staff

SFQ System requires specific authorization for departmental staff to manage
and update surveys.

Executive Unit Manager (EUM) and Administrative Unit Manager (AUM) can
assign roles in SFQ System according to their access right under their
Organization Unit (For details, please refer to section 3.4). Please contact
Academic Quality Advancement Team of Academic Registry Office
(sfg.survey@ust.hk) if assistance is needed.


mailto:sfq.survey@ust.hk

3. Unit Manager (UM) / Editor

3.1 Manage Curriculum

3.1.1 Assign Organisation Units (by Direct Entry)

On the SFQ System homepage, click the “MANAGE CURRICULUM” button of the
menu bar.

& THE HOMG KONG i
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m & MANAGE CURRICULUM & MANAGE SURVEY ‘ 3 REPORT & MCCESS RIGHT MANAGEMENT

Mo, of Courses with Mo Teaching Personnel Mo, of Courses Pending Confirmation

Actions are required by unit managers for the following Kems:

oI ACTIVE SURVEY EXERCISES

% MANAGE CURRICULUM % MANAGE SURVEY
I the “Manage Curriculsm” page, you can: I the “Manage Survey” page, you can:
1. Add wia "Change O in Unit™ 1. Identify the curriculum without survey creation due to na teaching personnel o course
2, Confirm co-list/multi-coded courses via “Confirm Co-listfMulticoded Courses™ coordinators.
2. Check and confirm the avallable surveys and details in the active survey exercise.
Other changes to the curriculisnm: 3, Omit the surveys with provided justifications.
4, Add report groups to the surveys with provided justifications.
1. For courses without HKUST . ph tact ARO Course Team to

update the information.

2. For courses that require TAJTSS SEQ assignments, please update the record In Student
Information System (SIS).

3. For courses without course cocrdinaters, the survey will be cmitted. Please add the
information via Student Information System [SI5) to activate the survey,

4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to
AQA team (319 survey@usthk).

On CURRICULUM MANAGEMENT page, button of “CHANGE
ORGANISATIONAL UNIT +” is shown on the top right corner which is under the
menu bar.

To assign organisation units, click the “CHANGE ORGANISATIONAL UNIT +”
button.

& THE HONG KONG i
UNIVERSITY OF SCIENCE Student Feedback Questionnaire (SFQ) System _ E
AND TECHNOLOGY

& HOME # MANAGE CURRICULUM & MANAGE SURVEY 8 REPORT & A GHT MANAGEMENT ‘

# CURRICULUM MANAGEMENT

No records Found to show mmmm

Added
x Submission Organisational Added Report Ivotved
L] Type Date Term Survey Submitted By Unit Group Personnel Justification Stabus

N data avalable in table



Now you can access the Change Organisational Unit form and proceed with
necessary updates.

B THE HOMG KONG i
B (NVEREry OF Soarice Student Feedback Questionnaire (SFQ) System
AND TECHNOUOGY

# HOME & MANAGE CURRICULUM I MANAGE SURVEY m 2 ACCESS RIGHT MANAGEMENT

® CURRICULUM MANAGEMENT » CHANGE ORCANISATIONAL UNIT

e

Curriculum Information

Add Organisational Unit

Click on the Curriculum field under Curriculum Information section and a list

of all curriculums will be shown below. Type in keywords for faster browsing or
simply scroll down to find and select the curriculum you wish to update.

Curriculum information

"4

ACCT2010 L04 (202526 Fall] OU ACCT) (KIM, Jaesik, DI, Qili)

ACCT2010 LDS (2025-26 Fall) (00 ACCT) (RI, Jaesik, DI, Qili)
ACCT2010 L0& (202526 Fall) (OU ACCT) (KIM, Jaesik, DI, Qili)
ACCT2010 107 (2025-26 Fall) {00 ACCT) (DONG, Qingkal, ¥1, Y1)
ACCT2010 L08 (2025-26 Fall] (OU ACCT) (DONG, Cingkal, Y1, Y1)

ACCT2010 L0 (202526 Fall) (OU ACCT) (DONG, Qinglal, Y1, Y7



Click on the Organisational Unit field under Add Organisational Unit section
and a list of all organisation units will be shown below. Type in keywords for
faster browsing or simply scroll down to find and select the organisation unit you
wish to add. You may select multiple organisation units as needed.

‘Add Organtsational Unit l

Note: Assigning teaching personnel function is only allowed for Administrator
and only HKUST accounts with project type can be assigned. Please contact
Academic Quality Advancement Team (sfg.survey@ust.hk) for special request.

You need to provide a clear justification for your request in the Justification field.

After inputting and verifying the above information, click “SUBMIT” to finalise
your request. After submitting changes to the curriculum, please estimate that
the changes will be reflected after 6 hours.


mailto:sfq.survey@ust.hk

3.1.2 Assign Organisation Units (by Batch Import)

In addition to manually assigning organisation units for single curriculum by
direct entry, you also have the option to assign organisation units for multiple
curriculums via batch import.

On the SFQ System homepage, click the “MANAGE CURRICULUM” button of the
menu bar.

& THE HOMG KONG i
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& MANAGE CURRICULUM & MANAGE SURV 3 REPORT & MCCESS RIGHT MANAGEMENT

Mo, of Courses with Mo Teaching Personnel Mo, of Courses Pending Confirmation

Actions are required by unit managers for the following Kems:

I+ ACTIVE SURVEY EXERCISES

% MANAGE CURRICULUM % MANAGE SURVEY
I the “Manage Curriculim” page, you can: I the “Manage Survey” page, you can:
1. Add via “Change O jon Unit” 1. \dentify the curriculum without survey creation due to na teaching personnel of course
2, Confirm co-list/multi-coded courses via "Confirm Co-list/Multicoded Courses™ coordinators,
2. Check and confirm the avallable surveys and details in the active survey exercise.
Other changes to the curriculisn: 3, Omit the surveys with provided justifications.

4, Add report groups to the surveys with provided justifications.

1. For courses without HKUST . ph tact ARO Course Team to

update the information.
2. For courses that require TA/TSS SFQ assignments, please update the record In Student

Information System (SIS).
3. For courses without course cocrdinaters, the survey will be cmitted. Please add the

information via Student Information System [SI5) to activate the survey,
4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to

AQA team (sFq.survey@usthkl,

Click the “CHANGE ORGANISATIONAL UNIT +” button.

& THE HONG KONG i
R ERaTr CF it icE Student Feedback Questionnaire (SFQ) System _‘ E

AND TECHNOLOGY

& HOME # MANAGE CURRICULUM & MANAGE SURVEY 8 REPORT & ACCESS RIGHT MANAGEMENT l

# CURRICULUM MANAGEMENT

No records Found to show mmmﬂ

Added
x Submission Organisational Added Report Ivotved
L] Type Date Term Survey Submitted By Unit Group Personnel Justification Stabus

N data avalable in table



Navigate to the Batch Import page by clicking the “IMPORT” button.

. RO TNIG I
. e e e Student Feedback Questionnaire (SFQ) System E

AND TECHNCLOGY

# HOME | # MANAGE CURRICULUM &0 MANAGE SURVEY 8 REPORT & ACCESS RIGHT MAMAGEMENT l

® CURRICULUM T » CHANGE OMAL UNIT [ mapost |

Currieulum Information

Add Organisational Unit

You may download the template by clicking the “DOWNLOAD TEMPLATE FILE”
button.

& THE HONG KONG
| | UrEvERSITY OF SCIENCE
AND TECHNOLOGY

m # MANAGE CURRICULLIM 07 MANAGE SURVEY &2 REPORT ' ACOESS RIGHT MANAGEMENT

#  CHANGE OF CURRICULUM DETAILS REQUST = IMPORT

Student Feedback Questionnaire (SFQ) System e . = E

You may download the template and update records in batch,

1. Input new record starting From row
2, Save the file a5 mat.
3. Upload the file and validation will be processed

Chocse File |No file chosen

‘ =

10



Open the file using Microsoft Excel and input the new record starting from row
3.

Note: Two rows of sample records will be shown in the template file, clear those
sample records before uploading the file.

You need to enter the following details for each row:

1. Term

2. Curriculum

3. OU (Multiple organisation units must be separated by commas
without space, e.g. COMP,CSE,SENG)

4. Justification

(Remark: The columns "Type of Teaching Personnel" and "Teaching
Personnel" are desighated solely for the ARO - Academic Quality
Advancement Team. Unit Managers shall add the teaching personnel
information via the Student Information System (SIS).)

@ Autosave @ o) B © - s 1rsemzeee (g v P search

File Home Insert  Page Layout Formulas Data Review View  Automate  Developer Help  Foxit PDF  ACROBAT  MeaningCloud  Power Pivot

Eﬁ & Cut Aptos Narrow ~i LA A = 20, Wrap Text General ~ ﬁ @ /
(& Copy ~
Paste ’ U+ Fiv & A. === =3= BH . 2. 9 «0 .00 Conditional Formatas Cell
v < Format Painter B LU~ - S EEE Bvageacos B % 9% Farmatting ~  Table~  Styles ~
Clipboard ] Font ] Alignment [ Humber I Styles
Bl2 i fx
A B C D E F G
0 1 2 3 4 5
2 |Term Curriculnm ou Type of Teaching Personnel Teaching Personnel Iustification
3 |2023-24 Summer COMPIODILT COMP,SENG Teaching Staff (Instructor) abcdefgh @ust.hk Adhoc request
4 |2023-24 Summer CCMPIO0LLL COMP,SENO Teaching Staff (T23) abcdefgh @ust.hk Adhoc request
8
6
8
El
z e

After inputting and verifying the above information, save your file in CSV
(Comma-Separated Values) format.

Note: Do not save the file in Excel Workbook file format (.xlsx).

11



T [ Deskiop
| 1759203135 |

| CSV UTF-8 (Comma delimited) (*.csv) -

Excel Workbook (*.xIsx) [ B save |
Excel Macro-Enabled Workbook (*.xlsm) -

Excel Binary Workbook (*.xIsh)

Excel §7-2003 Workbook (*.xls) l
C5V UTF-8 (Comma delimited) (*.csv)

XML Data (*xml)

Single File Web Page (*.mht, *.mhtml)

Web Page (*.htm, *.html)
Excel Template (*xltx)

Click “Choose File” to select your finalised CSV file from your device and then
click “UPLOAD CSV FILE” to upload.

-.T._‘- L‘:“N'f;m 'g"“sf i Student Feedback Questionnaire (SFQ) System

AND TECHNOIOGY

m # MANAGE CURRICULLM & MANAGE SURVEY 0 REPORT 2% ACCESS RIGHT MAMAGEMENT

#  CHANGE OF CURRICULUM DETAILS REQUST » IMPORT

POCILTOUST M CITUCHNT FETDRACK CRIESTICMMARE) E

You may download the template and update records in batch,

i Froam raw 3.
C8V Format
and validation will be processed.

Choose File | Mo File chosen

== R
R

Then the system will display a Validation Result page. Each row will show a
validation result. In the Error Message column, if information is successfully
validated by the system, it will display (OK). If errors exist, error details will be
listed for correction.

Correct any errors until all rows show (OK) by clicking the “BACK” button to
upload the corrected file again. The system will NOT proceed if any row contains
errors.

12



& THE HONG KONG i
w OB O S Student Feedback Questionnaire (SFQ) System T E
AND TECHNOLOGY

m # MAKAGE CURRICULUM & MANAGE SURVEY 0 REPORT ¥ KCCESS RIGHT MANAGEMENT
Done

@&  CHANGE OF CURRICULUM DETAILS REQUST » IMPORT » VALIDATION RESULT

Fietd Teaching Personnek: Value abedefghgiust bk is imvalid

4 Fiald Term a
Field DU Val
Fleld Teaching

The uploaded file has been undergone the validation process and the result s listed above. As one or more of the lines are considered invalid, please update the ariginal Impart file and validate the file again. This impart

process has performed,

"4

BACK,

Once all rows are valid, a Proceed button will appear. Click “PROCEED” to
complete the import.

NOTE: this action cannot be reversed and please double check the information
before clicking the “PROCEED “button.

For further amendment or update on assigning OU for the same curriculum(s),
please repeat the complete process either by direct entry or batch import.
Please contact Academic Quality Advancement Team (sfg.survey@ust.hk) if

assistance is needed.

m # MANAGE CURRICULUM m {3 REPORT ¥ ACCESS RIGHT MANAGEMENT

#& CHANGE OF CURRICULUM DETAILS REQUST » IMPORT » VALIDATION RESULT

Une® Error Message Skipped
] (k)
' [1313] Na

(0K} Na

The uploaded file has been undergone the validation process and the result is listed above. All lines are considered proper and are ready to be imported to the system. You may start the data import process by pressing the
Proceed button below,

Ax the data import process is irreversible, please exercise caution when proceeding Further.

13
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3.2 Manage Survey

3.2.1 Confirm Survey Details

On the SFQ System homepage, click the “MANAGE SURVEY” button of the
menu bar, then you can see a full view of the survey.

& THE HOMG KONG i &
KRS Ren S Feedbod Quesommaglr e e O
AMND TECHNOLOGY

HT MANAGEMENT

5

Mo, of Courses with Mo Teaching Personnel No. of Cou ing Confirmation

Actions are managers for the Following kems:

oI ACTIVE SURVEY EXERCISES

4 MANAGE CURRICL < MANAGE SUI

In the “Manage Curriculum’” page, you can: I the “Manage Survey” page, you can:
1. Add it via “Change O o Unit™ 1. 1dentify the currieilum without survey creation due to na teaching personnel o course
2, Confiem co-list/multi-coded courses via "Confirm Co-list/Multi-coded Courses™ coordinators.
2 Check and confirm the avallable surveys and detalls in the active survey exeicise.
Other changes to the curriculun: 3, Omit the surveys with provided justifications.

4, Add report groups to the surveys with provided justifications.
1. For courses without HKUST . P tact ARG Course Team to
update the information.
2. For courses that require TAJTSS SFQ assignments, please update the record In Student
Infosmation System (SI5),
3. For courses without course cocrdinaters, the survey will be cmitted. Please add the
wia Student System (S65) to acthate th

¥.
4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to
AQA team (319 survey@usthk).
B THE HOMNG KOMG i
BSRS  StenFeadbck Quetonnare 7 Syeam e

AND TECHMOLOGY

- # MAMAGE CURRICULLM 2 | RIGHT MANAGEMENT

© SURVEY | FULLVIEW E3

page [ v |[Hofsiview 50 jrecontslFoundotal 8 rords | moro | macoon RSN <o |

No.of

Survey Exsrcise Curriculum Survey Name Drganisational Uinit Teaching Staff Survey Period Iendted Rate Stats

2025-26 Fall End-af ACCT2000001 2528 FALL-ACCT-2010-L01 ACCT TANG, Chao 14112025 0000 — 39113025 ™ 0% =3
Course Student %59

Feedback

Qusestionnaire [SFQ)

Survey

Instructor @

2025-26 Fall End-of ACCT2010 L01 25-26-FALLACCT-2000-L01-T5S ACCT LEUNG, Vincent 14/11/2025 00:00 — 30/11/2025 ] 00% =3
Course Student @ 0000

Feedback

Questionnaire [SFQ)

Survey

2075-26 Fall End-of ACCT2010 L02 2526 FALLACCT-2010-002 ACCT CHEUNG, Steven 14/11/2005 00:00 — 29/11/2025 84 0.0% ==
Coursa Studant ang

Feedback

Questionnaire [SFQ)

Survey

instructor @

14



Select one or more survey records from the table. Click “CONFIRM” under the
menu bar to apply the confirmation process.

B THE HONG KONG
w UNIVERSITY OF SCIENCE
AND TECHNCLOGY

© SURVEY | FULL VIEW

Page ' of 5|View :

202526 Fall End-of-
Course Studant
Feedback
Quastionnairs (SFQ)
Survey

ACCT2010 L1

2025-26 Fall End-of-
Course Stwdent

Fs ke
Questionnaire (5F)
Survey

ACCT2010L04

202526 Fall End-of
Course Studart

te &
Questionnaire (SFQ)
Survey

ACCT010L02

« records | Found total 98 records

2526 TALL-ACCT-2010H01-
Iestrietar | o

25-26-FALL-ACCT-2010-L01-TSS

a
2526 FALLACCT2010-L02-

Irstructor a

Student Feedback Questionnaire (SFQ) System

Organisational Unit

ACCT

2* ACCESS RIGHT MANAGEMENT

Teaching Staff

TANG, Chao

LEUNG, Vincent

14112025 D000 — 297112025
59

14/11/2025 0000 — 30/11/2025
00

14/11/2025 00:00 — 29/11/2025
2350

Na.of

Students Reiponie

Invited i Rate Hatus.

i 0% =3

™ no% =3 ‘
o (0 s

For filtering, you can click on the Status field. Choose “Pending” status and then
click the “SEARCH?” button. All surveys need to be confirmed can be found.

B THE HOMG KONG
URIVERSITY OF SCIENCE
AND TECHNCLOGY

W SURVEY | FULL VIEW
o records Found to show

Survey Exercise

Mo records Found to show

# MANAGE CURRICULLM

I

Student Feedback Questionnaire (SFQ) System

il REPORT

£ ACCESS RIGHT MANAGEMENT

Mo data available in table

¥ AND TECHNOLOGY

# HOME

& SURVEY | FULLVIEW
Page ' of 5] View
Currioutum

ACCT2010001

Survey

ACCTZ010L01

Questionnalre [SFQ}
Survey

& MANAGE CURRICULUM

« records | Found tots] 98 records

25 TEFALL-ACCT-2010-001
Instructor a

5 V6FALLACCT-2010-L01-TSS
a

B8 REPORT

IGHT MANAGEMENT

Na.of
Students PResponse
invited i Rate Status

ALCT

ACCT

TANG, Chio

LEUNG, Vincent

14/11/2025 0000
2338

W10E5

14/11/2025 0000 — 30/11/2025
0000

No. of

Students Response

Inwited i Rate Satus
] 0.0% =

7 (123 =3
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3.2.2 View and Update Survey Details (by Direct Entry)

On the SFQ System homepage, click the “MANAGE SURVEY” button of the menu
bar, then you can see a full view of the survey.

& THE HOMG KONG i
KSR S Feedbed uesommainf S e O

AMND TECHNOLOGY

& HOME HT MANAGEMENT

5

Mo, of Courses with Mo Teaching Personnel No. of Courses Pending Confirmation

Actions are required by unit managers for the following tems:

oI ACTIVE SURVEY EXERCISES

5 MANAGE CURR:

5 MANAGE SURVEY

I the “Manage Curriculm” page, you can: In the “Manage Survey” page, you can:
1. Add it via "Change O ion Unit™ 1. \dentify the curriculum without survey creation due to no teaching personnel or course
2, Confirm co-list/multi-coded courses via “Confirm Co-list/Multicoded Courses™ coordinators.
2. Check and confirm the avallable surveys and details in the active survey exercise.
Other changes to the curricalianm: 3, Omit the surveys with provided justifications.

4, Add report groups to the surveys with provided justifications.

1. For courses without HKUST . ph tact ARG Course Team to

update the information.
2. For courses that require TAJTSS SFQ assignments, please update the record In Student

Information System (SIS).
3. For courses without course cocrdinaters, the survey will be cmitted. Please add the

wia Student System (515} to acthate th .

4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to

AQA team (319 survey@usthk).

Click the “Magnifier Icon” Q next to a survey record to view its details.

B THE HONG KONG i
BoRSiee S s
AND TECHMOLOGY

- # MANAGE CURRICULLM

© SURVEY | FULLVIEW E3

page [ v |[Hofsiview 50 jrecontslFoundotal 8 rords | moro | macoon RSN <o |

No.of

Survey Exsrcise Curriculum Survey Name Drganisational Uinit Teaching Staff Survey Period Iendted Rate Stats

2025:26 Fall Ende-oF ACCT2010 101 25-26-FALLACCT-2010-001 ACCT TANG, Chas 14/11/2025 00:00 — 29/11/2025 ™ 0.0% [ e |
Course Student
Feedback
Qusestionnaire [SFQ)
Survey

Instrster @ a5

2025-26 Fall End-of ACCT2010 101 25-26-FALLACCT-2010-L01-155 ALCT LEUNG, Vincent 14112025 00:00 — 30/11/2025 ] (223 =
Course Student a o]

Feedback

Questionnaire (SFQ)

Survey

2075-26 Fall End-of ACCT2010 L02 2526 FALLACCT-2010-002 ACCT CHEUNG, Steven 14/11/2005 00:00 — 29/11/2025 84 0.0% ==
Coursa Studant ang

Feedback

Questionnaire [SFQ)

Survey

instructor @
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Then you can view the survey profile of selected record.

Student Feedback Questionnaire (SFQ) System

m [ weccarousnim oruone I@
m # MANAGE CURRICULLM & MAKAGE SURVEY B8 REPORT & ACCESS RIGHT MANAGEMENT
© SURVEY » 25-26-FALL-ACCT-2010-LOT-NSTRUCTOR (SURVEY #1) [PENDING]

Survey Frofile [DUM View)

SURVEY INFORMATION

You need to provide/verify some mandatory information under the SURVEY
SETTINGS section:

1. Start Date and Time of the selected survey

2. End Date and Time of the selected survey

3. Report Group of the selected survey for summary report calculation
Remarks:

e Summary Reports calculation will be based on the assigned report
groups.

e Unit Manager can only add report group. Removing report group is
only allowed for Administrator, please contact Academic Quality
Advancement Team (sfqg.survey@ust.hk) for removal.

4. Status of the selected survey
5. Justification for changing survey status or adding report group

After inputting and verifying the required information, click "SAVE" to apply
changes.

17



THE HONG KONG Student Feedback Questionnaire (SFQ) System

Class Size
Medium o

Clazs Level

Undergraduate =

SURVEY SETTINGS

start Date and Time

14112025 00:00 =m

End Date and Time
29/11/2025 73:59 ®

Report Group
wACCT || =SB | = UNIV

UM

elty ackd cepoet gros

. Remaving repart grown s only allowed for Administrator, please conl

Acadnmic Guality Advancement Team (o saveyBUsEhK) for remaal,

Stats
Pending s
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3.2.3 Survey Response Rate

On the SFQ System homepage, click the “MANAGE SURVEY” button of the menu
bar, then you can see all response rates of the surveys.

& THE HONG KONG
UNIVERSITY OF SCIENCE
AMND TECHNOLOGY

Student Feedback Questionnaire (SFQ) System

& HOME

5

Mo, of Courses Pending Confirmation

oI ACTIVE SURVEY EXERCISES

MANAGE C

In the “Manage Curriculum’” page, you can:

1. Add via “Change O n Unit”
2, Confirm co-list/multi-coded courses via "Confirm Co-list/Multicoded Courses™
Other changes to the curriculisn:
1. For courses without HKUST . P tact ARO Course Team to
update the information.
2. For courses that require TAJTSS SEQ assignments, please update the record In Student
Information System (SIS).
3. For courses without course cocrdinaters, the survey will be cmitted. Please add the
information via Student Information System [SI5) to activate the survey,
4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to
AQA team (319 survey@usthk).

B THE HOMNG KOMG
UNIVERSITY OF SOENCE
AND TECHMOLOGY

Student Feedback Questionnaire (SFQ) System

¥ MARAGE CURRICULLM

© SURVEY | FULLVIEW

Page ' of 5| View w records | Found total 98 records
Survey Exercioe Curriculum Survey Mame Drganisational Unit
2025:26 Fall Ende-oF ACCT2010 101 2526 FALLACCT-2010-L01 ACCT
Course Student ikweerl &
Feedback
Questionnalre [SFQ)
Survey
202526 Fall Endhof- ACCT2010 101 2526 FALLACCT-2000-L01-T55 ACCT
Course Student &
Feedback
Questionnaire [SFQ)
Survey
20725-26 Fall Endhof ACCT2010 0102 2526 FALLACCT-2010-L02 ACCT
Caurse Studant strector &
Fedback
Questionnalre [SFQ)
Survey

LEUNG, Vincerit

CHEUNG, Steven

T 6

GHT MANAGEMENT

MANAGE SU

I the “Manage Survey” page, you can:

1. Identify the carriculum without survey creation due to no teaching personnel of course
coordinators.

2. Check and confirm the avallable surveys and detalls in the active survey exercise.

3, Omit the surveys with provided justifications.

4, Add report groups to the surveys with provided justifications.

SPOCELIPUST I [FTUDENT FELDBACK QUESTIONWARE) E

1GHT MANAGEMENT

Teaching Staff Survey Period Iendted Rate Stats
TANG, Chae 14112025 0000 — F97 1112025 ™ 0% =3
2389

14112025 00:00 — 30/11/2025 ] (223 =
o]
14112005 0000 — 29f11/2025 B4 o.0% =3
2389

The Response Rate on the page is subject to change if any students have
been excluded from the calculations for the final reports.
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3.2.4 Update Survey Details (by Batch Import)

In addition to manually updating details for single survey by direct entry, you also
have the option to update details of multiple surveys via batch import.

On the SFQ System homepage, click the “MANAGE SURVEY” button of the menu
bar.

& THE HOMG KONG
UNIVERSITY OF SCIENCE
AMND TECHNOLOGY

Student Feedback Questionnaire (SFQ) System

T 6

& HOME L ICULUM o W OR - GHT MANAGEMENT

5

Mo, of Courses with Mo Teaching Personnel Mo, of Courses Pending Confirmation

Actions are required by unit

anagers for the following kems:

oI ACTIVE SURVEY EXERCISES

MANAGE C

In the “Manage Curriculum’” page, you can:

1. Add via "Change O jan Unit™
2, Confiem co-list/multi-coded courses via "Confirm Co-list/Multi-coded Courses™

Other changes to the curriculun:

1. For courses without HKUST . P tact ARO Course Team to

MANAGE SURVEY

I the “Manage Survey” page, you can:

1. Identify the carriculum without survey creation due to no teaching personnel of course
coordinators.

2. Check and confirm the avallable surveys and detalls in the active survey exercise.

3, Omit the surveys with provided justifications.

4, Add report groups to the surveys with provided justifications.

update the information.

2. For courses that require TAJTSS SEQ assignments, please update the record In Student
Information System (SIS).

3. For courses without course cocrdinaters, the survey will be cmitted. Please add the
information via Student Information System [SI5) to activate the survey,

4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to
AQA team (319 survey@usthk).

Click the “Magnifier Icon Q”nextto a survey record to view its details.

B THE HOMNG KOMG
UNIVERSITY OF SOENCE
AND TECHMOLOGY

Student Feedback Questionnaire (SFQ) System

SPOCELIPUST I [FTUDENT MELDBACK QUESTIOMWARE) E

¥ MARAGE CURRICULLM

1GHT MANAGEMENT

© SURVEY | FULLVIEW

Page ' of 5| View  records| Found total 98 records
No.of
s Hudents Response
Survey Exercise Currieulum Survey Name Drganisational Unit Teaching Staff Survey Period Ievited i Rate Stats
2025:26 Fall Ende-oF ACCT2010 101 25-26-FALLACCT-2010-L01 ACCT TANG, Chac 14112025 D000 — 29112025 ™ 0.0% [ e |
Course Student ikweerl & %59
Feedback
Questionnaire [SFQ)
Survey
2025-26 Fall End-of- ACCT2010 101 2526 FALLACCT-2000-L01-T55 ACCT LEUNG, Vineenit 14112025 00:00 — 30/11/2025 ™ 0.0% =3
Course Student & (]
Feedback
Questionnaire [SFQ)
Survey
2025-26 Fall End-of- ACCT2010 0102 25-26-FALL-ACCT-2010-L02 ACCT CHEUNG, Steven 14112025 0000 — 2911/2025 ] 0.0% =
Caurse Studant nstructor @ 2389
Feedback
Questionnalre [SFQ)
Survey
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Click the “IMPORT” button on the top right corner under the menu bar.

& THE HOMG KONG
UNSVERSITY GF SCIENCE Student Feedback Questionnaire (SFQ) System _'m“" VORI VR VSRR ﬂ
AND TECHNOLOGY

# MANAGE CURRICULLM & MANAGE SURVEY 5 REPORT & ACCESS RIGHT MANAGEMENT l

® SURVEY » 25-26-FALL-ACCT-2010-LOT-INSTRUCTOR (SURVEY #1) [PENDING] E s 1

Survey Profile (DUM View)

SURVEY INFORMATION

Then click the “DOWNLOAD TEMPLATE FILE” button to download template file.

& THE HONG KONG : i
i ol ARS Student Feedback Questionnaire (SFQ) System == S E
AND TECHNCOLOGY “H

m % MANAGE CURRICULUM & MANAGE SURVEY [0 REPORT ¥ ACCESS RIGHT MAMAGEMENT

@ CHANGE OF SURVEY DETAILS REQUST » IMPORT

You may download the template and update records in bateh,

Cheose Fiie | No file chosen

‘ o

Open the file using Microsoft Excel and input the new record starting from row
3.

Note: Two rows of sample records will be shown in the template file, clear those
sample records before uploading the file.
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You need to enter the following details for each row:

1. Survey Name

2. Report Group (Multiple report groups must be separated by commas
without a space, e.g. ISOM,IS,SBM,UNIV)
Remarks:

e Summary Reports calculation will be based on the assigned report
groups.

e Unit Manager can only add report group. Removing report group is
only allowed for Administrator, please contact Academic Quality
Advancement Team (sfg.survey@ust.hk) for removal.

3. Survey Start Date (format example: 01/01/2025 03:00, without second)
4. Survey End Date (format example: 01/01/2025 03:00, without second)

5. Justification

(Remarks: For columns of Report Group, Survey Start Date and Survey End
Date, leave the cell empty if no change or update is needed.)

B Autosave (@ oFf) D ~ s 175015203 (@ £ search
File Home Insert Draw  Page Layout Formulas Data Review View  Automate Help  Foxit PDF
= — (] ab - A EE—
Eﬁ & |Aptos Narrow v||1‘| v| A A - |£| e |w| fEd Conditional Formatting
[l = = = - g ~ % 9 EJE‘FormatasTablev
Paste B I U -~ ; v Moo ﬁ - — .
- ¥ CEREERR R S0 -8 [EZ Cell Styles ~
Clipboard ] Font ] Alignment ] Mumber ] Styles
H12 v i I
A B T D E F
0 1 2 3 4
Survey Name Report Group Survey Start Date Survey End Date Justification

23-24-SUMMER-COMP-1001-L1-Instructor  COMP,SENG  01/01/2025 03:00 03/01/202503:00 Adhoc Request

1759215203 +

After inputting and verifying the above information, save your file in CSV
(Comma-Separated Values) format.

Note: Do not save the file in Excel Workbook file format (.xlsx).
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> [ OneDrive - HKUST > Desktop
| 1750215203 |

| CSV UTF-8 (Comma delimited) (*.csv) - |

Excel Workbook (*xlsx) | B save |
Excel Macro-Enabled Workbook (*xlsm) _
Excel Binary Workbook (*xlsh)

Excel 97-2003 Workbook (*.xls) l
C5V UTF-8 (Comma delimited) (*.csv)

XML Data (*xml)

Single File Web Page (*.mht, *.mhtml}

Web Page (*.htm, *.html)
Excel Template (*xlt)

Excel Macro-Enabled Template (*xltm) i

Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.tct) &
Click “Choose File” to select your completed CSV file from your device and
then click “UPLOAD CSV FILE” to upload.

-’-Ll‘.ﬁ??‘i?ﬁ“;tm Student Feedback Questionnaire (SFQ) System _m R R E
AND TECHNOLOGY

m # MANAGE CURRICULUM © MANAGE SURVEY B REPORT 2® MCCESS RIGHT MANAGEMENT

@&  CHANGE OF SURVEY DETAILS REQUST » IMPORT

You may download the template and update records in batch,

1, Ingust new record starting from row 1.
2. Save the file as CSV format.
3. Upload the file and validation will be processed.

Choose File | No file chosen

o Ry

R

The system will display a Validation Result page. Each row will show a validation
result. In the Error Message column, if information is successfully validated by
the system, it will display (OK). If errors exist, error details will be listed for
correction.

Correct any errors until all rows show (OK) by clicking the “BACK” button to
upload the corrected file again. The system will NOT proceed if any row contains
errors.
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THE HONG KONG
A BVERSITT OF SGE e Student Feedback Questionnaire (SFQ) System
AND TECHNOLOGY

% MANAGE CURRICULLIM &0 MANAGE SURVEY

@&  CHANGE OF SURVEY DETAILS REQUST » IMPORT » VALIDATION RESULT

Line # Error Message
3 Field Survey Name: Value 23-24-SUMMER-1SO0M-1 380-L Hnstructor ks Inv
4 Freld Surviy Name: Value 23-24-SUMMER-ISOM-1300-L1-TSS s Invalid

5 Field Survey Name: Value 23-24-SUMMER4S0M-13804 2 4nstructor

& Field Survey Name: Value 23-24-SUMMER-SO0M-1380-L2-TSS is Invalid

The vploaded file has been undergone the validation process and the result k listed above. As one or more of the lines are considered invalid, please update

process has not been performed.

gin

| impedt file and valid. he file again. This impart
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Once all rows are valid with (OK), a Proceed button will appear. Click
“PROCEED” to complete the import.

NOTE: this action cannot be reversed and please double check the information
before clicking the “PROCEED “button.

For further details amendment or update for the same survey(s), please repeat
the complete process either by direct entry or batch import. Please contact
Academic Quality Advancement Team (sfg.survey@ust.hk) if assistance is
needed.

m # MANAGE CURRICULUM & MANAGE SURVEY 0 REPORT £¥ ACCESS RIGHT MANAGEMENT
Done

&  CHANGE OF SURVEY DETAILS REQUST » IMPORT » WVALIDATION RESULT
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3.3 Report (UM/ Reader)

You can download various reports from the system to support curriculum and
survey analysis.

3.3.1 Different Report Templates

On the SFQ System homepage, click the “REPORT” button of the menu
bar. A list of reports will be shown.

& THE HOMG KONG i
RERSRen S Feedbd Quesommas (5 S e O
AMND TECHNOLOGY

& HOME & MANAGE CURRICULUM i M Y EPOR * ACC HT MAMAGEMENT

5

Mo, oF Courses with Mo Teaching Personnel No. of Courses Pending Canfirmation Multi cade: ' Total Pre

Actions are required by unit managers for the following tems:

oI ACTIVE SURVEY EXERCISES

5 MANAGE CUR

5 MANAGE SURVEY

In the “Manage Curriculum’” page, you can: I the “Manage Survey” page, you can:
1. Add it via “Change O an Unit™ 1. 1dentify the curricilum without survey creation due to na teaching personnel o course
2, Confiem co-list/multi-coded courses via "Confirm Co-list/Multi-coded Courses™ coordinators.

2. Check and confirm the avallable surveys and detalls in the active survey exercise.
3, Omit the srveys with provided justifications.
4, Add report groups to the surveys with provided justifications.

Other changes to the curriculun:

1. For courses without HKUST . P tact ARG Course Team to
update the information.

2. For courses that require TAJTSS SFQ assignments, please update the record In Student
Information System (SIS).

3. For courses without course cocrdinaters, the survey will be cmitted. Please add the

wia Student System (515} to acthate th .

4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to

AQA team (319 survey@usthk).

& THE HONG KONG i i
RRVERET OF et Student Feedback Questionnaire (SFQ) System SPOCIPUTHE [STUDENT FEEDRATY QUESTICSARE) E
AND TECHNOLOGY

& MANAGE CURRICULLY ) 13 POR & A GHT MANAGEMENT

@ voms

Teaching Personnel Report
Departmental Term Summary Reports
Module Term Summary Reports.

Course Group Term Summary Reports
School Term Summary Reports
University Term Summary Reports
Instructor Cumulative Reparts
Teaching Personnel Report (Provisional)
C5V Reports for Course Offering Units

All Reparts befare

/26 [COSSET [ ASSET
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3.3.2 Download and View Reports

On the SFQ System homepage, click the “REPORT” button of the menu bar.
4]

& THE HONG KONG Student Feedback Questionnaire (SFQ) System

UNIVERSITY OF SCIENCE
AMND TECHNOLOGY

& HOME & MANAGE

Mo, of Courses with Mo Teaching Personnel

Actians are required by unit managers For the Following Rems:

oI ACTIVE SURVEY EXERCISES

In the “Manage Curriculum’” page, you can:

1. Add it via "Change O jon Unit™
2, Confirm co-list/multi-coded courses via "Confirm Co-list/Multicoded Courses™

Other changes to the curriculun:

» MANAGE SURVEY

In the “Manage Sufvey” page, you can:

1. Identify the curriculum without survey creation due to na teaching personnel of course
coordinators,

2. Check and confirm the avallable surveys and details in the active survey exercise.

3, Omit the surveys with provided justifications.

4, Add report groups to the surveys with provided justifications.

1. For courses without HKUST . P tact ARG Course Team to
update the information.

2. For courses that require TAJTSS SFQ assignments, please update the record In Student
Infosmation System (SI5),

3. For courses without course cocrdinaters, the survey will be cmitted. Please add the

via Student System (S¥5) b i Y.

4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to

AQA team (319 survey@usthk).

Click on one of the report types you wish to view and download.

B THE HOMG KOMG i i
UNVERLIT CF SCacE Student Feedback Questionnaire (SFQ) System

o
AND TECHNOLOGY

m & MANAGE CU i 7] tEPOR o GHT MANAGEMENT

= REPORT | somouee | mEconCLE SuRVEY RESPONS BAD LANGUACE +

Teaching Personnel Report l

Departmental Term Summary Reports

Module Term Summary Reports

Course Group Term Summary Reports
School Term Summary Reparts
University Term Summary Reports
Instructor Cumulative Reparts
Teaching Personnel Report (Provisional)
C5V Reports for Course Offering Units

All Reparts befare

/26 [COSSET [ ASSET
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Now you can access the REPORT form you selected. Click on the Survey
Exercise field and list of survey exercises will be displayed below. Scroll down to
find and select the survey exercise you wish to retrieve.

B8 REPORT » TEACHING PERSONNEL REPORT

’4

202526 Fall End-of-Course Student Feedback Questionnaite (SFQ) Survey

To refine your search, you can provide additional values in the filtering fields in
additional to Survey Exercise field. Then click the “RETRIEVE” button.

Bl REPQRT » TEACHING PERSOMNMEL REPORT m

4

m Lt

Now you can view the results on the bottom of page. If a report is ready for
download, the Report Status column will show Generated. In the Report
Download column, click the button corresponding to your preferred file type
(HTML / PDF / SDF / TXT) to download the report.

[ e O

Survey Exercise Teaching Pevsonnel Crganisational Unit Survey Status Repart Satus Repart Download

202425 Fall Survey Exercise 2425 FALLASOM-1380-L1 Eeit_revarrBiust h BOMELE Garrated i o . oy

2024-25 Fall Survey Exedclss OM-1IB-LITSE st imcyeung@usthk BOMOCE = Genersted L PO 08 =T

02425 Fall Survey Exerclse  24-25-PALLISOM-AS00-LY- best_fmsurl@ust hk 1SOMCOC = Cenerated woi. | e | e |
Ity

202425 Fall Survey Exercise 2825 FALLISOM-IS00-LITSS  best_kemrickywung @t hk ISOMCCT Garerated - - s i

2024-25 Fall Survey Exercise 2425 FALLSOM-1500-L2 kest_msuriiust hk BoMLCe = Gererated s Por o ™
It
2825 FALLISOM-1500-L2-T58 BOMECE [: " o 208 o
2425 FALLISOM-1500-L3 [ ISOMECE = i ror 08 e
Instructor

2024-25 Fall Survey Exerclse. 28- 24 FALLISOM-1S00-U-TSS  kest_imebroubusthk O = Gererated s PoF o ™

202425 Fall Survey Exercise 2425 FALLISOM-1500-L4 et Lhk sBoMCCC = Ganerate 4 . . 500 et
Istructar
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3.4 Manage Access Rights (UM only)

3.4.1 Overview

The Manage Access Rights displays system users under your assigned
Organisational Unit and allows role management based on your access level.

4 types of roles are available for organisation unit with different level of access:
o Executive User Manager (EUM)* can access:

Manage Curriculum, Manage Survey, Reports, Manage Access Rights (Roles of
AUM, Editor and Reader)

o Admin User Manager (AUM) can access:

Manage Curriculum, Manage Survey, Reports, Manage Access Rights (Limited to
roles of Editor and Reader)

e Editor can access:
Manage Survey

e Reader can access:

Reports

UM Roles in SFQ System

Assign Manage Download
Editors Surveys Reports
/Readers
Executive UM (EUM)" v v v v
Admin UM (AUM) £% v v v
Editor x x v x
Reader x x x v

*One Executive UM per organization unit.

Please contact Academic Quality Advancement Team (sfq.survey@ust.hk) for
granting access rights to EUM.
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3.4.2 Add New Role

On the SFQ System homepage, click the “ACCESS RIGHT MANAGEMENT”
button of the menu bar.

& THE HONG KONG i
RERSRen S Feedbd Quesommas (5 S e O
AMND TECHNOLOGY

& HOME & MANAGE CURRICULUM i MANAGE S i £ REPOR! - S RIGHT MAHAGEMENT

Mo, of Courses with Mo Teaching Personnel Mo, of Courses Pending Confirmation Totsl Proy g Exclusion Requests

Actions are required by unit managers for the following Rems:

oI ACTIVE SURVEY EXERCISES

5 MANAGE CURRICULUM 1 MANAGE SURVEY
I the “Manage Curriculm” page, you can: In the “Manage Survey” page, you can:
1. Add it via "Change O ion Unit™ 1. \dentify the curriculum without survey creation due to no teaching personnel or course
2, Confirm co-list/multi-coded courses via “Confirm Co-list/Multicoded Courses™ coordinators.
2. Check and confirm the avallable surveys and details in the active survey exercise.
Other changes to the curricalianm: 3, Omit the surveys with provided justifications.

4, Add report groups to the surveys with provided justifications.

1. For courses without HKUST . P tact ARG Course Team to

update the information.
2. For courses that require TAJTSS SEQ assignments, please update the record In Student

Information System (SIS).
3. For courses without course cocrdinaters, the survey will be cmitted. Please add the

information via Student Information System [SI5) to activate the survey,
4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to

AQA team (sFq.survey@usthkl,

Click the “Magnifier Icon Q” next to the system user you want to update.

& THE HOMG KONG
QisEsien A D m S
AND TECHMOLOGY

m ® MANAGE CURRICULUM & MANAGE SURVEY REPD 2 AC RIGHT MANAGEMENT

# Roie

poge [ oIV e i e EETTE TR

Last Mame *  First Name Username Type Crganisaticnal Unit Actount Status
ACCONF HKUST & acconf@usthk Project ACCT I o |
ACWORKSPE ST @ acwarksp@uithk Project ACET [ensansio |
Center For Securities Analys! ‘ caftiusthk Praject ACCT [ inainin |

a

Note: If you are a UM with access to multiple organisational units, please
verify the system users and their associated organisational units carefully
before making any updates.
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Click the “ADD NEW ROLES +” button.

B THE HOMG KONG
L L Rrrony o Tk Student Feedback Questionnaire (SFQ) System
AND TECHNOLOGY

m # MANAGE CURRICULLM &0 MANAGE SURVEY 1 REPORT £# ACCESS RIGHT MANAGEMENT

& ROLE » ACCONF@USTHK (USER #4420) [ENABLED)]

Role Profile

Role Organisational Unit Start Date End Date Report

Then you can see a Role Profile. Enter the following details of role:

Role
Organisation Unit

ok oh-=

individual's name)

Click “SAVE” to apply the new role.

Start Date (Remarks: If left blank, the setting takes effect immediately)
End Date (Remarks: If left blank, the setting has no expiry date)
Report User (Remarks: you need to enter at least five characters of the

Note: For user with multiple roles, please add the role separately.

& THE HOMNG KONG
R BVERETT OF SCCE Student Feedback Questionnaire (SFQ) System
AND TECHNOLOGY

m & MANAGE CURRICULUM &) MANAGE SURVEY BB REPORT A ACCESS RIGHT MANAGEMENT

& ROLE » ACCONF@UST.HK (USER #4420) [ENABLED]

Role Profile
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3.4.3 Edit Role

On the SFQ System homepage, click the “ACCESS RIGHT MANAGEMENT”
button of the menu bar.

& THE HOMG KONG i
RERSRen S Feedbd Quesommas (5 S e O

AMND TECHNOLOGY

& HOME & MANAGE CURRICULUM i MANAGE S i £ REPOR! - S RIGHT MAHAGEMENT

Mo, of Courses with Mo Teaching Personnel Mo, of Courses Pending Confirmation Totsl Proy g Exclusion Requests

Actions are required by unit managers for the following Rems:

oI ACTIVE SURVEY EXERCISES

1 MANAGE CURRICULUM 1 MANAGE SURVEY
In the “Manage Curriculum’” page, you can: I the “Manage Survey” page, you can:
1. Add it via “Change O an Unit™ 1. 1dentify the curricilum without survey creation due to na teaching personnel o course
2, Confiem co-list/multi-coded courses via "Confirm Co-list/Multi-coded Courses™ coordinators.

2. Check and confirm the avallable surveys and detalls in the active survey exercise.
Other changes to the curricalianm: 3, Omit the surveys with provided justifications.
4. Add report groups to the surveys with provided justificathors.

1. For courses without HKUST . P tact ARG Course Team to
update the information.

2. For courses that require TAJTSS SEQ assignments, please update the record In Student
Information System (SIS).

3. For courses without course cocrdinaters, the survey will be cmitted. Please add the
information via Student Information System [SI5) to activate the survey,

4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to
AQA team (319 survey@usthk).

Click the “Magnifier Icon Q” next to the system user you want to update.

& THE HOMG KONG
S Tien R e
AND TECHMOLOGY

3E CURRICULUM & MANAGE SURVEY GHT MANAGEMENT

7 ROLE
poge [ oIV e i e EETTE TR

Last Maene *  First Name Username Type Crganisaticnal Unit Account Status.

acconfiust bk Froject AT V. Lo |

NOWORKSP HIUST | @ scwirksp@uin bk Project AceT [cnnan o |

Lrnkf.’fnr\ﬂuriliﬂl\naly\l‘ crafti@usthk Praject ACCT [ onaanin |
a

Note: If you are a UM with access to multiple organisational units, please
verify the system users and their associated organisational units carefully

ACCONF HKUST a

before making any updates.
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Click the “Edit icon @” in the Actions column for the role you want to edit.

Fcle Profile

Then you can view the Role Profile and edit the following details:

Role

Organisation Unit

Start Date (Remarks: If left blank, the setting takes effect immediately)
End Date (Remarks: If left blank, the setting has no expiry date)

Report User (Remarks: you need to enter at least five characters of the
individual's name)

aprwbn =

Click “SAVE” to apply the role update.

Rale Prafile
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3.4.4 Delete Role

On the SFQ System homepage, click the “ACCESS RIGHT MANAGEMENT ”
button of the menu bar.

& THE HOMG KONG i
RERSRen S Feedbd Quesommas (5 S e O

AMND TECHNOLOGY

& HOME & MANAGE CURRICULUM i MANAGE S i £ REPOR! - S RIGHT MAHAGEMENT

Mo, of Courses with Mo Teaching Personnel Mo, of Courses Pending Confirmation Totsl Proy g Exclusion Requests

Actions are required by unit managers for the following Rems:

oI ACTIVE SURVEY EXERCISES

1 MANAGE CURRICULUM 1 MANAGE SURVEY
In the “Manage Curriculum’” page, you can: I the “Manage Survey” page, you can:
1. Add it via “Change O an Unit™ 1. 1dentify the curricilum without survey creation due to na teaching personnel o course
2, Confiem co-list/multi-coded courses via "Confirm Co-list/Multi-coded Courses™ coordinators.

2. Check and confirm the avallable surveys and detalls in the active survey exercise.
Other changes to the curricalianm: 3, Omit the surveys with provided justifications.
4. Add report groups to the surveys with provided justificathors.

1. For courses without HKUST . P tact ARG Course Team to
update the information.

2. For courses that require TAJTSS SEQ assignments, please update the record In Student
Information System (SIS).

3. For courses without course cocrdinaters, the survey will be cmitted. Please add the
information via Student Information System [SI5) to activate the survey,

4. For teaching staff accounts that cannat be added to S5, please send an emall reguest to
AQA team (319 survey@usthk).

Click the “Magnifier Icon Q” next to the system user you want to update.

& THE HOMG KONG
S Tien R e
AND TECHMOLOGY

3E CURRICULUM & MANAGE SURVEY GHT MANAGEMENT

7 ROLE
poge [ oIV e i e EETTE TR

Last Maene *  First Name Username Type Crganisaticnal Unit Account Status.

ACCONFHKUST & accanfiguithk Fraject ACCT | maman |

NOWORKSP HIUST | @ scwirksp@uin bk Project ACET [ enminro |
Center For Securities Analys ‘ crftiusthk Project ACCT [ inainin |
a

Note: If you are a UM with access to multiple organisational units, please
verify the system users and their associated organisational units carefully
before making any updates.
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Click the “Trash icon @” in the Actions column for the role you want to delete.

Note: the delete role action will be effective immediately once you click the
trashicon.

Fcle Profile

Fole Organisational Unit Start Date End Date Report Report User Actions

35



4. Teaching Personnel

4.1 View and Download Report

4.1.1 View survey response rate and teaching personnel reports

Once you have successful logged on the SFQ System, you can view the
Response Rate, which is subject to change if any students have been
excluded from the calculations for the final reports, and download
personalised reports by clicking the DOWNLOAD button for specific report.

¥ TEACHING RECORDS AND SFQ REPORTS

202425 Summar

Course Section Teaching Persannel

Response Rate o, of Days Left  Survey Status Provisional Report. Final Repoet
ACCT2010 1 H00% 0 Closed Mot Availsble [r——

o Clased Not Availsble

Course. Section <] Y spos Mo.of Days Left  Survey Status Provisional Report  Final Report

0% 0 Clased [P Not Available

o Clased Do Heot Awailable

1T CLASS, 94 (Project ) Z8/08{2025 11:00

4.1.2 View course group, school, and university reports

If you have report rights on different course groups, schools, and university
reports, you can switch your role by selecting “Departmental User Role” to
access the reports. For Example:
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4.2 Take Survey

If you have enrolled as a student in a curriculum, you can click on the “SWITCH
TO SFQ SURVEYS” button to access the survey page.

=N £

& TEACHING RECORDS AND SFQ REPORTS SWITCH TO SFQ SURVEYS
2024-25 Summer

Course Section Survey Name Teaching Personnel Survey Period Response Rate No.of Days Left SurveyStatus Provisional Report Final Report

ACCT2010 L 24-25- ITCLASS, 94 21/07/2025 40.00% ] Closed Not Available DOWNLOAD
SUMIMER- (Project 2) 00:00 —
ACCT-2010-L1- 25/07/2025
Instructor 15:00

ACCT2010 L2 24-25- ITCLASS, 94 18/07/2025 37.04% 0 Closed Not Available DOWNLOAD
SUMMER- (Project 2) 00:00 —
ACCT-2010-L2- 22/07/2025
Sl 11:59

You can click “SWITCH TO TEACHING RECORDS AND SFQ REPORTS” button to
return to the Teaching Records and SFQ Reports page.

# HOME

¥ srosumes

0 0

Total Required Questionnaire(s) Total Questionnaire(s) Nokt Yet Completed

Hi IT CLASS, 94 (Project 2), you are invited to evaluate the following courses:
Course Section Teaching Personnel Completion Status Survey Period No. of Days Left

Remark: For surveys with the status “revision in progress,” previously submitted responses will be counted as valid unless updated responses are resubmitted before
the survey end date.

The SFQ is very important to the Quality Assurance of the University’s educational programs.
Please adhere to these guidelines when completing the survey.

1. Read each question carefully.

2. Base your responses on your own overall experience of the course, not a single incident.
3. Present your views clearly, preferably with concrete examples.

4. Personal attacks and abusive language are strictly forbidden.

5. Please provide your comments in English.

dd;

In addition, you are inded of the Foll

1. Avoid leaving the system idle for too long; this will lead to a session timeout and possibly data loss.

2. Do not close the tab/browser or press the navigaktion arrows (i.e., Forward / Backward buttons) of the browser while completing the questionnaires. This again
can lead to data loss.

3. Remember to press the “Submit” button to complete the questionnaires.
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5.Students

5.1 Take Survey

You can begin the survey by clicking the name of the survey in the Course
Column.

W SFQSURVEYS

1 1

Total Requined Questionnaire(s)

Total Questionnaire(s) Not Yet Completed

Hi CHE, L, you are invited to evaluate the following courses:

Course Section Teaching Persannel Completion Status Survey Period o, of Days Left
FoM1280 w2 v [ rir sranmeo 22/09/2025 00:00 — OT/AD/2025 0000 5
Lz IEONG, €
Femark: For surveys with the status “revisi " pe by respanses will b counted as valid unless bamitted be y end date.

Follow the on-screen instructions to complete the survey.

o For the Course

1. The course intended learning outcomes and grading criteria were clearly communicated at the start of the course, allowing me to understand how my work will be evaluated., *

#® strongly Agree

O Agree

0 Meither Agree nor Disagree
O Disgree

0 Strongly Disagree

2. The course (e.g. course content, teaching materials, learning activities) helped me achieve the course intended learning cutcomes. *

® Strongly Agree

O Agree

) Meither Agree nor Disagree
O Disgree

O strongly Disagree

During the survey, use the “BACK” and “NEXT” buttons to navigate between
pages.
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Strangly Agres

Ageee

Neither Agree nos Disagres
Disgres

Strongly Dissgree

Overall, | am satisfied with the teaching by the Instructor (XU, ¥). *

Strongly Agree
Ageee

Neither Agree noe Disagree
Disgree

Strongly Dissgree

good teaching practices you cbserved, the improvements the Instructor could make in his/her teaching, and

Pease peovid Furth b4 sbouit th X, For " bk th

On the final page, click the “SUBMIT” button to finalise your responses.

) ilable to answer thons and dents (e.g. in-person, reply to emails within one week). *

% Strongly Agree

oY) and - & f

® Strongly Agree

Owverall, | am satisfied with the teaching by the Instructar (XU, ). *

® Agree

Flease provide any further comments about the instructor (XL, ) below. For example, you may write about thy

whather the Instructor chy

observed, the Instructor could make in his/her teaching, and
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After submission, a confirmation page will appear. If the course includes
Tutorials or Laboratory Classes, we strongly encourage you to provide
feedback for the Teaching Assistant(s)" by clicking “NEXT” button. Please follow
the same steps to complete the survey and submit your response.

EVALUATION FOR ISOM1380 — TECHNOLOGY AND INNOVATION: SOCIAL AND BUSINESS PERSPECTIVES
COURSE COORDINATOR: XU, Y

COURSE INSTRUCTOR: XU, ¥

TEACHING ASSISTANT: IEONG, C

Your has been sub d successfully. Thank you For your participation.

For enquiries, please Feel free to contact us at sFg.survey@ust.hk.

Please proceed to provide Feedback for other teaching assistants of the same course as well:
To continue with other available surveys, click “HOME” to return to the
homepage.

EVALUATION FOR ISOM1 380 — TECHROLOGY AND INROVATION: SOCIAL AND BUSINESS PERSPECTIVES
COURSE COORDINATOR: XU, ¥

COURSE INSTRUCTOR: XU, ¥

TEACHING ASSISTANT: IEONG, C

Your response has b mitted successfully, Thank you for your participation,

For enquir se feel free to contact us at shg survey@ust.hk

" Teaching Associates (TA), Instructional Assistants (IA), Graduate Teaching Assistants (GTA) and
other teaching support staff (e.g. teaching support staff, technical staff) are included.
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