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1. Introduction

1.1 Purpose

This guide helps users understand the basic operation of the e-COPES software and how to
implement the coaching programme with it.

1.2 Target Users

Supervisors and coaches delivering the ‘Coaching Programme on Executive Skills’ can
create user accounts and use the software to implement the programme:

» Coaches can provide structured coaching to students participating in the programme.

»  Supervisors can review coaching records and monitor the programme outcome.

C iz Introduction
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2. Installation and Launch

(2.1 Recommended Computer Specifications

Computer
Hardware
Operating System

Software

Desktop computer or laptop

4-core CPU or above (64-bit)

Microsoft Windows 11

Microsoft Office 2024 or later (including Office 365)

(2.2 Install the Software

» Download the ‘e-COPES.zip’ file.

* | = | Downloads

Share

x ] D oh Cut

Wl Copy path

Pin to Quick Copy Paste
access

Clipboard

<« v« 4 &> ThisPC »

st Quick access
@ Onelrive

[ This PC
_J 3D Objects
[ Deskiop
Documents
‘ Downloads
D Music
[&] Pictures
B videos
=:3 Windows (C:)

= DataDisk (D)

1item

Installation and Launch

-~

Wiew

Downloads

&

EI Paste shortcut ta

J

]
e-COPES

- m} x
-~ @
FH setect all

0 Select none

% New item =

X =
ﬂ Easy access ~ Edit

Move Copy Delete Rename New Properties
- falder - 4 History E‘E‘Invsrt selection
QOrganize New Open Select
v D Search Downloads yel

ﬁ;;|E|

[ iTH

w—=y e-COPES



» Double-click to open the compressed file and copy the ‘e-COPES'’ folder.

Extract To
<« « 4 & » ThisPC > Downloads > e-COPES «| @ | Search e-COPES
A

3k Quick access

@ OneDrive

[ This PC

J 3D Objects e-COPES Open

[ Desktop Explore
Documents Cut
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Paste the copied folder in your preferred location.

Users may store the software on a designated computer or the school’s internal network

drive for convenient access. As the software contains students’ personal data, please
ensure security of the storage location, and set appropriate access permissions for
the computer or network drive, strictly for the use of school personnel participating

in the programme.

After pasting the folder, the ‘e-COPES.zip’ file can be deleted.

2.3 Launch the Software

> Double-click ‘e-COPES.exe’ to launch the software.
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3. Initial Setup

3.1 Create Two Supervisor Accounts

» When using the ‘e-COPES’ software for the first time, the ‘Create Supervisor Accounts’
page will be displayed. The e-COPES software adopts a dual-supervisor system. The
two supervisor roles should be assigned to two different school personnel. The
functionality and access right of the two supervisor accounts are the same.

> Check the box to confirm that the statement has been read, then click ‘Proceed’.

C e-COPES = - o x

Create Supervisor Accounts

¢ The e-COPES software adopts a dual-supervisor system. The two supervisor
roles should be assigned to two different school personnel.

o When there is staff turnover or when a supervisor forgets the login password,
the other supervisor can help reset it.

o However, if both supervisors lose their username or login password and are
consequently unable to log in, they will not be able to access the information
stored in the software, including the students’ data.

o Since the software involves the personal information of students, please
ensure that your username and login password are kept safely.

DWe have read and understood the above information.

» Click ‘Create Supervisor 1 Account’.
(C e-COPES @ - o x

Create Supervisor 1 Account

‘ B Create Supenvisor 1 Account

| have safely kept my username and login password.

Initial Setup C BT



»  After entering the information of Supervisor 1, click ‘Confirm’.

C e-COPES =@ - o x

Create Supervisor 1 Account

School Name Username
Hong Kong Secondary School Supervisor001
Name of Supervisor Enter Login Password [}
MrWONG 0000000000000 0
Post Re-enter Password
SENCO 00000000000000

(=)

»  After checking that all information entered is correct, click ‘Submit’.

(C e-COPES @ - o x

Confirm Creation of Supervisor 1 Account

School Name Hong Kong Secondary School
Supervisor Name Mr WONG

Post SENCO

Username Supervisor001

(=) - )

Initial Setup
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»  After creating Supervisor 1 Account, check the box to confirm that the username and
login password have been safely kept, then click ‘Proceed’.

C e-COPES =@ - o x

Create Supervisor 1 Account

Reset Supervisor 1 Account

DI have safely kept my username and login password.

Back

» When there is a need to amend the submitted information, click ‘Reset Supervisor 1
Account’.

€ e-COPES =@ - o x

Create Supervisor 1 Account

Reset Supervisor 1 Account

| have safely kept my username and login password.

Back

6 | Initial Setup — ES
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Repeat the above steps to create Supervisor 2 Account.

C e-COPES =@ - o x

Create Supervisor 2 Account

[‘ B Create Supenvisor 2 Account ]
L J

| have safely kept my username and login password.

Reset Both Supervisor Accounts

If Supervisor 1 Account information needs to be reset at any point during or after
creating Supervisor 2 Account, click ‘Reset Both Supervisor Accounts’ and then
create both supervisor accounts again.

& e-COPES =@ - o x

Create Supervisor 2 Account

Reset Supervisor 2 Account

| have safely kept my username and login password.

ES Initial Setup
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3.2 Get Coach Activation Code

»  After reviewing the page information, click ‘Confirm’. The ‘Coach Activation Code’ will
be displayed in the green box. This Code is required for creating coach accounts.

C e-COPES =@ - o x

View ‘Coach Activation Code’

s Supervisors should provide a 'Coach Activation Code’ for coaches to create
their accounts.

e After reading the information on this page, please click 'Confirm’, then the
'Coach Activation Code' will be displayed in the green box below.

e Supervisors may record the code now or view it later upon logging in again.

Coach Activation Code | Will be shown after clicking ‘Confirm’

| Reset Both Supervisor Accounts ‘

If both supervisors forget their usernames or login
passwords and as a result are unable to log in, the
Supervisors will not be able to access the data already
stored in the software.

RPEMES

Please make sure to keep all usernames and passwords
secure. Education Bureau staff cannot reset supervisor
passwords for this standalone software.

»  After noting down the ‘Coach Activation Code’, click ‘Complete Account Creation’.
The software will close automatically, and users may restart it to log in.

€ e-COPES @ - o x

View ‘Coach Activation Code’

e Supervisors should provide a 'Coach Activation Code' for coaches to create
their accounts.

o After reading the information on this page, please click 'Confirm’, then the
'Coach Activation Code' will be displayed in the green box below.

e Supervisors may record the code now or view it later upon logging in again.

Coach Activation Code Kkkkkkkkkkhkhkkk

Complete Account Creation

The 16-character ‘Coach Activation Code’ remains
unchanged once generated.

8 | Initial Setup Cﬁm ES
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4. Coach Account

(4.1 Create Coach Account

» Onthe ‘User Login’ page, click ‘Create Coach Account’.

€ e-COPES =B - o x

N\ dh o=
l i3T5
\—~ e-COPES 2.,

User Login

Username

Login Password

I | Create Coach Account |

Important Notice

To safeguard student data, please log out once you
have completed the session or leave this device.

» Enter information of the coach and the ‘Coach Activation Code’, then click ‘Confirm’.

C e-COPES ' =@ - o x|

Create Coach Account

School Name Username
Hong Kong Secondary Schaool Coach001

Name of Coach Enter Login Password @
MrWONG 000000000

Post Re-enter Password
SENCO 000000000

Coach Activation Code

*kkkkkkkkkkkkkkkk

&
n—>y e-COPES

Coach Account
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> After checking that all information entered is correct, click ‘Submit’.

C e-COPES =@ - o x

Confirm Creation of Coach Account

School Name Hong Kong Secondary School
Coach Name Mr CHAN

Post Guidance Teacher

Username Coach001

== -

A coach can access students’ personal data after logging
in with the ‘Coach Activation Code’. Supervisors should
provide the Code only to school personnel appointed as
Remarks coaches.

To protect students’ personal data, do not disclose
the activation code to unauthorised persons.

(4.2 User Login )

» On the ‘User Login’ page, enter username and login password, then click ‘Log In’ and
begin coaching with students.

€ e-COPES =@ - o x

oy

User Login

Username

Coach001

Login Password

|‘( eate Coach r-"\{::-u“t]

Important Notice

To safeguard student data, please log out once you
| have completed the session or leave this device.

N\ gh i
10 | Coach Account - af{_




5. Managing Student Profiles

<5.1 Create Student Profiles )

» Log in to coach account, click ‘Create Student Profile’.

[ e-COPES
Welcome Back, /
Mr CHAN
Students Search Student &

(No student)

» Enter information of the student, then click ‘Confirm’.

C e-COPES =@ - o x

Create Student Profile

Student Name:
Pak Yat
Class:
2A
Class Number:

01

N\ 2=
uﬁygpg Managing Student Profiles | 11




»  After checking that all information entered is correct, click ‘Submit’.

'© e-COPES =@ - o x

Confirm Creation of Student Profile

Student Name: Pak Yat
Class: 2A

Class Number: 01

Coach Name: Mr CHAN

e

(5.2 View Student Profiles )

» Loginto coach account, click ‘@3’ to toggle between the full-name view and the masked-

name view.
[ e-COPES
Welcome Back,
Mr CHAN
S
2026/27

. . T HIT5H
12 | Managing Student Profiles \—2 e-COPES




» On the student list, click ‘Select’ to open the profile of that student.

(C e-COPES =B - o x
|
Welcome Back, & W
Mr CHAN
/ ~
2026/27
=N -

(5.3 Edit Student Information )

» Log in to coach account, click ‘Edit’ to update information of that student.

C e-COPES 0
|
‘ Welcome Back, & W
Mr CHAN
S
2026/27

Enits Managing Student Profiles | 13
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» Enter the information to be updated, then click ‘Confirm’

} Ee-CéPES

|

1

Profile Number:
100001

Student Name:
Pak Yat

Class:
2A

Class Number:
01

Coach Name:

Mr CHAN

Update Student Information

Student Profile Creation Time: 21/10/2026 11:44:25

Cancel

a
=@ - o x

»  After checking that all information entered is correct, click ‘Submit’.

'€ e-copes =@ - o x
\
|
‘ Confirm Update of Student Information
‘ Profile Number: 100001
Student Name: Pak Yat
Class: 2A
Class Number: 01
Coach Name: Mr CHAN

Managing Student Profiles

=

S

M7

COPES



(5.4 Delete Student Profiles )

» To delete a student record, log in to coach account and click ‘Delete’, and inform the
supervisor about the deletion request.

C e-COPES LJ - o x
Welcome Back,
Mr CHAN
~
Students Search Student & Lleatestudent Profile
2026/27
=)
] ]
=
B
Vg
q"
[ g

» The row for the respective student profile will turn pink.

C e-COPES (=B - o x

&

Student profile marked for deletion. Please

obtain supervisor's approval.

=Y. Vel
Qﬁ‘gpﬁ Managing Student Profiles || 15
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[ e-COPES

Welcome Back,
Mr CHAN

Students

2026/27

.

Search Student &  REEEIESSNULENSLOIES

prox

» Log in to supervisor account, click ‘Approve Deletion’ to delete all data of that student.

 e-COPES

Welcome Back,
Mr WONG

Coaches and Students

Coach: Mr CHAN

S

Search Student & Export Student List

{ Reset Coach Login Password } Delete Coach

2026/27
[ soet | Chomorepaein ]
\
|
|
Once the deletion is approved, data of the respective
Remarks

student cannot be recovered.

Managing Student Profiles

T #iT5

—= e-COPES



(5.5 Search Student Profiles )

» Enter the student’s name in the ‘Search Student’ field to find the required student

profile.
C e-COPES
Welcome Back,

\ Mr CHAN

|

|

| Students [ 5ot s

‘ 2026/27

|

| J
N\ 24 4=
S iTH
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6. Needs Assessment

(6.1 Complete Needs Assessment Questionnaire )

> Enter the ‘Student Profile’ page and select the required questionnaire, such as
‘Completing Homework’.

» If needed, click ‘Download Blank Questionnaire’ to download a blank form.

C e-COPES @ - o x
4 Back //.'
| Student Profile o
| Student Name: Pak Yat /
|
| Needs Assessment
| L]
| :
‘ L ]
| .
|
| £
|
|
: Evaluation il
| [ ]
L ]
|
|
» Read the ‘Instructions’, then click ‘Proceed’.
€ e-COPES - ””777‘ %\ -0 x

Student Name: Pak Yat

4 Back to Student Profile
Needs Assessment \Jg

Instructions (1/2)

This questionnaire helps you understand your use of executive skills in completing homework,
and help you and your coach set the programme goals. You will complete the questionnaire
with your coach, who can assist you if there is anything you do not understand.

each with 4 levels:

e 4 - Outstanding: Can perform consistently and proficiently
e 3 - Good: Can usually perform

e 2 - Fair: Can perform occasionally, has developed partial ability, but there remains room for
improvement

|

|

|

|

|

|

| This questionnaire assesses your performance in 11 executive skills. There are a total of 30 items,
|

|

|

|

|

| e 1- Weak: Can rarely perform, or performance is far from being stable
|

|

|

=Ty
18 | Needs Assessment \"—, c-COPES




€ e-COPES

Select a level for each item and add remarks if needed, then click ‘Save and Next’. If
needed, click * @ Hide Descriptions’ to hide the level descriptions and show only the

four levels.

€ e-COPES

< Back to Student Profile

Needs Assessment w—
Student Name: Pak Yat =

Instructions (2/2)

e Please read each item carefully, and select the level that most closely matches your
performance.
- Ifyou find it hard to choose between two levels, you may choose the lower level.
- If you have not encountered the situation as described, you only need to estimate your
performance.

e You can input additional information in the ‘Remarks’ field.

e You do not have to complete the questionnaire all at once. You can save your responses
and continue at another time.

Back ‘
J

=@ - o x

—

LY HBEHBoBYQ

o Back to Student Profile

Needs Assessment

Student Name: Pak Yat

Completing Homework Response Inhibition

1.1 Clear about the questions or instructions before doing homework Item 1 of 30
4 3 2 1
Qutstanding Good Fair Weak

| ensure that | understand
the questions or instructions
thoroughly before doing
homework.

I usually read the questions
orinstructions carefully
before doing homework.

I sometimes read the
questions or instructions
before doing homework.

I rarely read the questions or
instructions before doing
homework.

Remarks

View Instructions

" @ Hide Descriptions ‘

Save and Next

Needs Assessment

19
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»  After completing the final item, click ‘Save and Submit’.

C e-COPES
4 Back to Student Profile

Needs Assessment

Student Name: Pak Yat

=B - o x

—

=0
——

Completing Homework Metacognition

LRLEL LBV

respective answering techniques have been applied)

11.3 Evaluate own performance accurately (e.g., whether the writing stays on topic; whether the [tem 20 of 20

4 3 2
QOutstanding Good Fair

1

Weak

| can sometimes evaluate my

I can in general accurately
performance on homework

evaluate my performance on

| can always accurately
evaluste my performance on

| can rarely evaluate my
performance on homewark

ll’ View Instructions
L

homework and the quality of | homework and the quality of | accurately, but still my accurately, and my teachers’
my work. my work. teachers’ evaluation often evaluation often differs
differs from my expectation. | greatly from my expectation.
Remarks ® Hide Descriptions
L]
=] Add text

Back to Previous Item Save and Submit

» In the prompt message, click ‘Confirm’ to submit the responses.

C e-COPES

Saved successfully. Confirm submission?

Cancel

Needs Assessment

’__)'
-

75
-COPES



> Click ‘Back to Student Profile’ to view the needs assessment result.

C e-COPES

&

Submitted successfully.

Back to Student Profile

» You can also complete the paper questionnaire and input the responses into the

software, then view the needs assessment result.

(6.2 Edit Responses of Needs Assessment Questionnaire

)

>

If amendments to the selected levels or remarks are required after submission, you can

click ‘Edit’.

Student Name: Pak Yat

C e-COPES =@ - o x
« Back to Student Profile
Needs Assessment

=

——

Completing Homework Metacognition

LR LELLPC@YQ

respective answering techniques have been applied)

11.3 Evaluate own performance accurately (e.g., whether the writing stays on topic; whether the [tem 30 of 30

4 B 2

Outstanding Good Fair

1

Weak

| can sometimes evaluate my
performance on homewark
accurately, but still my

| can in general accurately
evaluate my performance on
homework and the quality of

| can always accurately
evaluate my performance an
homework and the quality of

| can rarely evaluate my
performance on homewark
accurately, and my teachers’

my work. my work. teachers’ evaluation aften evaluation often differs
differs from my expectation. | greatly from my expectation.
Remarks & Hide Descriptions
Add text

View Instructions

Tola

Back to Previous ltem

S HiTy
\—~ -COPES

Needs Assessment
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€ e-COPES

4 Back to Student Profile

Needs Assessment

Student Name: Pak Yat

Completing Homework Time Management

g .5 8

=B - o x

—

=
===

(W

EgWhfo@va

5.1 Estimate time required for homework accurately Item 13 of 30
4 )
4 3 2 1
Outstanding Good Fair Weak

| can always accurately
estimate the time required to
complete different pieces of
homework.

I can in general accurately
estimate the time required to
complete different pieces of
homework.

| can roughly estimate the
time required to complete
homewark.

| always incorrectly estimate
the time required to
complete homework.

Remarks

Add text

View Instructions

| Back to Previous Item ] Save and Submit

‘4 ® Hide Descriptions

» Click ‘Save and Submit’ again to save the responses and update the needs assessment

View Needs Assessment Result

c e-COPES

« Back

Student Profile

Student Name: Pak Yat

Needs Assessment

Completing Homework

.

® Preparing for Assessment
e Managing School Routines
.
.

Evaluation

On the ‘Student Profile’ page, click ‘View Needs Assessment Result’.

Download Blank Questionnaire

View Needs Assessment Result

Export Goal Setting Record K

View Goal Attainment Chart

Export Student Record

Needs Assessment

S RiTH

"—~ e-COPES



» If more than one questionnaire is completed, click ‘Select Area of Concern’ to select
which result(s) to view.

' e-COPES =@ - o x

~

4 Back to Student Profile

Needs Assessment w—
Student Name: Pak Yat =0 =
Needs Assessment Result [[ Select Area of Concern ]I
o ding (4)
Good (3)
Fair (2)
Weak (1)
2 Py
% % % 3% 23 % 3h %% 3% % %
2h B % e & % 2° 3% % g Y
5, L % % % > %% %,
O T > ks )
@ Completing Homework [ Preparing for Assessment [0 Managing School Routines
Remarks:

eI

Save and Submit Remarks Download Completed Questionnaire Export Needs Assessment Result
C e-COPES =B - o x

Select Area of Concern

. Completing Homework
) D Preparing for Assessment
|:| Managing School Routines

Confirm Cancel

' e-COPES =@ - o x

~

« Back to Student Profile

Needs Assessment

Student Name: Pak Yat

= _
=0

—

Needs Assessment Result Select Area of Concern
O ding (4}
Good (3)
Fair (2)
Weak (1)
[ Completing Homework [ Preparing for Assessment [0 Managing School Routines
Remarks:

Trdaa

Save and Submit Remarks Download Completed Questionnaire Export Needs Assessment Result

S RITH
2, T COPEs Needs Assessment || 23




»  While viewing the needs assessment result, remarks can be added. Click ‘Save and
Submit Remarks’ when done.

' e-COPES =@ - o x
<« Back to Student Profile E
Needs Assessment ‘;‘

Student Name: Pak Yat a=0=

Needs Assessment Result
Outstanding (4

Good (3)

Fair (2)

Weak (1)

B Completing Homework [ Preparing for Assessment [ Managing School Routines

Remarks:

Save and Submit Remarks

Download Completed Questionnaire Export Needs Assessment Result

» After saving and submitting remarks, click ‘Edit Remarks’ to change the content of remarks.
Then click ‘Save and Submit Remarks’ again.
' e-COPES =@ - o x

« Back to Student Profile

Needs Assessment /g‘
a=0==

Student Name: Pak Yat

Needs Assessment Result [ SelectAreaof Concem |
o] ding (4}

Good (3)
Fair (2)
Weak (1)
A <
R o025 2% % % %
B R% Rh 8% % %
% % %% %% 4% % k)
%, R A S
X % %, % -9 e
@ Completing Homework [ Preparing for Assessment [J Managing School Routines
m Remarks:
24

<]
m Download Completed Questionnaire Export Needs Assessment Result

=\ =)
24 | Needs Assessment Q,?lcg%




» Click ‘Download Completed Questionnaire’ or ‘Export Needs Assessment Result’ to

save the record to the computer.

Tugs

' e-COPES =@ - o x

4 Back to Student Profile
Needs Assessment w—
Student Name: Pak Yat =0 ==

Needs Assessment Result [ selectArea of Concem |

O ding (4}

Good (3)

Fair (2)

Weak (1)

@ Completing Homework [ Preparing for Assessment [0 Managing School Routines

Remarks:

Edit Remarks

Needs Assessment

25
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7. Goal Setting and Planning

7.1

Set Goals

»  On the ‘Student Profile’ page, click ‘Goal Setting and Planning’.

[ e-COPES

4 Back

Student Profile

Student Name: Pak Yat

Needs Assessment

e Completing Homework

@ Preparing for Assessment
o Managing School Routines
L]
L]

Evaluation

Download Blank Questionnaire
View Needs Assessment Result

Export Goal Setting Record &

View Goal Attainment Chart
Export Student Record

»  Select the ‘Area of Concern’ from the drop-down menu.

' e-COPES

<« Back to Student Profile

Goal Setting and Planning

Student Name: Pak Yat

=@ - o x

=°

!

Area of Concern:

. Completing Homewaork
Blg Goal Preparing for Assessment
Add text

Managing School Routines

Managing Daily Routines

Related Executi
- Interacting with Others

( g. Response Inhibi

s ‘\g

5, Organisation ] | Planning/Prioritisation \

( N
\.g Time Management ) I@J Task Initiation

N
]| @} Working Memory

. .
| €©> Sustained Attention |
J \

,- N [
| @ Goal-directed Persistence| | Y Flexibility

N [
) Q Metacognition

J

Small Goal 1:  Add text

Add a Small Goal

Start Date:  DD/MM/YYY [T

Goal Setting

and Planning

T iTH

n—2y e-COPES



»  Enter the ‘Big Goal’, and select the ‘Related Executive Skills’

(Ce-copEs =B - o x

| <« Back to Student Profile = Al
Goal Setting and Planning - ° |
Student Name: Pak Yat / |

|

Area of Concern: Completing Homework v

Big Goal

Attain a homework submission rate of 50% in the next term. #*

Related Executive Skills:

| gJ Response Inhibition |®f§7 Self-regulation of Affect | Ei_é Organisation | Planning/Prioritisation |

2 Time Management | \!I‘/ Task Initiation @ Working Memary | <& Sustained Attention |

@ Goal-directed Persistence| | “¢* Flexibility | [ @ Metacognition

Small Goal 1:  Add fext Start Date: ()

Add a Small Goal

When opening the ‘Tool Bank’ during ‘Regular Coaching’,
the software will expand the corresponding toolbox(es)
automatically based on the selected 'Related Executive
Skills'.

REMES

> Enter ‘Small Goal 1’ and select its ‘Start Date’.
€ e-COPES =@ - o x

<« Back to Student Profile
Goal Setting and Planning - °

Student Name: Pak Yat

!
Big Goal
Attain a homework submission rate of 50% in the next term.
Related Executive Skills:
g: Response Inhibition \@Q Self-regulation of Affect | 6%6 Organisation \_ \{ Planning/Prioritisation |
@ Goal-directed Persistence| | ¥ Flexibility ) Q Metacognition
Small Goal 1:  Organise my homework list every day. Start Date:  10/02/2026 |3
Add a Small Goal 4 202652R >
B — = = E K
25 26 27 28 29 30 31
Reward Plan 1 2 3 4 5 ¢ 7
e.g., For each small goal where my participation score reaches 4 or abg 8 9 10|11 12 13 14
item on the reward list with 15 tokens. 15 16 17 18 19 20 21 v
22 23 24 25 26 27 28
1 2 3 4 5 6 7

N\ gh 5o
_J#‘"LES Goal Setting and Planning | 27




>  Click ‘Add a Small Goal’ to enter ‘Small Goal 2’ and select its ‘Start Date’, and so on.

[ e-COPES =@ - o x
<« Back to Student Pmﬁl.e ) = ‘
Goal Setting and Planning - °

Student Name: Pak Yat

Area of Concern:  Completing Homework v

Big Goal
Attain a homework submission rate of 50% in the next term.
Related Executive Skills:
( Planning/Prioritisation -:\

:‘, Time Management Il_; Task Initiation @ Working Memary ) \@ Sustained Attention |

| @) Goal-directed Persmence ( fv' Flexibility Q Metacognition

( gJ Response Inhibition | Self-regulation ofAﬁect \ Ki‘é Organisation

Small Goal 1:  Organise my homework list every day. » StartDate:  10/02/2026 (7]

| Goal

Reward Plan .

€ e-COPES o =) en \ x|
<« Back to Student Profile

| . - -

| Goal Setting and Planning °

Student Name: Pak Yat
Big Goal
Attain a homework submission rate of 50% in the next term. |

Related Executive Skills:

gy Response Inhibition | 9@ Self-regulation afAffecl \ 6—2—6 Organisation ) Planning/Prioritisation |
Il_; Task Initiation @ Working Memary [@ Sustained Attention .\
@ Goal-directed Pels\slence | CV' Flexibility Q IMetacognition

Small Goal 1:  Organise my homework list every day. StartDate:  10/02/2026 (7]

Small Goal 2:  Start doing homework at 6 p.m. on every school Start Date:  10/02/2026 G
day. #

Add a Small Goal

The coach and the student can set different start dates for
each small goal.

Remarks

- : T iT5
Goal Setting and Planning o, = COPES




7.2 Design Reward Plan

»  Complete the ‘Reward Plan’ section if applicable.

€ e-COPES (=B - o x

@ Goal-directed Persistence V Flexibility Q Metacognition
(x
L Small Goal 1: Organise my homework list every day. Start Date:  10/02/2026 GjD
)
Small Goal 2:  Start doing homework at 6 p.m. on every school  Start Date:  10/02/2026 @J
day. #

Add a Small Goal

Reward Plan
e.g., For each small goal where my participation score reaches 4 or above, | receive 1 token. | can redeem an
item on the reward list with 15 tokens.

If 1 score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite
my classmates to play a game of 'Werewolf’ at school. »*

ToE

7.3 Confirm Coaching Arrangement

> Enter the ‘Estimated Total Number of Sessions’, then click ‘Confirm’.

' e-COPES =B - o x

Coaching Arrangement

Total number of sessions

[Estimaledtotal numberofsessions\( 40 ‘ l

Interim Evaluation

|| Regular Coaching . Interim Evaluation . Final Evaluation @ Last Session

Confirm Interim Evaluation Arrangement

Remarks

Add text

T

o |[ETTER .

=Y
@ﬂgﬁ Goal Setting and Planning §| 29




» There are two ways to schedule interim evaluation session(s):

(1) Setat Regular Intervals
Click ‘Set at Regular Intervals’. Enter the interval between interim evaluations in
terms of a specific number of regular coaching sessions, then click ‘Confirm’.

[ =@ - o x

[E e-COPES

Coaching Arrangement

Total number of sessions

Estimated total number of sessions = 40

Interim Evaluation

9|10 11 12‘13 14 15‘16 17‘18 19| 20

1‘2 3 4‘5 6 7|8

21 22 23 24|25|2 27|28 29|30 31 32 3 34 35 36 37 3B 39“

I Final Evaluation

Regular Coaching B Interim Evaluation
Confirm Interim Evaluation Arrangement

] ]
] Remarks
l}. Add text .

' e-COPES

Coaching Arrangement

Total number of sessions

Estimated total number of sessions 40

Interim Evaluation

Set at Regular Intervals Customise Sessions

After completing ( 9 ‘ sessions of regular coaching

1‘234567891011121314151617181920

2122 23|24 2526 2728293031 32 33 34/35[36 37 38 39“
I Final Evaluation

| Regular Coaching B Interim Evaluation
Confirm Interim Evaluation Arrangement

Remarks

Trda

o HiTs

—2 e-COPES

30 | Goal Setting and Planning



(2) Customise Sessions
Click ‘Customise Sessions’ to manually assign interim evaluations session(s).

' e-COPES =@ - o x

Coaching Arrangement

Total number of sessions

Estimated total number of sessions =~ 40

Interim Evaluation

Click the number below to indicate interim evaluation session(s)

[‘I‘213’4‘5]6’7]8.9|10‘11’12‘13‘14[15‘16.17‘18}19[201‘

21 2 23 24 25|26 27]28 2930 31 32 33 34 3 36 37‘38‘39“

| Regular Coaching B InterimEvaluation [l Final Evaluation

Confirm Interim Evaluation Arrangement

ToyE

Remarks

» Review the planned schedule for conducting interim evaluation session(s), then click
‘Confirm Interim Evaluation Arrangement’.

' e-COPES =@ - o x

Coaching Arrangement

Total number of sessions

Estimated total number of sessions 40

Interim Evaluation

After completing 9 sessions of regular coaching
I

1‘23456789111213141516171819

212223 24|25 26 27|28 | 20 Y 31 | 32|33 343536 37'38'39m

Regular Coaching B Interim Evaluation - Final Evaluation

Confirm Interim Evaluation Arrangement

Remarks

Tul

N Eh 4= )
E,?}:gp% Goal Setting and Planning § 31




7.4 Submit ‘Goal Setting and Planning’

»  After completing ‘Goal Setting and Planning’, click ‘Submit’.

' e-COPES =@ - o x

Interim Evaluation

123456789“111213141516171819

21 |22 | 23 | 24 | 25 | 26 27 | 28 | 29 @ElU 31 | 32 | 33 | 34 | 35| 36| 37 | 38 39m

Regular Coaching . Interim Evaluation . Final Evaluation

Modify Interim Evaluation Arrangement

Remarks
Add text
] ]
F
:
[ Ig 5
() e-COPES =@ - o x

?

After submission, the big goal cannot be
changed, while small goal(s) and reward plan
can only be changed during interim
evaluation. Confirm submission?

After submission, the big goal cannot be changed, while
Remarks small goals and reward plan can only be changed during
interim evaluations.

==Y =)
Goal Setting and Planning Qﬂgli”s




C?.S View Goal Setting Record )

» On the ‘Student Profile’ page, click ‘Goal Setting and Planning’ to view the record.

' e-COPES 0 x
-
< Back
Student Profile
Student Name: Pak Yat Y

Needs Assessment

o Completing Homework

Preparing for Assessment Download Blank Questionnaire

Managing School Routines

.
.
L] View Needs Assessment Result
L

[ Goal Setting and Planning ] Export Goal Setting Record i )

Evaluation il

L]
. View Goal Attainment Chart
B
Export Student Record

»  After submitting ‘Goal Setting and Planning’, click ‘Export Goal Setting Record’ to save
the record to the computer.

€ e-COPES O %
-
« Back
Student Profile
Student Name: Pak Yat Y
Needs Assessment
o Completing Homework
® Preparing for Assessment
e Managing School Routines
:
.
Goal Setting and Planning (O]
Evaluation i
. :
B
N\ =
TS : :
=, o COPES Goal Setting and Planning § 33
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<7.6 Change Interim Evaluation Arrangement )

»  After submitting ‘Goal Setting and Planning’, click ‘Edit’, then click ‘Modify Interim
Evaluation Arrangement’ to change the schedule for conducting interim evaluation.

C e-COPES =8| - o x|

- |

4 Back to Student Profile
Goal Setting and Planning - °
Student Name: Pak Yat /

Coaching Arrangement

Total number of sessions

Estimated total number of sessions 40

Interim Evaluation

123 afs|6|7][a]o 0|2 13 1a]s]16]17]18] 10 |EY

21 22 23 2 2526 27|28 2 [ 3 32 33 34|35 36|37 3 3 |EY

Regular Coaching . Interim Evaluation Final Evaluation
Modify Interim Evaluation Arrangement

Remarks

Aad text

[————
O ==

» After making the changes, click ‘Confirm Interim Evaluation Arrangement’ and
‘Submit’ again to confirm.

C e-cOPES s@| - o x
4 Back to Student Profile .
Goal Setting and Planning - °
Student Name: Pak Yat /

Coaching Arrangement

Total number of sessions

Estimated total number of sessions 40

Interim Evaluation

12]alals|e|7]s 9“111213141516171319m

21 22|23 |24 25|26 27|28 29 O 31 32|33 34|35 36 373839 )

Regular Coaching B Interim Evaluation B Final Evaluation

Confirm Interim Evaluation Arrangement

Remarks

Add text

The total number of sessions can only be changed during
interim evaluation.

PEMEES

. . [— 5.
Goal Setting and Planning o, = COPES




8. Regular Coaching

8.1

Conduct First Regular Coaching Session

» On the ‘Student Profile’ page, click ‘Regular Coaching and Evaluation’.

€ e-copes
4 Back

Student Profile

Student Name: Pak Yat

Needs Assessment

e Completing Homework

® Preparing for Assessment
® Managing School Routines
.
.

Goal Setting and Planning

=@ - o x

—

Wy

Download Blank Questionnaire
View Needs Assessment Result

Export Goal Setting Record Ej

Evaluation

> Select the date.

€ e-COPES
« Back to Student Profile

Regular Coaching

Student Name: Pak Yat

Session 1 ¥ Date: 10/02/2026
Big Goal 4 February2026 P
Attain a homework submissi Su Mo Tu We Th Fr Sa
Related Executive Skills: 25 26 27 28 29 30 31
- J 1 2 3 4 5 6 7
[ & time Management 8 9 [10]11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
Small Goal 1:  Orga 12 3 4 5 6 7

Small Goal 2:  Start doing homework at 6 p.m. on every school

day.

Export Student Record

:ﬂl— o =

>
A

¢

P\

Start Date: 10/02/2026 ,‘

o

-

Start Date: 10/02/2026 ,

Note: Only small goal(s) in progress are in black. All other small goal(s) are in grey.
Start dates of small goals can only be changed during the first session or interim evaluations.

R.EA.P.

0 Anticipate upcoming situations (difficulties and coping strategies)

T RiTH

"—~ e-COPES

Regular Coaching
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» Anticipate

Review with the student the small goals, assist the student in anticipating the upcoming
situation when working on the small goals, then make record in the ‘Anticipate’ section.
Refer to ‘Effective Questions’ as needed during the discussion.

'€ e-COPES 7 =@ - o x
‘ 4 Back to Student Profile ? Fa A‘

Regular Coaching |
Student Name: Pak Yat & 7 |

Note: Only small goal(s) in progress are in black. All other small goal(s) are in grey.
Start dates of small goals can only be changed during the first session or interim evaluations.

R.E.A.P.
| 4 N ‘
0 Anticipate upcoming situations (difficulties and coping strategies)

Small Goal 1
- Often forgets to record some homework tasks
Small Goal 2
- Special activities may occasionally prevent him from starting homework on time. On those days,
he will begin homework at 8 p.m. (after dinner) instead .#*

\ S

‘. Effective Questions

ﬂ Plan the navt stan S

' E e-COPES =@ - o x
‘ 4 Back to Student Profile ? a B

Regular Coachin
Student N

N R E A P

Anticipate upcoming situations (difficulties and coping strategies) i
e After reviewing the actual implementation of the plan, what are your ‘
| R.E.A.P. thoughts on the upcoming arrangements? ‘
| ® What do you hope to accomplish before our next meeting? ‘
e You were thoughtful during the reflection. What areas do you think
| 0 can be improved? ‘
o What difficulties or obstacles do you anticipate? What solutions do
Small you have in mind? @
- Oftt o If (the difficulty or barrier) occurs, what will you do? What will the
outcome be?
Small
- Spe b
he wil

‘ Effecuve Questons j

ﬂ Plan the navt stan =

N\ #his
36 | Regular Coaching - im_-{




> Plan

Make concrete plans to work on the small goals, and make record in the ‘Plan’ section.
Refer to ‘Effective Questions’ and the ‘Tool Bank’(Z) as needed during the discussion.

' E e-COPES =@ - o x|

‘ +« Back to Student Profile ? a
| Regular Coaching
Student Name: Pak Yat & / :

‘ Effective Questions 1

Q Plan the next step

Small Goal 1: Organise my homework list every day.

Record homework immediately in the ‘Homework Navigator’ during lessons each day

Small Goal 2: Start doing homework at 6 p.m. on every school day.

Set an alarm on phone and make it a routine to start the homework tasks listed in the ‘Homework
Navigator’ at 6 p.m. on school days. Complete the assignments due the next day first. If there is a
special activity, start homework at 8 p.m.

Effective Questions

»  After completing the first ‘Regular Coaching Session’, click ‘Submit’.

\Ce—CbPES =@ - o x

‘ < Back to Student Profile e

Regular Coaching m »
Student Name: Pak Yat e y
|

Set an alarm on phone and make it a routine to start the homework tasks listed in the ‘Homework

Navigator' at 6 p.m. on school days. Complete the assignments due the next day first. If there is a
special activity, start homework at 8 p.m. ‘

Effective Questions

Reward Plan @

If | score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can
invite my classmates to play a game of "'Werewolf’ at school.

Accumulated Token(s) 0 ‘ Earn 0 Redeem 0 Balance | 0 \
Content in this page is saved automatically. You can leave anytime.
Submit when you are done.

-

Once submitted, the content cannot be edited.

=YV}
(Shaitk Regular Coaching | 37
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8.2 Conduct Regular Coaching

» On the ‘Student Profile’ page, click ‘Regular Coaching and Evaluation’.

| E e-COPES
‘ < Back

| Student Profile

Student Name: Pak Yat

Needs Assessment

o Completing Homework

.
o Managing School Routines
°
L]

Regular Coaching and Evaluation

Evaluation

Preparing for Assessment Download Blank Questionnaire

View Needs Assessment Result

Goal Setting and Planning Export Goal Setting Record  [I§

Export Student Record

» Select the date.

(£ e-COPES
\
|

4 Back to Student Profile

Regular Coaching

Student Name: Pak Yat

Session 6 W | Date: 03/03/2026 =

Big Goal
Attain a homework submission rate of 50% in the next term.

Related Executive Skills:

= Time Management ) | @J Task Initiation

Small Goal 1:  Organise my homework list every day.

Small Goal 2:  Start doing homework at 6 p.m. an every school
day.

¢

N

Start Date:

Start Date:

Note: Only small goal(s) in progress are in black. All other small goal(s) are in grey.

=@ -
»
, A

10/02/2026

10/02/2026

R.E.AA.P.

the same date.

PEMES < If records cannot be entered into the software on the
day of coaching, please refer to Question 5 of ‘FAQ

Section 14.1".

Regular Coaching

<~ Only one regular coaching session can be recorded on

-]

g s
h—= e-COPES




Review

The information submitted in the ‘Plan’ section of the previous regular coaching session
will be automatically carried forward to the ‘Review’ section of the next regular coaching
session, allowing the coach and student to review the plan. Refer to ‘Effective
Questions’ as needed during the discussion.

>

|Ce—EbP7ES B ‘g“_ a ox
I ~
| « Back to Student Profile ?

Regular Coaching >
Student Name: Pak Yat ‘ !\ /

R.E.A.P.

® Review small goals and plans

Small Goal 1: Organise my homework list every day.

Record homework immediately in the "Homework Navigator” during lessons each day

Small Goal 2: Start doing homework at 6 p.m. on every school day.

Set an alarm on phone and make it a routine to start the homework tasks listed in the 'Homework
Navigator’ at 6 p.m. on school days. Complete the assignments due the next day first. If there is a
special activity, start homework at 8 p.m.

Effective Questions

~

Evaluate

Make notes on how the student executed the plan of the previous coaching session.
The student’s participation can be rated for each small goal, and remarks can be added.
Refer to ‘Effective Questions’ as needed during the discussion.

\C-e-EbP-ES ,g\‘ - 0 x
‘ A
| « Back to Student Profile ?

Regular Coaching "

Student Name: Pak Yat ‘ !\ )

G Evaluate the implementation of plans

Small Goal 1: Organise my homework list every day. ‘

Record homework immediately in the "Homework Navigator” during lessons each day

Low Moderate High N/A
Participation
s —

Small Goal 2: Start doing homework at 6 p.m. on every school day.

Set an alarm on phone and make it a routine to start the homework tasks listed in the 'Homework
Navigator’ at 6 p.m. on school days. Complete the assignments due the next day first. If there is a
special activity, start homework at 8 p.m. @

Low Moderate High N/A

Participation

Small goal 1: Appreciates that he took the initiative to record homework and scheduled it into |
Weekly Arrangement’

Small goal 2 : Started doing homework 15 minutes later than planned because he spent time using
his mobile phone, resulting in a lower score of participation

Effective Questions

-VES Regular Coaching
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>

>

Anticipate
Complete the ‘Anticipate’ section. Refer to ‘Effective Questions’ as needed during the
discussion.

wCe-_(ZbF;ES =@ - o x
‘ .
4 Back to Student Profile ?
Regular Coaching "
Student Name: Pak Yat ‘ !\ Z

| Effective Questions 1

@ Anticipate upcoming situations (difficulties and coping strategies)

- Difficulty: Reluctant to do difficult homework and especially resistant to getting started
- Solution: Start with simpler or easier tasks first to work more smoothly and reduce procrastination

- Difficulty: Difficult to resist peer invitations to play computer games after schoo @
- Solution: Schedule break times after completing homework and agree with friends to play
computer games during those times

| Effective Questions

e Plan the next step

Plan

Information submitted in the ‘Plan’ section of the previous regular coaching session will
be automatically carried forward to the ‘Plan’ section of the next regular coaching
session. Users can input any updates as needed. Refer to ‘Effective Questions’ as
needed during the discussion.

€ e-COPES =@ - o x
| “
| « Back to Student Profile ? a
Regular Coaching
Student Name: Pak Yat ‘ L\
mep

Small Goal 1: Organise my homework list every day.

- Record homework immediately in the 'Homework Navigator’ during each lesson |
- Break down more difficult or time-consuming assignments, such as essays, into smaller steps
and complete them over several days

Small Goal 2: Start doing homework at 6 p.m. on every school day.

- Set an alarm on phone and make it a routine to start the homework tasks listed in the
‘Homework Navigator at 6 p.m. on school days. Complete assignments due the next day first. If

there is a special activity, start homework at 8 p.m.
- Begin with simpler tasks to make it easier to get started

- Schedule break times after completing homework and agree with friends to play computer
games only during those breaks

Effective Questions

Reward Plan vl

Regular Coaching (o, c-COPES



» Reward plan

Award tokens and process reward redemption according to the reward plan.

C e-COPES ' =B - o x|
<« Back to Student Profile e -
Regular Coaching » |
Student Name: Pak Yat & / |

|\ Effective Questions J

Reward Plan

Participation ‘

Small Goal 1 2

Participation 4 3 @

If | score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can
invite my classmates to play a game of ‘Werewaolf’ at school.

Accumulated Token(s) 4 \ [ Earn 1 Redeem 0 ] Balance 5
Content in this page is saved automatically. You can leave anytime.

Submit when you are done.

»  After completing the ‘Regular Coaching’, click ‘Submit’.

C e-COPES =B - o x|

< Back to Student Profile ? a

Regular Coaching |
Student Name: Pak Yat & / |

|\ Effective Questions J

Reward Plan

Participation ‘

Small Goal 1 2

Participation 4 3 @

If | score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can
invite my classmates to play a game of ‘Werewolf’ at school.

Accumulated Token(s) 4 \ Earn 1 Redeem 0 Balance 5

Content in this page is saved automatically. You can leave anytime.
Submit when you are done.

Once submitted, the content cannot be edited.

Regular Coaching
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8.3 View Coaching Session Records

» Use the drop-down menu to view records of past regular coaching sessions.

(€ e-COPES (=19

Session 7 v .Date: 04/03/2026 m ? 3 session(s) left until interim evaluation ]
Session 1
Session 2
Session 3 Upmission rate of 50% in the next term. W
Session 4 A
Session 5 1
Session 7
—(Small Goal 1:  Organise my homework list every day. Start Date:  10/02/2026

Small Goal 2:  Start doing homework at 6 p.m. on every school Start Date:  10/02/2026

day.

Note: Only small goal(s) in progress are in black. All other small goal(s) are in grey.

TooE

R.E.A.P.

8.4 View the Tool Bank

» Openthe Tool Bank’ , click on any tool name to access information of the tool.

(£ e-COPES

Small Goal 1: Organise my homework list every day.

- Record homework immediately in the ‘"Homework Navigator’ during each lesson
- Break down more difficult or time-consuming assignments, such as essays, into smaller steps
and complete them over several days »°

Small Goal 2:  Start doing homework at 6 p.m. on every school day.

- Set an alarm on phone and make it a routine to start the homework tasks listed in the
‘Homework Navigator” at 6 p.m. on school days. Complete assignments due the next day first. If
there is a special activity, start homework at 8 p.m.

- Begin with simpler tasks to make it easier to get started

- Schedule break times after completing homework and agree with friends to play computer
games only during those breaks

[

Effective Questions J

=g

Reward Plan

Regular Coaching
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(€ e-COPES

= Tool Bank

Overview
rouunusauun ~_

v

R

Time
Perception

5. Time .
Management

Estimate and
Allocate Time

Pomodoro
Method

@ Hemework

Navigator

Reminder Tools Study Blueprint

e Work & Activity
Planner

@ Activity Master
Guide
Time Budgeting

[ T ] @ Weekly Planner
= -

8 .

g | Addtext

~ & ADHDProjects- T -Engls X +

Microsoft 365

= AD/HD Projects

O %% -
%  5c. Homework Navigator .pdf

@ 5c Homework Navigator_Template.pptx

& > English version L T

fERE5 -

R 10R9H

R BEX 523 PM

B EHEERTRY

fEeE -

€« > C 25 edbgovhk sharepoint.com/sites/epshkadhd/Shared%20Documents/Forms/Allltems.... ¥t 3 ®

£

FaABHE

&3 TiEmE

4 BRAERE
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9. Interim Evaluation

(9.1 Evaluate Attainment of Small Goals

)

» On the ‘Student Profile’ page, click ‘Regular Coaching and Evaluation’ or ‘Interim

Evaluation’.

C e-COPES
« Back

Student Profile

Student Name: Pak Yat

Needs Assessment

e Completing Homework

@ Preparing for Assessment
o Managing School Routines
L

L]

Goal Setting and Planning

Download Blank Questionnaire
View Needs Assessment Result

Export Goal Setting Record E

[ Regular Coaching and Evaluation ]

Evaluation

- rsin ohisin)

View Goal Attainment Chart
Export Student Record

> Select the date.

'C eCOPES

4 Back to Student Profile

Interim Evaluation

Student Name: Pak Yat

Session 10 v IDate: 10/03/2026

= |

Small Goal Attainment Evaluation

Small Goal 1:

Organise my homework list every day.

=83 - o x|

L

Effective Questions

Start Date: 10/02/2026

Fully
Attained MAA

GoalAttainment: | 0 [ 1 [ 2[2[4[5]6]

7[8[a]10]

Progress: Add text

() Continue Small Goal 1 (C) Amend Small Goal 1

Small Goal 2:

Start doing homewaork at 6 p.m. on every school day.

() Terminate Small Goal 1

Start Date: 10/02/2026

Fully
Attained A

I 1 =

Interim Evaluation

175
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» Rate the attainment of small goals, record the progress and decide whether the goal
should continue in future coaching sessions. Refer to ‘Effective Questions’ as needed
during the discussion.

» Click ‘Goal Attainment Chart’ to view progress towards achieving each small goal.

=B - o x

s

2y e-COPES

c e-COPES

[}
< Back to Student Profile
Interim Evaluation
Student Name: Pak Yat
Small Goal Attainment Evaluation [ Effective Questions
Small Goal 1:  Organise my homework list every day. Start Date: 10/02/2026
Fully
Attained /A
Goal Attainment: 0|1‘2‘3|4|5|6|7|8|9‘m
Progress: Able to prepare a homework list every day #
o Continue Small Goal 1 O Amend Small Goal 1 O Terminate Small Goal 1
Small Goal 2:  Start doing homework at 6 p.m. on every school day. Start Date: 10/02/2026 @
Fully
Attained /A

Goal Attainment: [N PR =N R

[7[8]0]10]

Progress: Able to start on time about half of the time, but sometimes still felt reluctant or lacked
motivation to get started

© Continue Small Goal 2 () Amend Small Goal2 () Terminate Small Goal 2

Add a Small Goal Goal Attainment Chart

Note: The start date of a small goal that is not yet in progress can be maodified if needed.

[ e-COPES

4 Back to Student Profile
Interim Evaluation /f A
Student Name: Pak Yat k

Small Goal Attainment Evaluation |' Effective Questions }

Small Goal 1:  Organise my homework list every day. Start Date: 10/02/2026

Fully
Attained N/A

coal attainment:  [FNIENIEIEIEEEEE ¢
Lot
Progress: - Able to prepare a homework list every day

- Able to estimate the time required to complete homework with assistance

(©) Continue Small Goal 1 () Amend Small Goal 1 (7)) Terminate Small Goal 1

Small Goal 2:  Start doing homework at 6 p.m. on every school day. Start Date: 10/02/2026

Fully

Anained N/A
Goal Attainment: 0|1‘2‘3|4|5|6|7nnm
st
Progress: About 70% schooldays, he was able to start on time, but duration of reluctance or lack
of motivation has decreased.

@ Continue Small Goal 2 () Amend Small Goal 2 ( Terminate Small Goal 2

I Goal Attainment Chart I

Interim Evaluation
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Fully Attained Fully Attained

10 10+

Goal Attainment
Goal Attainment

Interim/ Final Evaluation Interim/ Final Evaluation

9.2 Continue/ Add/ Amend/ Terminate Small Goals

» To continue a small goal in subsequent coaching sessions, click ‘Continue Small Goal’.

C e-COPES (=@ - o x

Small Goal 2:  Start doing homework at 6 p.m. on every school day. Start Date: 10/02/2026

Fully
Attained /A

Goal Attainment: 0] ‘ 1 ‘ 2 ‘ 3 ‘ 4 | 5 ‘ 6 nnm

Progress: Able to start on time about half of the time, but sometimes still felt reluctant or lacked
motivation to get started

: o

l ° Continue Small Goal 2 b Amend Small Goal 2 O Terminate Small Goal 2

Add a Small Goal Goal Attainment Chart

Note: The start date of a small goal that is not yet in progress can be modified if needed.

] ]
2]
'% Big Goal Attainment Evaluation [ Effective Questions |
N &h 4= )
. . BT
46 | Interim Evaluation .L',ﬁop%




» To add a new small goal, click ‘Add a Small Goal’ and enter it in the new field.

(€ e-COPES

Fully
Attained /A

Goal Attainment: 1] ‘ 1 ‘ 2 ‘ 3 ‘ 4 | ) | 6 nn

Able to start on time about half of the time, but sometimes still felt reluctant or lacked

Progress:
motivation to get started
&

o Continue Small Goal 2 O Amend Small Goal 2 O Terminate Small Goal 2 @

Add a Small Goal Goal Attainment Chart

Note: The start date of a small goal that is not yet in progress can be modified if needed.

Effective Questions }

Big Goal Attainment Evaluation [

Attain a homework submission rate of 50% in the next term.

Big Goal:

TooE

» To amend a small goal, choose ‘Amend Small Goal’, then click ‘Amend Small Goal’
in the prompt message, and enter the amended small goal in the new field.

(C e-COPES (=B - o x

O Continue Small Goal 1 O Amend Small Goal 1 O Terminate Small Goal 1

Small Goal 2:  Start doing homework at 6 p.m. on every school day. Start Date: 10/02/2026

Fully
Attained NA

Goal Attainment: [0 1 [2[3[4[5[6[7[8]9]10]
Progress: Add text

O Continue Small Goal 2 o Amend Small Goal 2 O Terminate Small Goal 2
Add a Small Goal Goal Attainment Chart

Note: The start date of a small goal that is not yet in progress can be modified if needed.

Effective Questions

Tugs

Big Goal Attainment Evaluation (

=Y. Vel i .
@ﬁgp% Interim Evaluation || 47
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?

This small goal will be terminated and not be
displayed in the future regular coaching.

Please enter your amended small goal in the
blank field of ‘Small Goal'.

Cancel

» To terminate a small goal, select ‘Terminate Small Goal’.

' e-COPES =m@| - o x

Small Goal 2:  Start doing homework at 6 p.m. on every school day. Start Date: 10/02/2026

Fully

Attained N/A
Goal Attainment: [ONENENENRENEREN 7 ([ o[ 0]
Progress: Able to start on time about half of the time, but sometimes still felt reluctant or lacked

motivation to get started

! o

O Continue Small Goal 2 O Amend SmaIIGoa\Zlo Terminate Small Goal 2 ]

Add a Small Goal Goal Attainment Chart

Note: The start date of a small goal that is not yet in progress can be modified if needed.

Big Goal Attainment Evaluation (| Effective Questions |

Tegz

The original small goal will not be shown in subsequent
Remarks regular coaching sessions after being amended or
terminated.

o 2= 1)
48 | Interim Evaluation Q?ygli‘?




9.3

Evaluate Attainment of Big Goal

» Rate the attainment of the big goal and record the progress. Refer to ‘Effective
Questions’ as needed during the discussion.

C e-COPES =B - o x

« Back to Student Profile .
Interim Evaluation /j e
Student Name: Pak Yat N

Big Goal Attainment Evaluation [ Effective Questions |

Goal Attainment: 0] | 1 ‘ 2 ‘ 3 | 4 | 5 nﬂm

Progress: - On around half of the school days, he was able to complete at least 50% of his @
homework. He made a consistent effort to meet the target, although his
completion rate was also influenced by the total amount of homework assigned

- The amount of study time on Saturdays and Sundays should be extended to four
hours, with short breaks included to help maintain motivation and concentration

Goal Attainment Chart

» Click ‘Goal Attainment Chart’ to view progress towards achieving the big goal.

s

2y e-COPES

€ e-COPES
<« Back to Student Profile

Interim Evaluation

Student Name: Pak Yat

| Big Goal Attainment Evaluation | FEffective Questions ]
Big Goal: Attain a homework submission rate of 50% in the next term.
Fully
Attained /A

Goal Attainment:  [UNENENENRNEREREAREN o [ ©
A

Last

Progress: - On 60% of the school days, he was able to complete at least 60% of @
his homework. He made a consistent effort to meet the target, although his
completion rate was also influenced by the total amount of homework assigned

- The amount of study time on Saturdays and Sundays should be extended
to four hours, with short breaks included to help maintain motivation and
concentration

Goal Attainment Chart

Interim Evaluation
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Big Goal

Fully Attained

10 —

Goal Attainment

Interim/ Final Evaluation

9.4 Modify Coaching Arrangement

» Click ‘Change’ under ‘Coaching Arrangement’ to amend the total number of sessions.

' e-COPES =@ -

Coaching Arrangement Effective Questions

Total number of sessions

Planned total number of sessions 40 Change total number of sessions into

Interim Evaluation

°
102 3 4 5 6 78 o 1213 141516 17 18 190 |EY

21122 23 2425 26 27 |28 29 BSlB 31 32 33 34 35 36 37 38 39m

Regular Coaching . Interim Evaluation I Final Evaluation @ Last Session

Modify Interim Evaluation Arrangement

o

a Remarks
] [ - After discussing the programme arrangements, Pak Yat and Mr Chan decided to meet after school
instead. This would allow Pak Yat to complete part of his homework during the tutorial period. If he

.g | encountered any difficulties, he could also seek help from his classmates or teachers #

0 \

»

1)

Remarks If the total number of sessions is changed, the session(s) for

interim evaluation must be set again.

Interim Evaluation

—

(=)
E

i3

e-COPES



» Click ‘Modify Interim Evaluation
evaluation again.

C e-COPES =83 - o x

Coaching Arrangement Effective Questions
Total number of sessions

Planned total number of sessions 40 Change total number of sessions into

Interim Evaluation

°
1.2 3 4 /5|6 7|8 9“111213141516171819

2122 23 24|25 26 27 |28 20 =B 31 32 33 34 35 36 37| 38 ng

Regular Coaching . Interim Evaluation . Final Evaluation ® Last Session

Modify Interim Evaluation Arrangement

Remarks

instead. This would allow Pak Yat to complete part of his homework during the tutorial period. If he

- After discussing the programme arrangements, Pak Yat and Mr Chan decided to meet after school ‘
encountered any difficulties, he could also seek help from his classmates or teachers »*

Arrangement’ to set the session(s) for interim

9.5

Revise Reward Plan

» During the ‘Interim Evaluation’, the reward plan can be revised.

awarded and redeemed here.

iz

\—~ e-COPES

([ e-COPES =@ - o x

Regular Coaching . Interim Evaluation . Final Evaluation ® Last Session

Modify Interim Evaluation Arrangement

Remarks

- After discussing the programme arrangements, Pak Yat and Mr Chan decided to meet after school
instead. This would allow Pak Yat to complete part of his homework during the tutorial period. If he
|_encountered any difficulties, he could also seek help from his classmates or teachers

Reward Plan @

- -
If 1 score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite
L_my classmates to play a game of ‘Werewolf at school. #*

Accumulated Token(s) Earn ( 2 \| Redeem " 0 J Balance

Content in this page is saved automatically. You can leave anytime.

Submit when you are done.

ToaE

Tokens can also be

Interim Evaluation

51
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9.6

Submit ‘Interim Evaluation’

»  After completing the interim evaluation, click ‘Submit’.

'€ e-COPES
<« Back to Student Profile

Interim Evaluation

Student Name: Pak Yat

Regular Coaching . Interim Evaluation Final Evaluation ® Last Session

Modify Interim Evaluation Arrangement

Remarks

- After discussing the programme arrangements, Pak Yat and Mr Chan decided to meet after school
instead. This would allow Pak Yat to complete part of his homework during the tutorial period. If he
encountered any difficulties, he could also seek help from his classmates or teachers

=
Reward Plan
If I score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite
my classmates to play a game of ‘Werewolf' at school. #
Accumulated Token(s) \ 10 Earn 2 Redeem 0 Balance \ 12
Content in this page is saved automatically. You can leave anytime.
Submit when you are done.

Once submitted, the content cannot be edited.

9.7

View Interim Evaluation Records

» On the ‘Student Profile’ page, click ‘Regular Coaching and Evaluation’ or ‘Interim

Evaluation’.

'€ e-COPES
« Back

Student Profile

Student Name: Pak Yat

Needs Assessment

Completing Homework

.

@ Preparing for Assessment Download Blank Questionnaire
e Managing School Routines
L] View Needs Assessment Result
L]

Goal Setting and Planning 4

I Regular Coaching and Evaluation ]

Evaluation il

® |nterim Evaluati
MGG SRS View Goal Attainment Chart
Export Student Record

Interim Evaluation

175
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» Use the drop-down menu to view past evaluation records.

([ e-COPES =B - o x

Session 10 W | Date: 09/03/2026 [1"]

~

Session 3

Session 4 nment Evaluation [ Effective Questions J

Session 5

Session 6 anise my homework list every day. Start Date: 10/02/2026

Session 7

Fully
Session 8 Attained N/A

Session9 ol1]2]3]4]s5]6]7]8]9 KIS @

Session 10: Interim Evaluation

Session 11 Able to prepare a homework list every day
v

(©) Continue Small Goal 1 (C) Amend Small Goal 1 () Terminate Small Goal 1
i
e ] Small Goal 2:  Start doing homework at 6 p.m. on every school day. Start Date: 10/02/2026
o) Fully

Attained N/A
Gnal i 71T oTalan [ ] ~,

» Click ‘Export Interim Evaluation Record’ to save the record to the computer.

C e-COPES =B3| - o x

Modify Interim Evaluation Arrangement

Remarks

- After discussing the programme arrangements, Pak Yat and Mr Chan decided to meet after school
instead. This would allow Pak Yat to complete part of his homework during the tutorial period. If he
encountered any difficulties, he could also seek help from his classmates or teachers

Reward Plan @

If | score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite
my classmates to play a game of "Werewolf' at school.

Accumulated Token(s) 10 Earn 2 Redeem 0 Balance 12

Content in this page is saved automatically. You can leave anytime. Export Interim Evaluation Record
Submit when you are done.

i
@ﬁ'gfg Interim Evaluation | 53
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C 9.8 View Goal Attainment Charts

)

» On the ‘Student Profile’ page, click ‘View Goal Attainment Chart’ to view progress

towards the small goals and big goal.

' e-COPES N

« Back

Student Profile

Student Name: Pak Yat

Needs Assessment

e Completing Homework
Preparing for Assessment
Managing School Routines

*
L ]
L ]
L]
Goal Setting and Planning
Regular Coaching and Evaluation
Evaluation

® |nterim Evaluation
L]

Download Blank Questionnaire
View Needs Assessment Result

Export Goal Setting Record i ,

View Goal Attainment Chart
Export Student Record

Interim Evaluation




10. Final Evaluation

10.1 Evaluate Attainment of Small Goals

»  On the ‘Student Profile’ page, click ‘Final Evaluation’.

[ e-COPES

4 Back

Student Profile

Student Name: Pak Yat

Needs Assessment

Completing Homewark

L]

@ Preparing for Assessment Download Blank Questionnaire
o Managing School Routines
L] View Needs Assessment Result
L]

Goal Setting and Planning Bxport Goal Setting Record Y

Regular Coaching and Evaluation

Evaluation i

® |nterim Evaluation
View Goal Attainment Chart

Export Student Record

> Select the date.

[ e-COPES
4 Back to Student Profile

Final Evaluation

Student Name: Pak Yat

Session 40 ¥ |Date:  27/04/2026 f‘j]

Coaching Arrangement

Planned total number of sessions 40 Completed total number of sessicns 40

123456789“111213141516171819

[ ]
21122 23 24|25 26 27 |28 29 BB 31 32 33 34 35 36 37| 38 SQE@

Regular Coaching . Interim Evaluation . Final Evaluation @ Last Session
Small Goal Attainment Evaluation [ Effective Questions J
‘ Small Goal 1: ~ Organise my homework list every day. Start Date: 10/02/2026
\ Fully
Attained N/A

T T T T T T T T 1

b=
55 | Final Evaluation &_;g‘cgp’é




» Rate the attainment of small goals being worked on. Refer to ‘Effective Questions’ as
needed during the discussion.

' e-COPES

Small Goal Attainment Evaluation

Small Goal 1:  Organise my homework list every day. Start Date: 10/02/2026

Fully
Attained N/A

Goal Attainment: 0‘1‘2‘3‘4‘5 67‘8‘9‘10
A

Last

Progress: - Able to consistently plan and schedule time to complete homework each day -
Small Goal 2:  Start doing homework at 6 p.m. on every school day. Start Date: 10/02/2026
Fully
Attained N/A
Goal Attainment: [ENENIENEN AN EAENEN o)
[} a
B Last
B Progress: - Able to start hoemwork on time on approximately 90% of school days.
l‘" - Takes a shower after getting home to feel moe refreshed and ready to start doing
(. Lo oL S5
. o J|

» Click ‘Goal Attainment Chart’ to view progress towards achieving each small goal.

' e-COPES =@ - o x

Small Goal 2:  Start doing homework at 6 p.m. on every school day.  Start Date: 10/02/2026

Fully
Attained N/A

Goal Attainment: 0‘1‘2‘3‘4‘567‘8‘9“ g
A

Last

Progress: - Able to start hoemwork on time on approximately 90% of school days.
- Takes a shower after getting home to feel moe refreshed and ready to start doing
homework.
- When feeling reluctant or lacking motivation, is able to take a short break or use
other strategies to regain motivation and complete hoemwork tasks.

Goal Attainment Chart

am
=  Big Goal Attainment Evaluation
B
l}, Big Goal: Attain a homework submission rate of 50% in the next term.
¥ ~i
€ e-COPES (= - o %

Fully Attained Fully Attained

10 10
°

Goal Attainment
Goal Attainment

Interim/ Final Evaluation Interim/ Final Evaluation

)

4=
56 | Final Evaluation - 'ﬂ{gli’?
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10.2 Evaluate Attainment of Big Goal

» Rate the attainment of the big goal and record the progress. Refer to ‘Effective
Questions’ as needed during the discussion.

' e-COPES =@ - o x

Big Goal Attainment Evaluation

Big Goal: Attain a homework submission rate of

Fully
Attained A

Goal Attainment:  [ENENIEIEN I EEEED [ |
a

Last

Progress: - Able to submit at least 60% of homework every day
- More confident in working towards other personal goals
- Already knew some study strategies, such as goal setting and using a timetable, but
this programme reminded him of the importance of setting clear goals and breaking
tasks into smaller and manageable steps
- Benefited from the coach’s feedback on how to use the timetable effectively in real-
life situations

Goal Attainment Chart

Teda

» Click ‘Goal Attainment Chart’ to view progress towards achieving the big goal.
' e-cOPES =@ - o x

Big Goal Attainment Evaluation

Big Goal: homework submission rate of

Fully
Attained /A

coal attainment: [ENIENIEIENZ R
Y

Last

Progress: - Able to submit at least 60% of homework every day
- More confident in working towards other personal goals
- Already knew some study strategies, such as goal setting and using a timetable, but
this programme reminded him of the importance of setting clear goals and breaking
tasks into smaller and manageable steps
- Benefited from the coach'’s feedback on how to use the timetable effectively in real-
life situations

® &

=
)
<

e-COPES =@ - o x

Big Goal
Fully Attained
10—

Goal Attainment

3
Interim/ Final Evaluation

Close

o\ b 4= )
CITH . .
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10.3 Develop Future Plan

» Complete the ‘Future Plan’.

discussion.

([ e-COPES =B - o x

TooE

Future Plan [ Effective Questions ]

- Use the 'Positive Ladder Challenge’ for other learning tasks to make it easier to get started and stay on
track

- Regularly reflect on whether goals need to be broken down

and whether the strategies being used are effective

- Believe in yourself and recognise your strengths and achievements

re

Reward Plan

If | score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite my
classmates to play a game of "Werewolf' at school.

Accumulated Token(s) Earn 0 | Redeem 0 V Balance

Content in this page is saved automatically. You can leave anytime.

Submit when you are done.

Refer to ‘Effective Questions’ as needed during the

10.4 Review Reward Plan

» Award tokens and process reward redemption according to the reward plan.

C e-COPES =B3 - o x

ToyE

Future Plan ( Effective Questions |

- Use the 'Positive Ladder Challenge’ for other learning tasks to make it easier to get started and stay on
track

- Regularly reflect on whether goals need to be broken down

and whether the strategies being used are effective

- Believe in yourself and recognise your strengths and achievements

rd

Reward Plan

If I score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite my
classmates to play a game of "Werewolf' at school.

Accumulated Token(s) Earn 2 | Redeem 25 | Balance

Content in this page is saved automatically. You can leave anytime.

Submit when you are done.

Final Evaluation

CHiTH

\—~ e-COPES



10.5 Submit ‘Final Evaluation’

»  After completing the ‘Final Evaluation’, click ‘Submit’.

[ e-COPES
<« Back to Student Profile

Final Evaluation

Student Name: Pak Yat

Future Plan

- Use the 'Positive Ladder Challenge’ for other learning tasks to make it easier to get started and stay on

track

- Regularly reflect on whether goals need to be broken down
and whether the strategies being used are effective
- Believe in yourself and recognise your strengths and achievements

| Effective Questions }

Reward Plan

If I score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite my
classmates to play a game of "Werewolf" at school.

Accumulated Token(s) \ 36 ) Earn 2 Redeem 25 Balance ‘/ 13 )

Content in this page is saved automatically. You can leave anytime.
Submit when you are done.

@

Once submitted, the content cannot be edited.

10.6  View Final Evaluation Record

» On the ‘Student Profile’ page,
Evaluation’.

E e-COPES

« Back

Student Profile

Student Name: Pak Yat

Needs Assessment

o Completing Homework

e Preparing for Assessment
e Managing School Routines
.
.

Goal Setting and Planning Export Goal Setting Record [

click ‘Regular Coaching and Evaluation’ or ‘Final

Download Blank Questionnaire
View Needs Assessment Result

Regular Coaching and Evaluation ]

Evaluation

@ [nterim Evaluation

@ Final Evaluation

View Goal Attainment Chart
Export Student Record

=i
n— c-COPES

Final Evaluation
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» Click ‘Export Final Evaluation Record’ to save the record to the computer.

E e-cOPES | - O

Future Plan [ Effective Questions

| - Use the "Positive Ladder Challenge’ for other learning tasks to make it easier to get started and stay on
track
- Regularly reflect on whether goals need to be broken down
and whether the strategies being used are effective
- Believe in yourself and recognise your strengths and achievements

Reward Plan @

If | score 4 or above for participation in any small goals, | earn 1 point; after collecting 25 points, | can invite my
classmates to play a game of "'Werewolf" at school.

Accumulated Token(s) 36 Earn 2 Redeem 25 Balance 13

Content in this page is saved automatically. You can leave anytime. Export Final Evaluation Record

Submit when you are done.

Final Evaluation

CHiTH
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11. Overall Programme Evaluation

Cll.l Conduct Overall Programme Evaluation )

» Log in to supervisor account, open the left control panel and click ‘Conduct Overall
Evaluation’.

C e-COPES -0 x

= | B3
Welcome Back, ”’OW
MrWONG
/ ~
tudents st o

N Reset Coach Login Password |

Resources

Browse Handbook

Browse Case lllustrations

Browse Technical Manua
Ei Conduct Overall Evaluation]]

Settings

Edit Supervisor Information

Password

View

Log Out

vach Activation Code’

» Click ‘Add a New Record’.

[ e-COPES
4 Back

Overall Programme Evaluation

20 /

No record found

Add a New Record

\—~ -COPES Overall Programme Evaluation | 61
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»  After completing the ‘Overall Programme Evaluation’, click ‘Submit’.

(€ e-COPES

Meeting Content:

1. Review student progress
2. Review feedback from stakeholders and effectiveness of the programme

3. Consolidate implementation experience
4. Review difficulties and solutions

5. Discuss future development

Date of Meeting: | 30/04/2026 =]

Present:

SENCOQ, Guidance Teacher, Class Teachers +#

Discussion Items:

1. Student Progress

" [ [ [ First Regular Gnal

4. Difficulties and solutions
{ Difficulties

Solutions Delete

Add text

‘ 1| Addtext

Add

5. Future Development &

Points of Discussion:
¢ How can the programme be adjusted?

¢ What are the needs regarding professional training or resources?

Add text

C e (O

IL‘-J‘ =

PEMES Once submitted, the content cannot be edited.

Overall Programme Evaluation

CHiTH
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C11.2 View Overall Programme Evaluation Record )

»  After submitting the ‘Overall Programme Evaluation’, the supervisor can view or delete
the saved record, or click ‘Export Record’ to save it to the computer.

€ e-COPES =@ - o x
2026/27
1. Date of Meeting: 30/04/2026
"
=
[ |
1552
I .
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12. General Operations

<12.1 Exit or Log Out )

» Upon completing the session or leaving the device, users must ensure all progress has
been saved, then close the software or click ‘Log Out’ to prevent unauthorised access
to data.

'€ e-COPES

Welcome Back,
Mr CHAN

S

Search Student & REEEIENULENNGOIE

o)

Resources

Browse Handbook
Browse Case lllustrations
Browse Technical Manual
Settings

Edit Coach Information
Reset Login Password
Log Out

(12.2 Change Display Language )

» Change the display language at any time using the language option at the top of the
page while using the software.

C e-COPES
Welcome Back,
Mr CHAN
~
Search Student &  RECEWSNOLENdA il
Ce )
Resources

Browse Handbook
Browse Case lllustrations
Browse Technical Manual
Settings

Edit Coach Information
Reset Login Password
Log Out

: S WiT5H
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(12.3 Edit Supervisor Information

)

Log in to supervisor account, open the left control panel and click ‘Edit Supervisor

=@ - o x
@ 8
woR Export Student List
[ Reset Coach Login Password } Delete Coach

>
Information’.
[ e-COPES

Welcome Back,

Mr WONG
tudents
\

Resources

Browse Handbook

Browse Case lllustrations
Browse Technical Manual
Conduct Overall Evaluation
Settings

I Edit Supervisor \nformatioml

Reset Login Password
| View 'Coach Activation Code’
Log Out

» Enter the updated information, then click ‘Confirm’.

' [E e-COPES

Update Supervisor 1 Information

School Name

Hong Kong Secondary Scheool
Name of Supervisor

MrWONG
Post

SENCO

(=)

Username

Supervisor001

User Account Creation Time: 21/10/2026 11:23:31

Cancel

S RITH
= ¢ COPES

General Operations
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»  After checking that all information entered is correct, click ‘Submit’.

=@ - o

B e-COPES

Confirm Update of Supervisor 1 Information

School Name Hong Kong Secondary School
Supervisor Name MrWONG

Post SENCO

Username Supervisor001

o]

(12.4 Edit Coach Information )

» Log in to coach account, open the left control panel and click ‘Edit Coach
Information’.

'€ e-CcOPES

Welcome Back, / W
Mr CHAN
S

Search Student & REEEIENULENNLOIES

Ca )

Resources

Browse Handbook
Browse Case lllustrations
Browse Technical Manual
Settings

Edit Coach Information I

Reset Login Password
Log Out

: S WiT5H
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»  Enter the updated information, then click ‘Confirm’.

C e-COPES =@ - o x|
|
Update Coach Information }
School Name Username ‘
Hong Kong Secondary School Coach001
Name of Coach User Account Creation Time: 21/10/2026 11:35:31
Mr CHAN
Post

Guidance Teacher

»  After checking that all information entered is correct, click ‘Submit’.

*@|- o x

& e-COPES

Confirm Update of Coach Information

School Name Hong Kong Secondary School
Coach Name Mr CHAN

Post Guidance Teacher

Username Coach001

o]

=Y}
__,ﬁ"ms General Operations | 67




<12.5 Reset Supervisor or Coach Login Password via Supervisor )

» Log in to supervisor account, open the left control panel and click ‘Reset Login
Password’.

e e-COPES - ?\

Welcome Back, / W
Mr WONG
/ S

| [ Reset Coach Login Password } Delete Coach

Resources

Browse Handbook

Browse Case lllustrations
Browse Technical Manual
Conduct Overall Evaluation
Settings

Edit Supervisor Information

I Reset Login Password I

| View ‘Coach Activation Code’
Log Out

»  Select the supervisor or coach account requiring a password reset from the drop-down
menu.

S8 - o x

B e-COPES

Reset Login Password

The account to reset ‘Login Password"

| MrWONG v

MrWONG
Ms KWONG
Mr CHAN

Re-enter New Login Password

Enter Login Password of Mr WONG @

Confirm Cancel
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»  Enter the new login password.

C e-COPES =B - o x

Reset Login Password
The account to reset ‘Login Password’

MrWONG v

Username: Supervisor001

Enter New Login Password @
0000000000000 0
Re-enter New Login Password

Enter Login Password of Mr WONG )

»  Supervisor currently logged in enters own password, then click ‘Confirm’.

C e-COPES =@ - o x

Reset Login Password
The account to reset ‘Login Password’
MrWONG v

Username: Supervisor001

Enter New Login Password @
000000000 OBOOY
Re-enter New Login Password

Enter Login Password of Mr WONG )

For account safety, it is recommended to update the login

Remarks .
password every six months.
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<12.6 Self-Reset Coach Password )

» Log in to coach account, open the left control panel and click ‘Reset Login
Password’.

' e-COPES

Welcome Back,
Mr CHAN

S

Search Student &  [REEEIETCENd(i]E

o)

Resources

Browse Handbook
Browse Case lllustrations
Browse Technical Manual
Settings

Edit Coach Information

l Reset Login Password I
Log Out

» Enter the new login password, then click ‘Confirm’.

'© e-COPES =@ - o x‘
‘ |

Reset Login Password

The account to reset ‘Login Password’
; Mr CHAN

Username: Coach001

Enter New Login Password @
000000000

Re-enter New Login Password

For account safety, it is recommended to update the login

Remarks .
password every six months.
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(12.7 View Coach Activation Code )

» Log in to supervisor account, open the left control panel and click ‘View ‘Coach
Activation Code”.

C e-COPES =B - o x

Welcome Back, g v
MrWONG
/ ~
udents it o

L Reset Coach Login Password J Delete Coach

s omin

Resources
B# Browse Handbook
[ Browse Case lllustrations
Browse Technical Manual
Bi Conduct Overall Evaluation
Settings
/‘ Edit Supervisor Information
A, Reset Login Password
View 'Coach Activation Codal
Iﬁl Log Out

C e-COPES (=B - o x

Coach Activation Code:
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<12.8 Browse Coaching Resources

)

»  After logging in, open the left control panel and click any resource name (including
‘Handbook’, ‘Case lllustrations’ and ‘Technical Manual’) to access the corresponding

resource.
' [E e-cOPES
Welcome Back,
Mr CHAN
(e ]
Resources

Browse Handbook
Browse Case lllustrations

Browse Technical Manual
ettings
Edit Coach Information

Reset Login Password
Log Out

During a coaching session, the coach can open the left
EEMEIWEI control panel at any time to access the programme
resources.

(12.9 Export Student Record

)

» Click ‘Export Student Record’ on the ‘Student Profile’ page to download the ‘Completed
Questionnaire(s)’, ‘Needs Assessment Result’, ‘Goal Setting Record’ and ‘Final Evaluation

Record’.
' [C e-COPES o x
< Back
Student Profile
Student Name: Pak Yat /

Needs Assessment

e Completing Homework

Preparing for Assessment Download Blank Questionnaire

Managing School Routines

.
.
. View Needs Assessment Result
L]

Goal Setting and Planning 4

Regular Coaching and Evaluation

Evaluation il
. . )
Ir_1ter|m Eva\u_at\on View Goal Attainment Chart
® Final Evaluation
|
Export Student Record
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C e-COPES

Completed Questionnaire

« Completing Homework

 Preparing for Assessment

* Managing School Routines

* Managing Daily Routines

o Interacting with Others
Needs Assessment Result
Goal Setting Record

Final Evaluation Record

No Input
No input

( 12.10 Export Student List

)

>

Log in to supervisor account, open the left control panel and click ‘Export Student List’ to
save it to the computer.

(€ e-COPES

fwda

Welcome Back,
Mr WONG

Coaches and Students

Coach: Mr CHAN

=@ - o x
O \
Search Student & Export Student List
[ Reset Coach Login Password } Delete Coach

2026/27

Py

Approve Deletion
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13. Information Security

(13.1 Data Backup and Recovery )

» Schools should regularly (e.g., weekly) back up the software database file to prevent data
loss (File location: <Software Folder>\database\main.db).

& = | Manage e-COPES — ] *
Home Share View Application Tools o
=1 ﬂ{ Cut = _Y, 7 Mew item ~ a [ open ~  HH select all
. . Edit Select none
Pin to Quick  Ci i
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- -y Open Select
- v 4 <« Common » e-COPES v @ Search e-COPES y-l
~ - _— _— _— _— ~
# Quick access £ | ?! I
@ OneDrive Asset datsbase | e-COPES = e-COPES.e  LiteDB.dll  MicrosoftB MicrosoftB  MicrosoftE
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E This PC erfaces.dll aphy.dil ependencyl
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| Pictures
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313 Home Share View
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w.| Copy path -Tj Easy access * Edit Select none
Pinto Quick Copy Paste

Move Co Delete Rename MNew Properties
access E] Paste shortcut to- topvy - folder pv % History DD Invert selection
Clipboard Organize New Open Select
&« v P e« Common » e-COPES » database v Search database yel
" —
# Quick access
@ OneDrive .
T-Zip >
& This PC . .
- Ea Scan with Microsoft Defender...
) 3D Objects & Share
[ Desktop Open with...
@ Documents X X
Always available offline
; Downloads . =
Restore previous versions
J’! Music
o Send to >
&=/ Pictures
m Videos Sut
25 Windows (C:) I Copy l
e DataDisk (Dv) Create shortcut
W
Delete
Titem  1item selected 1.25 MB Stata:@On\ o =

If data recovery is required, the school can download the software again from the
SENSE website of the Education Bureau (https://sense.edb.gov.hk/en/index.html), then

replace the original database file with the backed-up database file (File location:
<Software Folder>\database\main.db).

s
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B

Home Share Wiew
_J oy Cut

%into Quick Copy Paste Move Copy
aceess 7] Paste shorteut to to

w- Copy path

Clipboard
« v <« Common » e-COPES » database

~

3 Quick access

@ OneDrive main

[ This PC

7 New item ~ Cpen
X - ]

Delete Rename New

Organize

HH select all

=|__'|Easya(cesiv Edit Select none
Properties

folder History DDInver‘tselection

MNew Open Select
| B Search database pel
" Replace or Skip Files - X

Copying 1 item from e-COPES database backup to database

The destination already has a file named "main.db”

J 30 Olects
Ez“r Original database file

+~" Replace the file in the destination

* Downloads
J’) Music
&= Pictures

B Videos

R

13.2 Information Safety

'2 Skip this file

i Compare info for both files

» Schools should refer to the Education Bureau's ‘Information Security in Schools’
webpage! when developing and implementing appropriate IT security policies and
measures. This helps ensure that the software operates in a secure environment and
the stored data is properly protected.

» Schools should strictly implement measures to safeguard student data.

It includes

defining secure storage methods and locations, data retention periods, authorised
personnel with access to the data, whether data may be shared with third parties; and
whether printed records need to be kept as part of the school's documentation, etc.

> Before using the software to implement coaching with students, coaches should
explain the purpose of data collection and the use of the collected data to both
students and parents. Data should only be entered after obtaining their consent.
Only information that is necessary for the programme should be collected. Unnecessary
personal data, including personal health and medical information, should not be

collected.

" Information Security in Schools:

https://www.edb.gov.hk/en/edu-system/primary-secondary/applicable-to-primary-secondary/it-in-edu/information-

security.html
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13.3 Handling Data Loss or Suspected Data Breach Incidents

» If schools discover data loss or suspect a data breach, they should refer to the Privacy
Commissioner for Personal Data (PCPD)'s ‘Practical Tips for Handling Data Breach
Incident? and 'Guidance on Data Breach Handling and Data Breach Notifications’3, and
take appropriate follow-up actions in accordance with the relevant guidance.

? Practical Tips for Handling Data Breach Incident:
https://www.pcpd.org.hk/english/enforcement/data_breach_notification/breach_tips.html

3 Guidance on Data Breach Handling and Data Breach Notifications:
https://www.pcpd.org.hk/english/resources_centre/publications/files/quidance_note_dbn_e.pdf
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14. Frequently Asked Questions

14.1 Software Installation and Use

Q1l: Why does the software prompt me to install .NET Framework 4.8.1’ when | open
e-COPES?
Al : The e-COPES software requires ‘NET Framework 4.8.1° to run. In most cases,

Windows 11 includes .NET Framework 4.8.1° by default. If this message appears, it
means that . NET Framework 4.8.1’ is not installed on the computer. Please download
and install it from the official website of Microsoft. If further help is needed, please
consult the school’s technical support personnel.

Download .NET Framework 4.8.1
® Notwhatyou're looking for? Visit the downloads page for more options.
Runtime
Do you want to run apps? The runtime includes
e\(erythimg you need to run existing apps/programs built
= E with .NET Framework,

Download .NET Framework 4.8.1 Runtime -

p_ Developer Pack

A Do you want to build apps? The developer pack is used
by software developers to create applications that run on
¢ .NET Framework, typically using Visual Studio.
I Download .NET Framework 4.8.1 Developer Pack >
Advanced downloads
Download type Build apps - Dev Pack & Run apps - Runtime &
Web installer @ N/A Runtime
Offline installer @ Developer pack
Language packs @ * X (f5ifE) & () Gy ) Al By )
o B (K ° i ({EfE)
+ Cestina (Ceska republika) o A (FEEE)
Q2: Can the same user account of the e-COPES be logged in on different computers
at the same time?
A2 . If the software folder is stored on the school’s internal network drive, supervisors or

coaches can log in to their own accounts using different computers at the same time
to view the information. However, coaches should only use one computer to enter
and edit student coaching records at a time to avoid system errors. If an error
message appears (e.g., ‘Data corruption detected. Please re-login.’), users must log
in again before continuing to use the software.
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Q3:

A3 :

Q4:
A4 :

Q5:

Q6 :

AG :

If a coach is conducting a session with a student using the e-COPES software,
can the supervisor view the student’s record and see the newly entered
information at the same time?

The software updates coaching records only after the coach saves the entered data.
Therefore, the supervisor may not see newly entered information in real time on their
computer. Supervisors are suggested to review the session record after the coaching
session is completed.

Does the e-COPES software require an internet connection?

The e-COPES software can be used without an internet connection. However, the
software includes links to online programme resources, such as the ‘Handbook’ and
the ‘Tool Bank’. Therefore, it is recommended to use the software on a device with
internet access, or download the required resources beforehand.

If  am unable to enter the record in the software on the same day of coaching, can
| enter it later?

The software does not allow selecting a date that is earlier than the last recorded entry.
To add missing past records, you must select the corresponding dates in chronological
order and submit all uncompleted entries before starting a new coaching session or
interim evaluation session.

For example, if the last date recorded in the software is 13 April 2026, and the user
then submits a record for 17 April 2026, any coaching sessions that occurred between
14 April and 16 April 2026 can no longer be added back into the system.

If there is a change of coach during the same school year, do | need to create
the student profile again?

No. The username and login password only need to be passed to the successor, who
can then view and manage the existing student profiles in the account. To safeguard
student personal data privacy, upon logging in, the successor should immediately
update their personal details, username and login password. The access permissions
for related computers and network drives should also be taken care of should there be
changes in personnel involved in using the software.
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Q7 :

A7 :

Q8 :

A8 :

Q1:
Al :

Q1:

Al:

Q2:

A2 :

If a student needs to join the coaching programme across academic years, do |
need to recreate their new student profile again?

Yes. Itis recommended to conduct a final evaluation for the student at the end of each
academic year. If the student requires continued coaching in the new academic year,
the coach has to create a new student profile for them. The software does not
automatically carry over records from the previous academic year to the new one.

If the usernames or login passwords of both supervisors are lost, can the
passwords be reset to access the data stored in the software?

The Education Bureau staff cannot reset supervisor passwords for this standalone
software. If both supervisors lose their usernames or login passwords, users will not
be able to use the functions of supervisor accounts, including accessing and exporting
data saved in the software. Re-installation of the software will be required. However,
the saved data cannot be transferred to the newly created accounts.

Calculate the School Year

How does the system determine the school year?

The software automatically calculates the students’ school year based on the Windows
system date when the student profile is created. Each academic year runs from 15
August of the current year to 14 August of the following year.

Export Files

Why do | need to enter a password when exporting files? Should | use my login
password?

As the exported files contain students' personal data, the software requires users to
set an encryption password to protect the exported document.

This password should not be the same as the login password. Creating a
separate, unique password is strongly recommended to ensure information security.

Why does the software prompt me to install Microsoft Office when exporting PDF
files?

When exporting files, the software uses Microsoft Office to generate documents before
converting them into PDF format for download. Therefore, if Microsoft Office is not
installed on the computer, users will be unable to use the export feature.
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As Microsoft has ended support for older versions of Office, the export feature in the
e-COPES supports only Microsoft Office 2024 or later (including Microsoft 365).

If no files need to be exported, the e-COPES can still be used normally without
Microsoft Office.

Q3: The Microsoft Office is installed on the computer, but the files cannot be
exported from the e-COPES. What should be done?

A3 : If Microsoft Office is installed but files still cannot be exported from the e-COPES,
please close all open Microsoft Office applications and files, restart the e-COPES, and
try exporting again. If the issue persists, please contact the school's technical support
personnel for assistance.
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