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System manual for Departmental SFQ Administrators

The following system manual is for Departmental SFQ Administrators’ use. It can also be accessed at
www.polyu.edu.hk/esfqadmin. Subject Leaders and Teachers should refer to their corresponding manuals as
their system interfaces are different from that of the Administrators.
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1. Adding classes and teachers to conduct the SFQ

Stepl  Go to http://www.polyu.edu.hk/esfqadmin and log in using your NetID and password.

Step2 Inthe top menu bar, select Administrator, then Choose Class & Teacher to Conduct SFQ from the
drop-down menu.
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l - ' Logout

Electronic Student Feedback Questionnaire System

Administrator »

I
[ ¥ | Choose Class & Teacher to Conduct SFQ ]

SFQ Report~  Analytics® Helpv % switch to side bar

¥ | Input In-class e5FQ Request

¥ | Input Service Teaching Records
F | Input Subject Leader

¥ | Maonitor Survey

¥ | Check eS5FQ health
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Step 3

Step 4

In the Candidate Class and Teacher to Conduct SFQ section, check the box next to the classes you
wish to select to conduct the SFQ.

Q THE HONG KONG
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Electronic Student Feedback Questionnaire System . B Logout

Administrator~ SFQ Reports  Analytics» Helps % switch to side bar

Choose Class & ... ©

Candidarte Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Last Eval.
udJe Secziun Cunjlpunen 'I'll;l{e Eorclment reachey et Date
BCT1101 101S01  LECOO1 INTRODUCTORY LIFE SCIENCE 184 ZHAQ Yanxiang bcyxzhao Gl
BCT1101 101501  TUTOO1 INTRODUCTORY LIFE SCIENCE 78 LEE Kam Len bedlee
BCT1101 101S01 TUTO002 INTRODUCTORY LIFE SCIENCE 92 KONG Hang Kin bchkkong L
1101 101501 TUTO02 INTRODUCTORY LIFE SCIENCE 92 WONG Gabriel Kun Yung bcgkyw10 7

Choose Class & ...
s ])2)a ]
Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject
iz &
AN | Code  Section Compone Title

Enrolment Teacher

Chosen Clas

subject | / ABCT110 101501 LECOO01 INTRODUCTORY LIFE SCIENCE 184 ZHAD Yanxiang
— / ABCT110 101501 TUT0O01  INTRODUCTORY LIFE SCIENCE 78 LEE Kam Len

/ ABCT110 101501 TUT002 INTRODUCTORY LIFE SCIENCE 92 KONG Hang Kin

/ ABCT110 101501 TUT002 INTRODUCTORY LIFE SCIENCE 92 WONG Gabriel K
[T ABCT130 301501 LABOO! ICIE‘_I'_.:E;:_ISTRY AND MODERN 16 YU Wing Yiu

You can search for a class by clicking the Magnifying glass icon £ in the menu bar.

Click the Down button © to move the selected class(es) to the Chosen Class and Teacher to
Conduct SFQ section.
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Electronic Student Feedback Questionnaire System ' B Logout

Administrator~ SFQ Report~  Analytics~ Help~ % switch to side bar

®

Choose Class & ...

(£](2)[ 8]

Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Last Eval.

rl Code Section Componen Title ENLoluens (Reac ey LISy Date

ABCTI101 101501  LECOO1 INTRODUCTORY LIFE SCIENCE 184 ZHAQ Yanxiang becyxzhao ol

ABCT1101 101501 TUTOO1 INTRODUCTORY LIFE SCIENCE 78 LEE Kam Len bedlee

ABCT1101 101501 TUT002 INTRODUCTORY LIFE SCIENCE 92 KONG Hang Kin bechkkong L

ABCT1101 101501 TUT002 INTRODUCTORY LIFE SCIENCE 92 WONG Gabriel Kun Yung becgkyw10 1

[C] ABCT1301 301501 LABOO1 (L:Ilcrf’:déSTRY LD I 16 YU Wing Yiu beowyyu L4

] ABCT1301 301501 LECOO1 EII\-'IrIIE’I:lléSTRY AND MODERN 27 YU Wing Yiu bowyyu

[C] ABCT1301 301501 LECOO1 EII\-'IrIIE::léSTRY LD I 27 CHAN Lai Fung Ifchan

1 114 » &I 1-11/1249
! - [ 1

3
NS

(=]

Chosen Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Part of Teaching Focus of Medium of
Code Section Component Title eachey LD Being Evaluated Feedback Instruction

esfq.support@polyu.edu.hk Page 3 of 29
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Step 5

Input the Subject Leader information. As Subject Leaders have the right to (1) input extra
questions for the subject, (2) monitor the survey response rates, and (3) access the subject
reports, information on the Subject Leader is required when adding classes to conduct the SFQ.

Input information on the secondary Subject Leaders as well, if applicable, as they also have the

right to monitor the survey response rates and access the subject reports (but not to input extra

questions for the subject).

Records with missing Subject Leader information are indicated with an Input Subject Leader icon
in the Chosen Class and Teacher to Conduct SFQ section.

To input the Subject Leader information, click the Input Subject Leader icon next to the class
record to open the Input Subject Leader tab.

Q THE HONG KONG
Q'b POLY TECHNIC UNIVERSITY
bR TN

Electronic Student Feedback Questionnaire System ' B Logout

Administrator~  SFQ Report»  Analytics» Help~ % switch to side bar

= ®

Choose Class & ...

[&])(2)( B8]

Candidate Class and Teacher to Conduct SFQ

Input Subject L... Manage Survey *

Subject Subject Subject Subject Last Eval.

] CndJe Sec:ion Curljlponenl 'ﬁt'{! Eorchuen]peachen Lo Date

[[] ABCT1201 3201501 LABOO1 CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu =

[7] ABCT1301 3201501 LECO01 CHEMISTRY AND MODERN LIVING 27 YU Wing Yiu bewyyu

[7] aBCT1301 301501 LECO001 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan

[[] ABCT1201 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan

[7] ABCT1201 3201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bewyyu 3

[7] aBCTI302 302501 LECOO01 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 18 MOK Kam Wah bedaniel

[[] ABCT1202 202501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 MOK Kam Wah bcdaniel

[[] aBCT1302 202501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 YUNG Ka Fu bckfyung

[7] ABcTIDO1 DO1SO1 LABOO1 CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan

71 ARCTIDO1 NO1S01 IFCO01 CHFMISTRY AND MODFRN | IVING 13 CHAN | ai Funn Ifchan S
1 F113] » & [1-11/1240]

(Z)2)lz ]l 2]

Chosen Class and Teacher to Conduct SFQ

o Subject Subject Subject Subject Teacher NetiD Part of Teachi Focus of Medium of Subject Con-
Code Section Componen Title Being Evaluaty Feedback Instruction Type firme
OT FOR PSYCHOSOCIAL  SIN Lok Lam . A
[T RS345 345501 TUTOO1 DYSEUNCTION Emily llesin Small group Staff only English CORE N
OT FOR PSYCHOSOCIAL  SIU Man Hong N N
[ Rs345 345501 TuToO1  poooi ol Andren rsandsiu English N E=3 ‘ ‘

Alternatively, you access the tab by clicking Administrator in the top menu bar, then select Input
Subject Leader from the drop-down menu.
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. - ' Logout

Electronic Student Feedback Questionnaire System

Administrator =

¥ | Choose Class & Teacher to Conduct SFQ

SFQ Report~ Analytics Helpr % switch to side bar
E

F | Input In-class e5FQ Request

¥ | Input Service Teaching Records

F | Input Subject Leader ]

¥ | Maonitor Survey

¥ | Check eSFQ health
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Step 6

Step 7

On the Input Subject Leader tab, double-click a class record of which the Subject Leader
information is to be inputted and a window will pop up.

To enter the Subject Leader information:

Note that once the Subject Leader information is inputted and saved, the system will immediately
send an email to the primary Subject Leader, asking him/her to input additional questions on the

Click the Edit icon ?5& in the top right corner.
Select the appropriate Subject Leader information from the drop-down menus (input

information on the secondary Subject Leader, if applicable) and select the deadline for the
Primary Subject Leader to add extra questions (Note: the deadline cannot be later than

the start date of the first survey that has “Subject” or “Subject & staff” as its feedback

focus).

Click the Save icon H to save the changes.

Click the Left ¥ and Right P arrows to go to the previous and next record respectively.

Click the Exit icon "‘ to close the window.

si[

;GL2D 4

Subject Code " |AAE3005

g

1 @E=E])s
3

Subject Title ™ INTRODUCTION TO AIRCRAFT DESIGN AND AVIATION SYSTE!

Primary Subject Leader”

Secondary Subject Leader

Extra Question Deadline -

subject, if any.

AR

Input other required information e.g., part of teaching being evaluated, focus of feedback and
subject type, etc.

To do so, select a class in the Chosen Class and Teacher to Conduct SFQ section, then click the Edit

icon @ .

Q THE HONG KONG
Q'bl’on"ln HNIC UNIVERSITY
&/ s
Electronic Studg = =
B Chosen Class and Teacher to Conduct SFQ
Candidate Class an
| Subject |Subje Subject Subject Subject Subject
Cod | >een LN ode Section Component Title Reaskey
[C] ABCT1301 3015
© ascTizo 3015 1 ‘ ABCTI1101 101501 LECO0O01 INTRODUCTORY LIFE SCIENCE ZHAQO Yanxia
= ABCT1101 101501 TUTOO1 INTRODUCTORY LIFE SCIENCE LEE Kam Len
ABCT1301 3015
[ aecTti101 101501 TUTOO2 INTRODUCTORY LIFE SCIENCE KONG Hang b
[C] ABCT1301 3015 WONG Gﬂbrie
 ascriso 018 ] ABCT1101 101501  TUT0O2 INTRODUCTORY LIFE SCIENCE A\t o
- S el QERLEArE N
; =]
(B )
Chosen Class and Teacher to Conduct SFQ
ubjec ubjec ubjec ubjec of Teachin ocus of ledium of ubjeci on—
e e f:nnjlputnent B Ty LD :::.g T e ?’vp:g RS
ABCTI101 101s01 LECOO01 INTRODUCTORY LIFE SCIENCE ZHAO Yanxiang bcyxzhao English N b
[C] aecTii01 101501 TUTOO1 INTRODUCTORY LIFE SCIENCE LEE Kam Len bedlee English N
[ aecTiiON 101501 TUTO002 INTRODUCTORY LIFE SCIENCE KONG Hang Kin  bchkkong English N
Q ABCTI101 101501  TUT002 INTRODUCTORY LIFE SCIENCE rﬁ”fugabﬂgl beghkyw10 English N y,

esfg.support@polyu.edu.hk
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Step 8

Input the following required information, then click the Save icon =)

1.

L e N

Mode of Conducting Survey: The default setting is Out-of-class. If in-class SFQ is to be
conducted, select In-class and provide justification and seek approval from the DLTC Chair
(where appropriate) via the Input In-class eSFQ Request tab.

Survey Collection Period: For out-of-class administration, the default setting is End-of-
semester. Select Mid-semester if the teaching for that class ends by Week 7. Note that you will
not be able to alter the survey start date and end date for out-of-class administration.

For in-class administration, choose whether the survey will be conducted within or outside
Week 13 then select the survey start date and end date by clicking the calendar icon. Note
that the minimum survey period for in-class administration is 3 days and by default, the end
date is set to the last day of the nearest standard survey period.

Deadline to Add Extra Question: By default, the deadline is set to one week before the survey
start date. To select another date, click the calendar icon then choose the date. You can
choose any date before the survey start date.

Subject Type: Select the appropriate subject type from the drop-down menu.

Part of Teaching Being Evaluated: Select the appropriate part(s) of teaching being evaluated
from the drop-down menu.

Focus of Feedback: Select the appropriate option from the drop-down menu.
Language of Questionnaire: Select the language for the questionnaire, if applicable.
Medium of Instruction: Select the appropriate medium of instruction, if applicable.

Confirm to Conduct Survey: Check the box to confirm that the SFQ will be conducted
according to the information entered. Once confirmed, the system will automatically send the
subject teacher an email asking him/her to check the subject information and add additional
guestions, if any.

Note: (1) The instructions to conduct the SFQ will not be executed if you leave the box unchecked.
Allow at least one day for the confirmed instruction to take effect according to the
inputted information.

(2) If in-class administration is chosen and approval from the DLTC Chair is required, you will
not be able to check the box until the DLTC Chair’s approval has been obtained.

10. To save the settings, click the Save icon =l in the top right corner.

| )
Sl 10 L
Subject Code
Subject Section
Subject Component
Subject Title T
FE Teacher
U3 NetlD
M0 By
1a Mode of Conducting Sur\.'ey'[ In-class * Qut-of- class] 1 2
K] Survey Collection Period " |06 Oct 2014 TO |10 Oct 2014 [o Mid-semester & End-of- ] Z 1 M
‘i Deadline to Add Extra Question ~ m 3 semester .
15 4 2%
E | Part of Teaching Being Evaluated) v : ‘
6 v
7 | Language of Questionnaire" v
8 [ Medium of Instruction} v
Confirm to Conduct Survey ~ D 9
Teacher NetlD TaTor reaemTy Zmse O

esfq.support@polyu.edu.hk Page 6 of 29
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PolyU SFQ System Manual — Dept SFQ Admin Last updated: 9 September 2025

Step9 1, go to the previous or next record, click the Left arrow 4 and Right arrow b in the top left

corner respectively.

Repeat Step 6 to enter the required information for other classes.

n Class and Teacher to Conduct Survey

Subject Section

{ I
i Subject Code i
[ |

Subject Component

Subject Title

Teacher

—TT
Lo Im

NetlD

Mode of Conducting Survey " O In—class ® Qut-of-class

IS0 ) BEY

Survey Collection Period * 06 Oct 2014 [ [T 19 0ct 2014 G| @ Mid-semester ) End-of-

1=

Deadline to Add Extra Question * |23 Sep 2014 | semester

1=

=
L T - S

Subject Type * | CORE AR

Part of Teaching Being Evaluated * | Lecture v |

Focus of Feedback * | Staff and subject v | I

Language of Questionnaire |Eng|ish v |

‘ Medium of Instruction * |English v | |

Confirm to Conduct Survey " I

|
Toarhor Moty Tdro Or TEdUTmmmy rocus

Step10 14 (jose the Edit window, click the Exit icon ﬁ in the top right corner.

Upon confirming the execution of the SFQ and closing the window, you will be notified of any
missing subject leader information in any records.

' |I| |Z| IO Missing subject leader information! l | = ||I|
Sul

Subject Section [

Subject Component
| Subject Title
Teacher

NetlD

Aol frrondnrting Conuae ™ 2 1 Py L .

In case of missing Subject Leader information:

1. Uncheck the box next to Confirm to Conduct Survey.

2. Click the Save icon E to save the record.
3. Follow Steps 5 and 6 to input the Subject Leader information.

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk. Page 7 of 29
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PolyU SFQ System Manual — Dept SFQ Admin Last updated:

2. Unselecting records of SFQ-taking classes and teachers

9 September 2025

Step1l To unselect any record of SFQ-taking classes, check the box next to the class(es) in the Chosen

Class and Teacher to Conduct SFQ section, then click the Up button - to move the selected

record(s) back to the Candidate Class and Teacher to Conduct SFQ section.

POLYTECHNIC UNIVERSITY
FHER TN

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System

Administrator~  SFQ Report~  Analytics™ Helpr % switch to side bar

. . ' Logout

Candidate Class and Teacher to Conduct SFQ
Subject Subject Subject Subject Last Eval.
" Code Section Componen Title Enchsen eachey LB Date
] aBCT1301 301501 LABOO1 CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu o

[T aBCT1301 301501
[C] ABCT1301 301501
[T aBCT1301 301501

[C] ABCT1301 301501 1
[7] aBCT1302 302501
] ABCT1302 302501
[7] aBCT1302 302501
[C] AecT1DO1 DO1sO1

OT FOR PSYCHOSOCIAL
R5345 345501 TUTOO1 DYSEUNCTION

OT FOR PSYCHOSOCIAL
[[] Rs5345 345501 TUTOOI1 DYSFUNCTION

n

[Tl ARCTINDO1 DN1S0l = = S
R EE ; / N\ [1-11/1240]
- ' - ' 2
Chosen Class and Teacher to Conduct SFQ
Subject Subject Subject |Suhjetl Part of Teachi Focus of Medium of Subject Con—
] Code Section C | Title =ty LI Being Evaluat Feedback Instruction Type  firme
OT FOR PSYCHOSOCIAL  SIN Lok Lam _ H
RS345 345501 TUTOOI DYSRUNCTION P llesin  Smallgroup  Staff only English CORE N 2]
OT FOR PSYCHOSOCIAL  SIU Man Hong N N
] RS245 345501 TUTOOI DySEUNCTION rsandsiu English N (2] I

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk.

Page 8 of 29
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3. Confirming all classes and teachers to conduct SFQ

Step 1

To confirm all selected classes and teachers to conduct the SFQ in the Chosen Class and Teacaher

to Conduct SFQ section, click the Confirm All icon 65:3 in the top left corner. Note that only classes

with all the required information inputted will be

confirmed.

’OLY TECHNIC UNIVERSITY
e TN

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System

. . ' Logout

Administrators  SFQ Report  Analytics*  Help* % switch to side bar
LS Jle ) 9 |
Candidate Class and Teacher to Conduct SFQ
Subject  Subject Subject Subject Last Eval.
= Code Section Componen Title (e o ‘TR e RICHIE) Date
[7] ABCT1301 301501 LABOO1 CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu =
[C] ABCT1301 301501 LECOO1 CHEMISTRY AND MODERN LIVING 27 YU Wing Yiu bowyyu
[7] ABCT1301 301501 LECOO1 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan
[7] AeCT1201 201501 TUTO0O01 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan
[7] ABCT1301 301501 TuTO001 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bowyyu E
[C] ABCT1302 3202501 LECOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 18 MOK Kam Wah bedaniel
[F] ABCT1302 302501 TUTO001 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 MOK Kam Wah bedaniel
[C] ABCT1302 3202501 TUTO0O01 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 YUNCG Ka Fu bekfyung
[C] ABCcT1DO1 DO1501 LABOO1 CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan
7] ARCTINOT NDO1SOT I FCON1 CHFMISTRY AND MODFRN | IVING 13 CHAN I ai Funn Ifchan S
1 1113 [1-11/1240]
(o]

Chosen Class afi™®4cher to Conduct SFQ

0 Subject Subject Subject Subject Part of Teachi Focus of Medium of Subject Con-

Teacher NetlD

Code Section Componen Title Being Evaluati Feedback Instruction Type  firme
,
OT FOR PSYCHOSOCIAL  SIN Lok Lam ) )
[] Rs34s 34sso1 TuTool o FOREYED San llesin Small group  Staff only English CORE N il
OT FOR PSYCHOSOCIAL ~ SIU Man Hong ) .
] RS345 345501 TUTOOT DveruNeToN o rsandsiu English N

[66 - 78/ 81]

Incomplete records with any missing information (e.g. Subject Leader, subject type, part of
teaching being evaluated, justification and/or approval not yet provided/obtained, etc.) will
remain unconfirmed.

A prompt will notify you the number of confirmed classes and unconfirmed classes due to what
kind of missing information. Please take necessary action as soon as possible.

o

@ Class(es) have been PARTIALLY confirmed!
2 class(es) have been confirmed to conduct
SFQ.
5 class(es) CANNOT be confirmed due to
approval not obtained or justification not
provided.
0 class(es) CANNOT be confirmed due to
missing values in mandatory fields or

missing subject leader information

oK

Once the class records are confirmed, the system will automatically send the subject teachers an
email asking them to check the subject information and add additional questions, if any.

esfq.support@polyu.edu.hk Page 9 of 29
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PolyU SFQ System Manual — Dept SFQ Admin Last updated: 9 September 2025

4. Exporting the list of candidate classes and teachers to conduct the SFQ

Step 1 To export the list of candidate classes and teachers to conduct the SFQ, click the Export icon @

on the Candidate Class & Teacher to Conduct SFQ section.

ZR\ THE HONG KONG
q POLYTECHNIC UNIVERSITY
R T A5
Electronic Student Feedback Questionnaire System B Logout
Administratorv  SFQ Report~  Analytics¥ Helpv % switch to side bar
Choose Class & ... *
2]
Candidate Class and Teacher to Conduct SFQ
Subject Subject Subject Subject Last Eval
= Code Section Componer Title (Erel | ey Db Date
[] ABCT1301 301501 LABOO1 CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu - |
[] ABCT1301 301501 LECOO1 CHEMISTRY AND MODERN LIVING 27 YU Wing Yiu bowyyu
[[] ABCT1201 201501 LECOO1 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan
[[] ABCT1201 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan
[[] ABCT1201 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bowyyu -
[C] ABCT13202 202501 LECOO01 CHEMISTRY AND SUSTAINAELE DEVELOPMENT 18 MOK Kam Wah becdaniel
[[] aABCT13202 202501 TuToO01 CHEMISTRY AND SUSTAINABELE DEVELOPMENT 4 MOK Kam Wah becdaniel
[[] ABCT1302 302501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 YUNG Ka Fu bckfyung
[[] ABCT1DO1 DO1501 LABOO1 CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan
[l ARCTINOI DO1SAT 1FCO01 CHFMISTRY AND MODFRN IVING 13 CHAN | ai Funa Ifchan v
1 /5| = ® [1-11/45]
(e
Chosen Class and Teacher to Conduct SFQ
A Subject Subject Subject Subject Teacher NetlD Part of Teact Focus of Medium of Subject Con-
Code Section Componer Title Being Evalua Feedback Instruction Type  firmu
INTRUDUCTURY LIFE  ZHAU STaTT and 3
[[] ABCT1101101S01  LECOO1 SCIENCE Yanxiang bcyxzhao  Lecture subject English CORE Y e
[T ARCTIIAL 1ATENT THTAN INTRODUCTORY LIFE IECC Kam lan hrdlas Ennlich L.\

Step2  Select the appropriate option then click OK:

1. Open the exported file with Excel directly then save the file; or
2. Save the exported file in .xls format directly on your computer.

t Eval.
Opening CandidateClassTeacherxls - “

You have chosen to open:

ND MODE| .
ND MODE CandidateClassTeacher.xls
\ND MODE which is: Microsoft Office Excel 97-2003 Worksheet (188 KB)

from: https://polyd53.polyu.edu.hk

ND SUSTAI
ND SUSTAIN
ND SUSTAIN
ND MODE
ND MODER

What should Firefox do with this file?

(") Openwith | Microsoft Office Excel (default) -

i Save File

[7] De this automatically for files like this frem now on.

Subject
Instruction Type

Teacher

-

Being Evaluati Feedback

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 10 of 29
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PolyU SFQ System Manual — Dept SFQ Admin Last updated: 9 September 2025

5. Exporting the list of selected classes and teachers to conduct the SFQ

Step 1 . . . 7 .
P To export the list of selected classes and teachers to conduct the SFQ, click the Export icon in
the Chosen Class & Teacher to Conduct SFQ section.
£\ THE HONG KONG
? POLYTECHNIC UNIVERSITY
M TR
Electronic Student Feedback Questionnaire System
Administrator  5FQ Report~  Analytics» Helpv % switch to side bar
Choose Class & ... *
(=)
Candidate Class and Teacher to Conduct SFQ
Subject Subject Subject Subject Last Eva
= Code Section Componer Title O e=chey NetlD Date
[C] ABCT1301 301501 LABOO1 CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu k|
[C] ABCT1301 301501 LECOO1 CHEMISTRY AND MODERN LIVING 27 YU Wing Yiu bowyyu
[C] ABCT1301 301501 LECOO1 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan
[C] ABCT1301 301501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan
[[] ABCT1301 301501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bewyyu =
[[] ABCT1302 302501 LECOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 18 MOK Kam Wah bedaniel
[[] ABCT1302 302501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 MOK Kam Wah bedaniel
[[] ABCT13202 202501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 YUNG Ka Fu bekfyung
[C] ABCTIDO1DO1S0T  LABDOT CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan
[(TARCTINOINOISOT | FCOO1 CHFMISTRY AND MODFRN | IVING 12 CHAN | ai Funn Ifchan i
1 S| > ow [1-11745]
i3 [HEA) 2
Chosen Class and Teacher to Conduct SFQ
o Subject Subject Subject Subject Teacher NetID Part of Teact Focus of Medium of Subject Con-
Code Section Componer Title Being Evalua Feedback Instruction Type  firmu
INTRUDULTURY LIFE  ZHAU STarr ana . s
[[] ABCT1101101S01  LECOO1 SCIENCE Yanxiang bcyxzhao Lecture subject English CORE Y
[7] ABCT1101101501 TUTOO1 L IDETRRLST U2 LEE Kam Len bcdlee English N
SCIENCE o
INTRODUCTORY LIFE KONG Hang .
[F] ABCT1101 101501 TUTOO02 SCIENCE Kin bchkkong English N
INTRODUCTORY LIFE WONG Gabriel .
[] ABCTI101101501  TUTO0Z (P e begkyw10 English N |
Step2  Select the appropriate option then click OK:

1. Open the exported file with Excel directly then save the file; or
2. Save the exported file in .xls format directly on your computer.

Cpening ClassTeacher.xls

You have chosen to open:

E] CassTeacher.xds

E which is: Microsoft Office Excel 97-2003 Worksheet (30.5 KB)
g from: https://polyx533.pelyu.edu.hk

ally What should Firefox do with this file?
AN pEI"IWIth ’ Microsoft Office Excel (default) -

24 i©) Save File

[T De this automatically for files like this from now on,

OK

Cancel

Teacher

NetlD

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 11 of 29
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6. Inputting Subject Leader information

As Subject Leaders have the right to (1) input extra questions for the subject, (2) monitor the survey
response rates, and (3) access the subject reports, information on the Subject Leader is required when
adding classes to conduct the SFQ.

Input information on the secondary Subject Leaders as well, if applicable, as they also have the right to
monitor the survey response rates and access the subject reports (but not to input extra questions for the
subject).

Step1l Click Administrator in the top menu bar, then select Input Subject Leader from the drop-down
menu to open the Input Subject Leader tab.

Q THE HONG KONG
&R

>OLY TECHNIC UNIVERSITY
b TN
Electronic Student Feedback Questionnaire System B Logout

¥ | Choose Class & Teacher to Conduct SFQ

SFQ Report~  Analytics  Helpv % switch to side bar

b Input In-class e5FQ Reguest

b | Input Service Teaching Records

II. Input Subject Leaderl

b | Monitor Survev

Step2  On the Input Subject Leader tab, double-click the class record of which the Subject Leader
information is to be inputted and a window will pop up.

To enter the Subject Leader information:

1. Click the Editicon 77 in the top right corner.

2. Select the appropriate Subject Leader information from the drop-down menus (input
information on secondary Subject Leader, if applicable) and the deadline for the Primary
Subject Leader to add extra questions (Note: the deadline cannot be later than the start date
of the first survey that has “Subject” or “Subject & staff” as its feedback focus).

3. Click the Save icon l:li to save the changes

4. Click the Left 4 and Right ¥ buttons to go to the previous and next record respectively.

5. Click the Exit icon " to close the window.

Subject Subject I EL
Code Title er
ABCT1102 3
o Subject Code " |ABCT1102
ABCT1103 GENERAL LABOR|
ABCT1303 BIOTECHNOLOG) Subject Title " |GENERAL BIOLOGY
MBCT1314  CHEMISTRY AND
BBCT1741 GENERAL CHEMI$ Primary Subject Leader " v v 2
ABCT1DO3 BIOTECHN o
REC] LIECHNOLOD Secondary Subject Leader v v
ABCT1DO4 NTRODUCTORY
THE ENVIRONME Extra Question Deadline " |03 Apr 2017 jm|
ABCT1DO7

CHINA

Note that once the Subject Leader information is inputted and saved, the system will immediately
send an email to the primary Subject Leader, asking him/her to input additional questions on the
subject, if any.

esfg.support@polyu.edu.hk Page 12 of 29
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7. Inputting In-class SFQ Administration Request

Departments are required to provide justification and where appropriate, seek DLTC Chair’s approval via the
SFQ system if they wish to set up in-class SFQ administration. If the teacher requesting in-class SFQ
administration is the DLTC/SLTC Chair, seek approval from the Head of Department instead.

All in-class administration requests with justification, including those that wish to conduct SFQ beyond
Week 13 (Week 7 for Summer Term), must be submitted via the SFQ system at least 8 days before the
proposed survey start date or by 11:59 p.m., Sunday of Week 10 (Week 4 for Summer Term), whichever is
sooner, and where appropriate, approved by the given deadline, or no in-class SFQ can be set up. Please
also note that survey periods cannot cross over semesters.

While exemption from approval to conduct in-class SFQ within the 13-week teaching schedule (7-week for
Summer Term) is given to classes with enrolments of 30 or less, department will still need to input the
justification for in-class administration in the SFQ system before the settings can be confirmed.

The following table summarizes the in-class request arrangements:

Proposed survey period
Within 13-week teaching schedule Beyond Week 13 (within the
semester)*
30 or - Approval from DLTC Chair is not required - Requires DLTC Chair’s
less - Department to provide justification for in- approval
class administration and confirm settings via - Department to submit
SFQ system at least one day before the request with justification via
proposed survey start date SFQ system on or before
Sunday of Week 10 (or
Student More - Requires DLTC Chair’s approval Week 4 for Summer Term)
enrolments | than 30 - Department to submit request with
justification via SFQ system at least 8 days *Survey periods cannot be across
before the proposed survey start date or by | semesters.
Sunday of Week 10 (or Week 4 for Summer
Term), whichever is sooner

You will receive an email notification upon the approver submitting a decision or that a submitted request
needs further attention or action (e.g. the deadline for approval has passed). Please log in to the SFQ system
and take necessary action as soon as possible when you receive the email notifications.

esfq.support@polyu.edu.hk Page 13 of 29
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To submit justification and request for approval, follow the steps below.

Step 1

If you have already set up the SFQ record in the Chosen Class and Teacher to Conduct SFQ,

section, click Administrator in the top menu bar, then select Input In-class eSFQ Request from the
drop-down menu to open the tab.

POLYTECHNIC UNIVERSITY
e T N8

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System

Administrator =

¥ | Choose Class & Teacher to Conduct SFQ

. . ﬂ Logout

SFQ Report~  Analytics* Help~ % switch to side bar
L

[ b | Input In-class e5F0Q Request ]

F | Input Service Teaching Records
¥ | Input Subject Leader
¥ | Maonitor Survey

b | Check eSFQ health

Alternatively, you can access the tab by click the Input in-class request icon Y in the Chosen
Class and Teacher to Conduct SFQ section.

Choose Class & ... *

Lo |2 ]

Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Last Eval.
] a Enrolment Teacher NetlD

Code Section Component Title Date
[] RS6002 002501 SEM002 GRADUATE SEMINAR IN REHABILITATION SCIENCES

9 Teacher A rsteachera

I+ « |33 |33 [353 -3557355]

(= fl=]
2] 2o 2]

Chosen Class and Teacher to Conduct SFQ

Input
0 Subject  Subjet Subject Subject Teacher R Part of Teach Focus of Medium ol Subject Con- Mode of  In-class requ inpdass
Code Sectio Compone Title Being Evalual Feedback Instructior Type  firmec Administr: approval stat o
ACUPUNCTURE FOR Pending
Teacher B rstchb . ) : :
[C] RS4910 91050 LABOD2 PHYSIOTHERAPY Small group Staff only English CORE N In-class  justification N \g
PRACTICE input

esfq.support@polyu.edu.hk Page 14 of 29
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Step2  Onthe Input In-class eSFQ Request tab, double-click the class record for which you would like to
submit the justification/request for in-class administration. A window will pop up.

If approval is not required:

1.

2.
3.
4

Select/Enter the justification for conducting in-class SFQ.
Click the Save icon h:li to save and submit the justification.

Click the Exit icon ‘r to close the window.
Go back to the class record in the Chosen Class and Teacher to Conduct SFQ section to
confirm the settings and check the Confirm to Conduct Survey box.

If approval is required:

1.

Select/Enter the justification for conducting in-class SFQ. If the in-class SFQ is to be
conducted beyond Week 13 (or Week 7 for Summer Term), input the justification for
conducting survey outside Week 13.

Select the appropriate approver from the staff list. If the teacher responsible for the class
is the DLTC/SLTC Chair, seek approval from the Head of Department instead.

Select the role of the approver (see ii.2 above).

Check the Confirm to send to Approver box. If you leave this box unchecked, the request
will NOT be submitted, and no email will be sent to the selected approver for further
action even when the request has been saved.

Click the Save icon Ezli to save and submit the request. Upon saving and submitting the
request, the system sends an email immediately to the selected approver for further
action.

You can click the Cancel icon = to cancel a submitted request (i.e. approval status being
“pending approval”) or a request that has already been approved. Please note that when
the request has been cancelled, the settings of the corresponding record in the Chosen
Class and Teacher to Conduct SFQ section will be reset. You will need to go back there to
do the settings again.

Click the Exit icon lr to close the window.

|'

|
o
Subject Code
Subject Section 5

Subject Component 7
Subject Title
Teacher
NetlD

Mode of Conducting Survey © @ |n_class

Survey Collection Period |13 Feb 2017 To |26 Feb 2017 within Week 13
Cutside Week 13

S - " ~

Justification for conducting in- Enrollment less than 30

class survey Atypical teaching arrangement

1 Other

Justification for conducting survey "

outside Week13
\_ J

2 Sent to Approver |========== Please select Endorsar/Approver =========/7 ]

3 Role of Approver DLTC/SLTC Chair '/ Head of Department ]

4 [Coﬂfirm to send 1o Approver Confirm to send to Approver ]

esfq.support@polyu.edu.hk Page 15 of 29
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Step 3

Step 4

If you need to change the survey period, you will need to do so in the Chosen Class and Teacher to
Conduct SFQ section. Upon saving any changes made to the survey period, the previoulsy
submitted request will be cancelled automatically and you will need to put in a new request
following Step 2 above.

Note also that if you change the mode of administration to “out-of-class” in the Chosen Class and
Teacher to Conduct SFQ section and save the settings, the in-class SFQ request previoulsy
submitted for that class will be cancelled automatically.

On the Input In-class eSFQ Request tab, you can:
1. Check the approval status (also shown in the Chosen Class and Teacher to Conduct SFQ
section).
2. Check the deadline for approval. If needed, you can send additional emails to the
approvers to remind them that they are yet to approve certain requests to conduct in-

class SFQ by clicking the Send Email icon “5¢ to open the Send Email Reminder window.

Note that the email reminder will be sent under your name, and copied to the Subject
Teacher.

3. View the request and approval details by double-clicking on a record.
Export the requests for your record by clicking the Export icon O Note that the records
will be cleared at the end of each semester. You are advised to export the list by the end
of each semester for your own record if needed.

Input In—class ... *

Input In-Class & QRec}u B Approval :
fr-Sem Code Title Start e Status Decision Sent
Code Date Approval
2016-2 ABCT110 102501 TUTOO1 ;ZNL?::\; g::Nn-chan 137 Pending Deadline :Ez/mm/ 09 Feb 2017
CENERAL submission = [—
oval
LABORAT Atyp) Appl' o Ho-ho Pend
016-2 ABCT110 103501  LABOD1 TECHNIQ! Chan-chan 20 Fi Tead en mlgl 16 Feb 2017 =
AND Arral LTC/SLTQ approva
SAFETY : 09 Feb 2017 |y
Pending
approval
(=]
16 Feb 2017
Step5  You will receive an email notification upon the approver submitting a decision or that the deadline

for approval has passed. Please log in to the SFQ system and take necessary action as soon as
possible.

If the request has been approved, go back to the class record in the Chosen Class and Teacher to
Conduct SFQ section to confirm the settings and check the Confirm to Conduct Survey box.

If the request has been rejected, submit a new request or set up out-of-class administration for
that class if deemed appropriate.

esfq.support@polyu.edu.hk Page 16 of 29
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8. Inputting Service Teaching Records

Departments are required to input information on the service teaching done by their staff members each
semester, and make sure that such information is correct as it will be used to generate the reports for staff
appraisal, further appointment, etc.

Departmental Administrators can input or edit this information any time within the semester.

Step1l Click Administrator in the top menu bar, then select Input Service Teaching Records from the
drop-down menu to open the Input Service Teaching Records tab.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
il T B

Electronic Student Feedback Questionnaire System ' B Logout

SFQ Report~  Analyticsv Help~ % switch to side bar
| L

b | Choose Class & Teacher to Conduct SFQ

b Input In-class e5FQ Request

I ¥ | Input Service Teaching Records

F | Input Subject Leader

¥ | Monitor Survev

Step2  On the Input Service Teaching Records tab, click the Create new record icon B2 and a window
will pop up.

Input Service T... *

e (E)E

Input Service Teaching Records

[ Acad Yr-Se Subject Code Subject Section Code Subject Component Code Teacher
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Step3  To enter information about service teaching done by your department for the semester:

1. Select the staff member from the Subject Teacher drop-down menu.

2. Enter the subject code, section code and component code of the class for which the staff
member does service teaching.

3. Click the Save icon h:li to save the information. Saved records will be displayed in the tab when
you close the pop-up window.

4. To add another record, click the Create new record icon ===,

5. To close the pop-up window, click the cross button in the top right corner.

Acad Yr-Sem Su] ner
4 3
1 [ Subject Teacher v ]
Subject Code
Section Code
Component Code

Step4 To delete a record, check the box next to the record then click the Delete record icon s .

H

Input Service T...

R E P

Input Service Teaching Records

| Acad Yr-5e Subject Code Subject Section Code Subject Component Code
1 2016-2 BME32102 102501 LECOO1
] 2016-2 BME3502 502501 LECO0O1

Step5  You can export the list to an Excel file by clicking the Export icon O . Note that the records will be
cleared at the end of each semester and you are advised to export the list for your own record if
needed by the end of each semester.

=

Input Service T...

R EEE

Input Service Teaching Records

[] | Acad ¥Yr-Se Subject Code Subject Section Code Subject Component Code
] 2016-2 EME32102 102501 LECDO1
] 2016-2 BME3502 502501 LECOO1
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9. Monitoring the survey

You can check the response rates to the SFQ and send emails to the students via the SFQ system if needed.

Step1l To check the response rates to the SFQ, select Administrator in the top menu bar then select
Monitor Survey from the drop-down menu.

Q THE HONG KONG
an POLYTECHNIC UNIVERSITY
M T NE

. . ﬂ Logout

Electronic Student Feedback Questionnaire System

Administrator v

SFQ Report~  Analytics™ Help> % switch to side bar

¥ | Choose Class & Teacher to Conduct SFQ :
¥ | Input In-class eSFQ Request
b | Input Service Teaching Records
¥ | Input Subject Leader

[ F | Monitor Survey ]
b | Check eSFQ health

The number of responses and response rate of each individual class for which the SFQ has been
administered in the semester will be displayed.

£\ THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
&7 w0
El n P " n No. 1 I
lectronic Student Feedback Questionnaire System of Respons: 1 A “ Logout
Administrator~  SFQ Report~  Analytics~ Help~ % switch to side bar Rate ]
response g
Monitor Survey
L ](£2)la] 1/184 0.54%
- _ Extra
Subject SS:'[’:: é"":’.::‘nm Subject —— Questiof Survel :: Responsi 2%
(el Code Code (2 Aho_"[ 0/184 0.0% response nt Date
Subject
INTRODUCTORY LIFE i
ABCTI1101101501  LEC0O1 Dr Vincent W. Keng A 1/184  0.54% (3]
SCIENCE 1/16 6.25% =)
INTRODUCTORY LIFE }
ASCTITO1101501  LECOO1 oo DrY.X. Zhao Editing 0/184 0.0%
CHEMISTRY AND
ABCTI301301501  Lagool ot RN Dr Sharen LF. Chan 118 s 56 Active 116 6.25%
CHEMISTRY AND
ABCT1302302501  LECOOT  SUSTAINABLE Dr Yung Ka-fu Active 118 556%

Step2 If you are asked by the Subject Leader or subject teacher to send an email reminder to the

students enrolled in the class, click the Send Email icon to open the Send Email Reminder
window.

Note that the email reminder will be sent under your name, and copied to the Subject Teacher.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY

e T A
Electronic Student Feedback Questionnaire System B Logout

Administrator~ SFQ Report™  Analyticsw Helpr % switch to side bar

Monitor Survey

Extra Extra

Subject S"b],lﬂ SR Subject Question Question In- SO, =0 u Survey o Responsi _
Section Componen __ Teacher Start End 5 of Email
Coce Code Code [HEE2 potEg At iass Dare Dare ®  response Sent Dare
Subject  Staff L
INTRODUCTORY LIFE - 25 Aug 19 Oct
ABCT1101101501  LECOO1 SCIENCE Dr Vincent W. Keng 5 0 Yes 5014 2014 Active 1/184 0.54%
INTRODUCTORY LIFE 17 Mov 30 Nov . ,
ABCT1101101501  LECOO1 SCIENCE Dr Y.X. Zhao 5 5 No 2014 2014 Editing 0/184 0.0%
ABCTI201 201601 1aean EE ST RN Dcsh LEcn o nv. T AL Eaen Ace 106 625
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PolyU SFQ System Manual — Dept SFQ Admin Last updated: 9 September 2025

Step3  Fillin the required information as appropriate:

1. Mail Subject: Provide an email subejct.

2. Mail To: By default, it is set to send to all students. Select Non-respondents Only if you
would like to send the email reminder to the students who have not yet completed the
SFQ only.

3. Mail Send Date: Select the date you would like the email to be sent.

4. Mail content: Write your message to encourage student participation. If you would like to
insert the SFQ web link into your email for students’ easier access, click Insert eSFQ Web
Link and it will be inserted at the cursor position.

Subject Code: ABCT1101
Subject Class: 101501 - LEC0O1
Subject Title: INTRODUCTORY LIFE SCIENCE

Teacher: DrJames Smiley
Mail From: DEBBIE Liu<ecdebbie@polyu.edu.hk:=

Mail CC: Dr James Smiley <jsmiley@polyu.edu.hk>
Mail Suhjeu:l:l Please complete your eSFQ

Mail Tn:l @ All Students ) Non-respondents Only ' 2
Mail Send Datef 01 Sep 2014 3

Font = sze®|| |B I U # &

Dear Students

Flease complete your eSFQ at htlp:ﬁwww.polyu.edu.hk;'esqustudent

Step4  Click Send to send the email.

|| Send Email Reminder
l
Subject Code: ABCT1101

Subject Class: 101501 - LECOOI
Subject Title: INTRODUCTORY LIFE SCIENCE

Teacher: Dr James Smiley
Mail From: DEBBIE Liu<ecdebbie@polyu.edu.hk=

Mail CC: Dr James Smiley <jsmiley@polyu.edu.hk>
Mail Subject: |Please complete your eSFQ

Mail To: @ All Students ) Non-respondents Only

Mail Send Date: |01 Sep 2014 (1 |

Font || sz™ |B I U f~ ==

Dear Students

Please complete your eSFQ at hitp:www.polyu.edu.hkiesfg/student by 30 Mov 2014. Thank you. \

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk. Page 20 of 29
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10. Departmental SFQ status health check

The Health Check fuction helps the Departmental SFQ Administrators to spot any potential irregularities in
the class records e.g., classes with invalid or no subject teacher information, classes without any student
enrolment, etc. Departmental SFQ Administrators are advised to use this health check function regularly to
see if any class record requires immediate attention and follow-up action.

Step 1

Step 2

To check the SFQ status, click Administrator in the top menu bar then select Check eSFQ Health.

THE HONG KONG

&

Electronic Student Feedback Questionnaire System

Administrator ¥

¥ | Choose Class & Teacher to Conduct SFQ

zb POLYTECHNIC UNIVERSITY

TR T RS

SFQ Report>  Analytics*  Helpr % switch to side bar

b | Input In-class eSFQ Request

¥ | Input Service Teaching Records
¥ | Input Subject Leader

¥ | Monitor Survey

[ b | Check eSFQ health ]

. . ' Logout

The following information will be displayed:

Class(es) without teacher record

Class(es) with invalid teacher record

Class(es) without student enrolment

Missing LCR subjects (viewable to CBS and ELC only)

vk wnN e

Departmental eSFQ Summary (click the links to display further information)

Departmental SFQ Administrators should rectify any problem record accordingly and take other

follow-up action if necessary when any irregularity has been spotted.

mn

Q THE HONG KONG
qb POLYTECHNIC UNIVERSITY

& wism T A

Electronic Student Feedback Questionnaire System A Logout
Administrator= SFQ Report~  Analytics* Help~ % switch to side bar

Check eS5FQ Heal... ™
Departmental eSFQ Summary

Confirmed classes (no.) [b]
s Total no. of

Dept Unconfirmed Not yet Started eSFQ  Completed eSFi Suspended not being selecte classes -

Pl lasses (no.) [a started eSFQ (overall respon (overall respon eSFQ to do

[a+b+c]
eSFQ (no.) [c]

ABCT [ 3 1 5 (2.61%) 0 (0% 0 45 54
Class({es) without teacher record
Dept Subject code Section code Component code Enrolment
Class{es) with invalid teacher record
Dept Subject code Section code Component code Teacher NetlD Enrolment
Class(es) without student enrolment
Dept Subject code Section code Component code

esfg.support@polyu.edu.hk
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11. Viewing SFQ subject reports

Step 1

Step 2

To view the subject reports, click SFQ Report in the top menu bar then select View SFQ Subject
Report to display the list of available reports.

&

THE HONG KONG
POLYTECHNIC UNIVERSITY
e TN

Electronic Student Feedback Questionnaire System

Administrator = | SFQ Report~ | Analyticsw Helpr % switch to side bar

b View S5FQ Subject Report

- . - Logout

You can search for a report by clicking the Magnifying glass icon £

Click the PDF icon ﬂ next to the record to display the subject report for that class.

&

'

Acad.

2013-1
2013-1
2013-1
2013-1
2013-1
2013-1
2013-1
2013-1

Administrator~

THE HONG KONG
>OLY TECHNIC UNIVERSITY
e T N2

Subject

¥r.-Sem Code

AECT1101
ABCTI1101
ABCT1301
ABCT1301
ABCT1301
ABCT1301
ABCT1301
ABCT1301

Electronic Student Feedback Questionnaire System

SFQ Report=  Analytics Helpr % switch to side bar

View SFQ Subjec... ©

Subject
Title

INTRODUCTORY LIFE SCIENCE

INTRODUCTORY LIFE SCIENCE

CHEMISTRY AND MODERN LIVING
CHEMISTRY AND MODERN LIVING
CHEMISTRY AND MODERN LIVING
CHEMISTRY AND MODERN LIVING
CHEMISTRY AND MODERN LIVING
CHEMISTRY AND MODERN LIVING

2012 1 ADCTI2072 CUICAICTDW ARD CLICTAIMADLE MCVWEL ODRAICKIT

Subject
Section
Code

101501
101501
301501
301501
301501
301501
301501
3013501

203501

l . - Logout

Componer Sublec
Code

LECO001 ind
LECO00T muE
LABOO1 (;’)
LAB0O1 (7]
LEC001 (7]
LEC001 E=0
TUTOO1 (7]
TUTOO1 (7]
Lcrnnt [=n ]

esfg.support@polyu.edu.hk
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12. Viewing departmental and faculty norms

Subject Leaders, subject teachers and departmental SFQ administrators can view the departmental norms of
their own department and the norms of all Faculties/Schools.

Step 1

Step 2

To view the departmental or faculty cumulative norms, click SFQ Report in the top menu bar then
select Departmental Norms or Faculty Norms to display the list of available reports.

Q THE HONG KONG
Q"b POLYTECHNIC UNIVERSITY
HHEE TR

Electronic Student Feedback Questionnaire System

Administrator= | SFQ Report~] Analytics Help~ % switch to side bar

4 F | View 5FQ Subject Report
¥ | Departmental Morms ]

¥ | Faculty Norms

Click the PDF icon ﬂ next to the record to display the report.

Q THE HONG KONG
&R

POLYTECHNIC UNIVERSITY
e TN

Electronic Student Feedback Questionnaire System . . B Logout

Administrator SFQ Repertv  Analytics»  Helpv % switch to side bar

®

View Faculty Cu...

EX

Faculty/School Report
FAST
FB

FCE

B

=

FENG
FH
FHSS
sD

EIEETRIEE

SHTM
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13. Viewing subject averages

Departmental SFQ administrators can view and export the overall means of the items about the subject to
an Excel file.

Step 1

Step 2

To view the subject averages, click Analytics in the top menu bar, select Departmental SFQ
Administrator, then Subject Averages to display the list of subject averages.

Q THE HONG KONG
Q‘b POLY TECHNIC UNIVERSITY
FHEMT N2

. l ' Logout

Electronic Student Feedback Questionnaire System

Administrator~ 5FQ Report ™ Help ~ % switch to side bar
Departmental SFQ Administrator b] [; S Hseres hmmrae ]

F | Combine Subject Results

¥ | Download Raw Data on Subject

Use the Arrow buttons at the bottom to go to the first, previous, next or last page. Alternatively,

you can enter the page number to go to a particular page.

Click the column headers to sort the corresponding columns in ascending or descending order. To

£

search for a particular record, click the Magnifiying glass icon
then click Search.

To export the records to an Excel file, click the Excel file icon @—'.

Subject Average... *

Acad Yr 'Sem Subject ot 1A1 1A2 1A3 14 i RS [l
Code class sets (Too heavy) (Appropriate) ' (Too light)
2014 1 ABCT 1231 1 3.9 3.8 37 a7 3.3% 91.9% 4.9%
2014 ] ABCT 1232 1 37 34 3.6 3.6 3.1% 78.1% 18.8%
2014 1 ABCT 1233 1 42 41 3.9 3.9 2.1% 72.7% 18.2%
2014 1 ABCT1234 1 3.9 3.8 4.0 3.8 5.8% 90.4% 3.8%
2014 1 ABCT 1235 1 3.4 35 3.8 35 2.6% 78.2% 19.2%
2014 1 ABCT 1236 1 4.0 4.0 41 3.9 2.3% 65.5% 32.2%
2014 1 ABCT 1237 1 4.0 4.0 4.0 4.1 0.0% 93.5% 6.5%
2014 1 ABCT 1238 1 43 4.2 4.3 4.2 0.0% 100.0% 0.0%
2014 1 ABCT 1239 1 37 3.6 37 35 2.1% 54.2% 43.8%
2014 1 ABCT2001 1 4.0 4.0 4.0 3.9 0.0% 74.7% 25.3%
2014 1 ABCT 2002 1 3.8 3.8 3.8 3.8 0.0% 87.5% 12.5%
2014 1 ABCT2003 1 3.7 3.7 3.8 4.0 0.0% 84.1% 15.9%
2014 1 ABCT2004 1 4.0 3.9 4.1 3.8 0.0% 84.6% 15.4%
2014 1 ABCT2005 1 3.9 3.9 3.8 3.7 0.0% 89.4% 10.6%
2014 1 ABCT2006 1 3.7 3.7 3.7 3.7 2.1% 81.3% 16.7%
2014 1 ABCT2007 1 3.8 37 3.7 35 1.6% 88.9% 9.5%
2014 1 ABCT2008 1 4.0 3.9 3.8 3.9 3.4% 74.1% 22.4%
2014 1 ABCT2009 1 4.0 4.0 4.0 3.9 0.0% 92.3% 7.7%
2014 1 ABCT2010 1 45 4.0 4.0 35 0.0% 50.0% 50.0%
2014 1 ABCT3001 1 4.0 4.0 4.2 4.0 0.0% 92.3% 7.7%
2014 1 ABCT3002 1 44 44 3.8 4.2 0.0% 100.0% 0.0%
2014 1 ABCT3003 1 46 46 4.6 45 0.0% 80.5% 19.5%
2014 1 ABCT3004 1 3.8 3.8 3.9 3.9 2.5% 97.5% 0.0%
2014 1 ABCT3005 1 36 3.8 3.8 3.5 4.0% 60.0% 36.0%
2014 1 ABCT3006 4 4.1 41 4. 4.1 1.1% 86.2% 12.7%
2014 1 4.3 4.2 0.0% 94.9% 5.1%
2014 1 3.9 3.8 0.0% 85.1% 14.9%
2014 1 1 /103 L 42 4.2 5.5% 88.9% 5.6%
2014 1 3.0 3.5 0.0% 50.0% 50.0%
2014 1 T -3 ey 4.8 4.5 0.0% 100.0% 0.0%
2014 1 1 3.2 3.3 3.5 3.3 0.0% 83.3% 16.7% e
»

esfg.support@polyu.edu.hk

. Enter the relevant information,
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Step 3

To see the class set(s) information, click the Drill down icon =——-.

J Subject Average... *

E
: E

v
o
v
2

1
1 g 77 4 3.4 3.6 3.6 3.1% . 10.07%
1 4.2 4.1 3.9 3.9 9.1% 18.2%
2014 ABCT1234 1 3.9 38 40 38 5.8% 20.4% 2.8%
2014 1 ABCT1235 1 34 35 3.8 35 2.6% 78.2% 19.2%
2014 1 ABCT 1236 1 4.0 4.0 4.1 3.9 2.3% 65.5% 32.2%
2014 1 ABCT1237 1 4.0 4.0 4.0 41 0.0% 93.5% 6.5%
2014 1 ABCT 1238 1 4.3 4.2 4.3 4.2 0.0% 100.0% 0.0%
2014 1 ABCT 1239 1 37 36 3.7 3.5 2% 54.2% 43.8%
2014 1 ABCT2001 1 4.0 4.0 4.0 3.9 0.0% 74.7% 25.3%
2014 1 ABCT 2002 1 3.8 3.8 3.8 3.8 0.0% 87.5% 12.5%

The class sets information will appear in a pop-up window.

To export the record(s) to an Excel file, click the Excel file icon .

SUBJECT CLASS(ES)

1] pPre

2 ; 4.0 41 41 12.7% 87.3% 0.0% s

: 1 3938 39 39 105%  8se%  lo%  128%

J 1 S 44 44 43 43 17.0% 82.0% 0.9% 11.3%

,| 2014 1 ABCT1004 326504 LEC001 esleader Subject Leader E 72 47 65.3% 40 41 40 41 6.8% 88.6% 4.6% 19.2% 12.8%
1

A

5

6

7

8

8

0

L« »
2 B

3] e |D}.]w| ol

#| “Classes with low number of returns (<=5) or low rate (<=30%) are hi

> 1 45 40 40 as 0.0% 50.0% 50.0% 0.0% 0.0% 50.0% 0.0%
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14. Combining subject results

Last updated: 9 September 2025

Departmental SFQ administrators can combine the subject results for different classes of the same subject
using the “Combine Subject Results” function.

Stepl To combine the subject results, click Analytics in the top menu bar, select Departmental SFQ
Administrator, then Combine Subject Results. A new tab will be displayed.

Step 2

£\ THE HONG KONG
? POLYTECHNIC UNIVERSITY
W T NE
= O e sadpa Llue 0 aire = A ARA
Administratorv SFQ Report ™ || Analytics || Help ™ % switch to side bar
Departmental SFQ Administrator b] b | Subject Averages
¥ | Combine Subject Results ]
¥ | Download Raw Data on Subject
Click the Combine Subject Results iconl Cad l A window will pop up.
Q THE HONG KONG
Q’b POLYTECHNIC UNIVERSITY
v HEE TS
Electronic Student Feedback Questionnaire System LS ¥ B Logout
Administrator  SFQ Report=  Analytics®  Help= % switch to side bar
Combine Subject... *
E
— E3[
Acad. Yr. Sem. ﬂec ‘ Component  Staff Name NetlD Enrolment :;ulnr:s :::Epnnse 1A1

<

Subject overall mean

“Classes with low enrolment (<=5) or low response rate (<=30%) are highlighted

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk.
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Step3  Inthe pop-up window, select: (1) the Academic Year/Semester from the drop-down menu to
display the records available for combining; (2) the classes of which the subject results you wish to
combine. Then click Select.

S EAR CH - Combine Subject Results

1 | Academic Year—Semester 2014-2 I

R I___

] AF3110 110501 SEM002

F AF3110 110502 SEMOO1

112501 SEMOO1

AF3112 112501 SEM002

AF3112 112501 SEM003

[F_AF2112 112501 SEMOD4 M
3 | Select || Clear || Close |

Step4  The selected records and combined results will appear in the background tab. Click Close to view
the combined results.

To export the combined results to an Excel file, click the Excel file icon .

THE HONG KONG
qb POLYTECHNIC UNIVERSITY
FHEAE T AR
Electronic Student Feedback Questionnaire System S Y B Logout
System~  Administrator= SFQ Report= Analytics~ Help~ % switch to side bar

=

Combine Subj e(:t.

- | B SEARCH - Combine Subject Results
T

Academic Year- Sernester 2014-2

T I___

AF3110 110501 SEM002
AF3170 110502 SEM0O1

S EENENENENE S

AF3112 112501

AF3112 112501
AF3112 112501
[_aF211 112501

Ve

]
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15. Downloading raw data on subject

Departmental SFQ Administrator can download the raw data of students’ responses (de-identified) in Section
| About the Subject.

Step 1

Step 2

To download the subject raw data, click Analytics in the top menu bar, select Departmental SFQ
Administrator, then Download Raw Data on Subject. A new tab will be displayed.

Q THE HONG KONG
&R

POLYTECHNIC UNIVERSITY
Tkl T AN

Electronic Student Feedback Questionnaire System . B Logout

Administrator~ 5FQ Report~ Help ~ % switch to side bar

Departmental SFQ Administrator b] b | Subject Averages

F | Combine Subject Results

[ ¥ | Download Raw Data on Subject ]

Click the Excel file icon =Jto download the raw data of a particular record. To download multiple

records, select the records by checking the boxes next to them then click the zip file icon L .

&

To search for a particular record, click the Magnifiying glass icon . Enter the relevant

information, then click Search.

You can use the Arrow buttons at the bottom to go to the first, previous, next or last page.
Alternatively, you can enter the page number to go to a particular page.

=

Download Raw Da...

| Acad Yr Sem Departmen Subject Code Section Component

[ 2014 3 AF AF3507 507501 LECOO1

[ 2014 3 AF AF4216 2163

O] 2014 3 AF CORPORATE FINANCE AF4320 320! I@I

[ 2014 3 AF CORPORATE FINANCE AF4320 320 @I

[ 2014 3 AF CORPORATE SOCIAL RESPONSIBILITY AF4513 513 I@I

O] 2014 3 AF FINANCIAL STATEMENT ANALYSIS AF5114 114 @I

[ 2014 3 AF AF5201 201501 SEMOO01 @

[ 2014 3 AF 1 2uis D INFORMATION SYSTEMS AF5231 231501 SEMO001 I@I

O] 2014 2 AF 2Dl 4 D INFORMATION SYSTEMS AF5231 221501 SEM002 @I
3 AF H ICORPORATIONS AF5302 302501 SEMOO01 @
3 AF 2 D-I 4 R DESIGN BUSINESS AF5340 340501 SEMO001 I@I

R DESIGN BUSINESS AF5240 240501 SEMO001 @I

3 D 2 0 'l 4 IPORATE GOVERNANCE AF5521 521501 LECOO1 @
3 AF5626 626501 LECOO1 I@I
3 AF5626 626502 LECOO1 I@I

[ 2014 3 AF GLOBAL ECONOMIC ENVIRONMENT FOR MANAGEMENT AF5839 639502 SEMO001 @

] 2014 3 AF ADVANCED FINANCIAL MANAGEMENT AF63201 301501 SEM001 I@I

1 |f298 = &

1 |f299 » & [1-27/8063]
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16. Logging out of the SFQ system

Step1l To log out of the SFQ system, click the Logout link in the top right corner.

>OLY TECHNIC UNIVERSITY
e T B

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System . ' B Logout

Administrators  5FQ Report>  Analytics®  Help~ % switch to side bar

17. Further assistance and support

For further assistance or support, send an email to esfg.support@polyu.edu.hk with the following
information if possible:

e Screenshot — Capture your screen (by holding down Ctrl or Alt key while hitting the Print Screen
button for PC, or Ctrl+Shift+Command (Apple)+4 for Macintosh) and paste the image to the email

e Browser address — Copy the URL that is displayed in the address line of your browser and paste it to
the email.
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