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1. Login and interface 

1.1. Enter UserID and Password to login (same as Outlook Username).

 
1.2. The User ID and User Name are shown on the Home page. The current academic year and semester are also 

listed.   
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1.3. The system functions can be accessed by the top horizontal bar or by the icon list. 

 

2. Functions 

2.1. Schedule – Subject/Classes Offering Schedule 
2.1.1.  The schedule function can be accessed by top horizontal bar or icon list. 

 
2.1.2. The Subjects/Classes offering schedule consists of functions buttons and search criteria select lists. 
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2.1.3.  Search Criteria 

2.1.3.1. There are 6 search criteria: Prog Name, Academic Year, Semester, Award, Mode of Study and 
 Admin Staff. After selecting the search criteria, click ‘Go’ to proceed. You can also enter related 
 text to search the subjects/classes. If you want to clear the search criteria, click ‘Reset’ button.
 

 
2.1.4. Add New Subjects/Classes 

2.1.4.1. Click ‘Add Subjects/Classes’ on the subjects/classes offering schedule page.
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2.1.4.2. Input subject/class details. Please note that fields with asterisk (*) are mandatory. Click ‘Create 
New Subjects/Classes’ after finish to save the details.

 
2.1.5. Edit Subjects/Classes Details  

2.1.5.1. Click the Edit icon  on the row of the subject/class. 

 



SPEED Teaching Assignment System User Manual (Programmer Officer) 

March 2012 Page 5 
 

2.1.5.2. Edit the details of subject/class, and then click ‘Save Subjects/Classes’. 

 
2.1.6.  Delete Subjects/Classes 

2.1.6.1. Click the Edit icon  on the row of the subject/class.  
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2.1.6.2. Click ‘Delete Subject/Class’ and click ‘Yes’ to confirm the deletion. 

 
2.1.7. Duplicate Subjects/Classes 

2.1.7.1. Before using the duplicate functions, please make sure the subjects/classes to be copied are 
shown on the page. All the subjects/classes shown will be duplicated. Use search criteria to select 
subjects/classes you want to copy.
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2.1.7.2. Click ‘Duplicate Subjects/Classes’ and click ‘OK’ to confirm. 

 
2.1.7.3. The subjects/classes listed will be copied to current academic year with original semester.   

Example: (Current Acad Year: 2012/13, Semester: 1) 

Original Subject/Class Acad Year: 2011/12 Original  Subject/Class semester: 2 

Copied Subject/ Class Acad Year: 
2012/13 

Copied Subject/ Classe semester: 1 

 
   

 
2.1.8. Export PDF/Excel 

2.1.8.1. Use search criteria to select the subjects/classes to be exported (as shown in 2.1.7.1). 
2.1.8.2. Export PDF – Click ‘Export PDF’ button and a window will prompt –up. Save the PDF file and then 

click ‘Close Windows’. 
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2.1.8.3. Export Excel – Click ‘Export to Excel’ and save the exported .csv file (which can be opened in 
Microsoft Excel).

  
2.2. Information – History of VL 

2.2.1.  The History of VL can be viewed by top horizontal bar or icon list. 
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2.2.2.  Sorting is allowed for each column by clicking the column heading. You can also input search text, which 
includes searching in all column fields. 

 


