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Objectives of the Workshop

 to introduce the general workflow and basic functions

of the SOP 2.2* through demonstration, hands-on

practice and school experience sharing
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*The latest version of SOP is 2.2.1, released in January 2026. It is functionally identical to version 2.2, 
with the only difference being upgraded support for MS .NET 10 and MS Access 2021 or above.



Programme Rundown

Time Programme Speaker 

3:00 – 4:10 pm

Using SOP 2.2:

• General Workflow

• Demonstration

• Hands-on Practice

EDB Representatives

4:10 – 4:15 pm Break

4:15 – 4:35 pm School Experience Sharing
Mr SIT Ka-chun

St. Stephen’s Church College

4:35 – 4:45 pm Tips on Using SOP 2.2 EDB Representatives

4:45 – 5:00 pm Question-and-Answer Session 
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Introduction
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Background

Rationale for the design of SOP

Student Option Programme (SOP) is developed to

assist schools in designing time blocks of elective

subject groups for allocating elective subjects to

upcoming S4 students that can maximise the

satisfaction rate of students’ choices under

various schools’ constraints.
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Main Functions
 Time Block Design

Generate optimised time block arrangement based on
schools’ input and constraints

 Elective Subject Allocation
Allocate elective subjects to students based on their

options, allocation orders and time block arrangement

 Timetable Printing
Print students’ individual timetables (incorporating the

timetabling results generated by CloudSAMS)
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• Time block refers to the time slots reserved in the school timetable for 
elective subjects.

• Students can take one of the elective subjects in each time block.

• SOP helps schools to design and optimise the combination of elective 
subjects for the time blocks based on schools’ various constraints
(e.g. putting ECON and BAFS into different time blocks if they are 
taught by the same teacher).

What is Time Block?

Block 1

• PHY

• ECON

• ...

Block 2

• BIO

• BAFS

• ...

Block 3

• CHEM

• HIST

• ...

The combination of 

subjects / modules in the 

time blocks affects the 

satisfaction rates of 

students



Student B

Student C

Student A

Student C

Student A

Student B

Elective Subject Queue

Student A

Student B

Student C

Overall Ranking

Elective Subject Allocation Methods
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Students / Modules are allocated

to students based on their

overall ranking.

Students / Modules are allocated

to students based on their

subject ranking.



Data File
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Programme Data File

Dedicated 

file type for 

the data file 

of SOP 

(similar to 

MS Word)



User Interface
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Checking Elective Subject List Updates…
Elective Subject List installed Version: 3
Current Elective Subject List installed version is up-to-date
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Function Buttons

Filtering & 

Sorting

Menu Bar

Action Area

Last Modified User

Data file in Use 11
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Turn into 

edit mode

Double-click



Using SOP 2.2
- General Workflow
- Demonstration
- Hands-on Practice
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General Workflow
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*Optional*13. Print Timetables *13. Review Reports

3. Import Student 

Particulars

4. Select Elective 

Subjects Offered by 

the School

1. Create New 

Data File

2. Define System 

Settings

5. Collect & Import 

Student Options

*7. Setup Elective 

Subject Groups 

Constraints

8. Design Time 

Blocks of Elective 

Subject Groups

6. Setup Elective 

Subject Groups & 

Quota

9. Collect & Re-

import Updated 

Student Options

11. Define Students’ 

Allocation Orders

12. Allocate Elective 

Subjects to Students

10. Re-import 

Student Particulars 

with Updated Rank



Current Status
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Page namePage Status

Section Status

• To be shown after data file is opened or click button in the main menu

• Click the page name to direct to the designated page

=  finished items                    =  unfinished items
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Current Status



3. Import Student 

Particulars

4. Select Elective 

Subjects Offered by 

the School

1. Create New 

Data File

2. Define System 

Settings
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1. Create New Data File &
2. Define System Settings
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or
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17/01/202617:55



2020



2121



3. Import Student Particulars
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or
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The file template can be 
obtained by exporting data
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Automatic mapping of the related fields 

according to column headers / 

map the columns manually for import
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If any error message is 

found, display here
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2727



2828



4. Select Elective Subjects Offered  
by the School 
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or
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Check the Elective Subjects 
Offered by the School

Not applicable to Elective 
Subject Queue 30
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Hands-on Practice 1 (Data Preparation)

Double check if the 

correct elective 

subjects have been 

selected and saved. 

Otherwise, you 

cannot proceed to 

the next practice.
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Hands-on Practice 1 (Data Preparation)

Double click to open the programme

Sample Excel files required for 

importing
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Hands-on Practice 1 (Data Preparation)
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5. Collect & Import 

Student Options

*7. Setup Elective 

Subject Groups 

Constraints

8. Design Time 

Blocks of Elective 

Subject Groups

6. Setup Elective 

Subject Groups & 

Quota



5. Collect & Import Student Options
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(1) Collect Student Options

(2) Import Student Options



Methods to Collect Student Options
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Fillable PDF 

Form

Excel File

Google 

Forms

Survey Form 

Exported from 

SOP

eClass
Collection of 

Student Options
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Students indicate their priorities of 

each elective subject

(from 1 to x, where x is the no. of 

elective subjects offered)

[SAMPLE]



5. Collect & Import Student Options
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(1) Collect Setup Options

(2) Import Student Options

or
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The file template can be 
obtained by exporting data



41



Automatic mapping of the 

related fields based on 

subject code + MOI code or 

map the columns manually
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6. Setup Elective Subject Groups &   
Quota

or

44
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Number of Requests (NOR)

What is NOR? 
• NOR = no. of requests received from students in 

taking the elective subject as their top priorities

• a reference for how many elective subject groups and 

quota are required for each elective subject

How to calculate NOR?
• calculated according to the number of electives 

students need to take

• For students who take 2 elective subjects, their 

first two options will be counted as NOR. 

• For students who take 3 elective subjects, their 

first three options will be counted as NOR.

No. of requests received from students in taking the elective subject as their top priorities
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Hands-on Practice 2a 
(Time Block Design)
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Hands-on Practice 2a 
(Time Block Design)
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8. Design Time Blocks of 
Elective Subject Groups
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(1) Generate Time Blocks 

(2) Create Customised Time Block

(3) Edit Generated or Created Time Block

(4) Mark a Time Block as Confirmed

or
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To be fully generated by SOP



Proceed to use student numbers 

as the default allocation order
To define the allocation orders
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Applicable to Overall 

Ranking only
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Stop generating if necessary
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To be partially generated by SOP



Drag the elective subject group(s) to 
be fixed to the designated time block
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56



57
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Partial elective subjects are fixed
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8. Design Time Blocks of 
Elective Subject Groups
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(1) Generate Time Blocks 

(2) Create Customised Time Block

(3) Edit Generated or Created Time Block

(4) Mark a Time Block as Confirmed

or



Partial generation of time blocks

(not all elective subjects are fixed)

Create customised time block

(all elective subjects are fixed)
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62



63

Turn into 

edit mode
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Drag all the elective subject groups to 
the designated time blocks
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The satisfaction rate is blank



8. Design Time Blocks of 
Elective Subject Groups
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(1) Generate Time Blocks 

(2) Create Customised Time Block

(3) Edit Generated or Created Time Block

(4) Mark a Time Block as Confirmed

or



Single click to view Time Block detils
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Double click to edit Time Block of 
elective subject groups
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Drag the elective subject group to another time 
block
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71



The satisfaction rate is blank
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8. Design Time Blocks of 
Elective Subject Groups
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(1) Generate Time Blocks 

(2) Create Customised Time Block

(3) Edit Generated or Created Time Block

(4) Mark a Time Block as Confirmed

or



Select one of the time blocks 
to be “Mark as Confirmed 

Time Block” for elective 
subject allocation
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Confirmed time block is 
marked with a tick

75



Hands-on Practice 2b 
(Time Block Design)

Click here to complete the 

process at this stage
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Hands-on Practice 2b 
(Time Block Design)

77



Hands-on Practice 2b 
(Time Block Design)
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9. Collect & Re-

import Updated 

Student Options

11. Define Students’ 

Allocation Orders

12. Allocate Elective 

Subjects to Students

10. Re-import 

Student Particulars 

with Updated Rank



9. Collect & Re-import Updated 
Student Options
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(1) Collect Student Options with confirmed Time Block

(2) Re-import Updated Student Options
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The confirmed time block combination 
will be listed for students’ reference

[SAMPLE]



9. Collect & Re-import Updated 
Student Options
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(1) Collect Student Options with          

confirmed Time Blocks

(2) Re-import Updated Student Options

or



The file template can be 
obtained by exporting data
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10. Re-import Student Particulars
with Updated Rank

85

or
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The file template can 
be obtained by 
exporting data
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11. Define Students’
Allocation Orders
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or



89

Overall Ranking



Revise the allocation orders 
manually if duplicated
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Academic results will be 
shown for reference if it 

were imported under 
Student Information

Overall Ranking
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Overall Ranking
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The file template can be 
obtained by exporting data

Elective Subject Queue
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Elective Subject Queue
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Elective Subject Queue



Revise the Excel File
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Elective Subject Queue
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Elective Subject Queue
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Elective Subject Queue



Academic Results, Rank and 
Allocation Order

Academic 
Results

• a reference for 
determining the 
allocation orders 
of students with 
duplicated rank

Rank in 
Student 
Particulars

• for generating 
allocation orders

Allocation 
Order

• for allocating 
elective subjects
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12. Allocate Elective Subjects
to Students
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(1) Allocate Elective Subjects to Students

(2) Checking of Allocation Results

(3) Manual Allocation

or
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101

Applicable to Overall 

Ranking only



102



103



104



105
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Elective Subject Allocation 
Choices Selection

Allocation Algorithm Choices

Subject Group Distribution Choices

What are they?





12. Allocate Elective Subjects
to Students
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(1) Allocate Elective Subjects to Students

(2) Checking of Allocation Results

(3) Manual Allocation

or
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Compulsory block not 

allocated
Insufficient subject / 

module allocated

Subject / Module not in 

top priorities
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Double click to view details

111



112

Priority (sorted)

Cannot take option 2 due to time 
block conflict and subject conflict



Open the list of subject / 

module (for subject queue 

only)
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Elective Subject Queue
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Allocation Order  

(sorted)

Priority (can be 

filtered for 

reference)

Elective Subject Queue



Close the list of 

subject / module
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Elective Subject Queue



12. Allocate Elective Subjects
to Students
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(1) Allocate Elective Subjects to Students

(2) Checking of Allocation Results

(3) Manual Allocation

or



Double click to view details
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Single click an elective 
subject to withdraw

118



Quota is released

119



Single click an elective 
subject to allocate

120



One quota is used
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*Optional

*12. Print Timetables *13. Reports
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12. Print Timetables

123

or



124



125

2025



13. Reports

126

or
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1) Time Block with Satisfaction Rate

2) Elective Subject Statistics

3) List of Students for Elective Subjects

4) List of Student Options in Priority Order & Elective Subject
Allocation

5) Vacancies of Elective Subjects

6) List of Students with Insufficient Elective Subject Allocation

7) List of Students with Offered Subjects / Modules

8) List of Students with Subject Allocation and Block Allocation
Results



128



Hands-on Practice 3 (Elective Subject Allocation)
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Hands-on Practice 3

By Overall Ranking By Elective Subject Queue

130

Improved as compare 
to SOPv2.1 or before 



School Experience Sharing: 
Time Block Design,
Elective Subject Allocation &
Use of SOP
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Tips on Using 

SOP 2.2

132



CloudSAMS allows users to 

extract data as Excel files for 

the SOP under the module 

“Data Management”. Data 

includes student particulars 

and school-based subjects 

etc. The Excel files can then 

be directly imported to the 

SOP.

Data Exchange with CloudSAMS

(2026)

2026
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SOP allows users to extract 

data as Excel files for 

CloudSAMS under “Print 

Timetables”. Data includes 

time block results and 

students’ allocation results 

which can facilitate the 

input of C&SD Survey. The 

Excel files can then be 

directly imported to the 

CloudSAMS.

134

2025

CloudSAMS: School Management 
→ Cross-Class Subj → Import

CloudSAMS: Student → Subjects Setup 
→ File Upload

Data Exchange with CloudSAMS



Time Block Selection

How to choose a time block for elective subject allocation?
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Option 1 2 3 4 5 6

Count for 

Rating
Subject / Module BIO 生物 CHEM PHY ECON GEO

Allocation 1 1 2 3 4 5 1, 2, 3

Allocation 2 1 2 3 4 5 6 2, 3, 4

Allocation 3 1 2 3 4 5 6 2, 3, 5

Satisfaction Rate
(Top Priorities vs All Options)
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• Duplicated/conflicted elective subjects with lower priorities are not counted

No. of Elective Subjects taken by the student = 3
Allocated Subjects/Modules

Options that are not counted



137

• Top Priorities: calculate allocated subjects in top 3 priorities

• All Options: calculate allocated subjects in all options

Option 1 2 3 4 5

Count for 

Rating

Satisfaction Rate

Subject / Module BIO 生物 CHEM PHY ECON
Top 

Priorities

All 

Options

Allocation 1 1 2 3 4 1, 2, 3 100% 100%

Allocation 2 1 2 3 4 5 2, 3, 4

100/3+

100/3+

0 =

66.67%

100/3+

100/3+

100/4 =

91.67%

Allocation 3 1 2 3 4 5 2, 3, 5

100/3+

100/3+

0 =

66.67%

100/3+

100/3+

100/5 =

86.67%

Satisfaction Rate
(Top Priorities vs All Options)



Time Block Selection

Student Rank

Satisfaction Rate (Top Priorities)

Time Block 

Combination 1

Time Block 

Combination 2

A 1 100% 100%

B 2 100% 100%

C 3 66.67% 33.33%

D 4 33.33% 33.33%

E 5 0 33.33%

Overall Average: 60% 60%
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Multiple Compulsory Blocks

How to limit students taking 2X to be allocated to 
elective subject groups in Block 1 and Block 2 only?
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Fix/Pin Elective Subject Group(s)

If some students have already confirmed their enrollments in

specific subjects, how to ensure their study arrangements by

locking these subjects into the students' records?

140



Double click to view details

141

Method 1
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Single click an allocated elective 
subject to fix

Method 1
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Elective subject is fixed

Method 1



Single click an elective subject to 
allocate and fix

144

Method 1



One quota is used and the elective 
subject is fixed
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Method 1
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Method 2
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Double click an elective subject

Method 2
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The elective subject is fixed

Method 2
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Using “Ctrl” or “Shift” button or drag an 
area to select multiple elective subjects

Method 2
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The selected elective subjects 
are fixed

Method 2
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Method 2



Apply different algorithms to
different students

How to allocate elective subjects to the top 40 students 
by using ‘Choice 3’ and the remaining students by using 
‘Choice 1’?
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Sort the students by Overall Rank

153



154



Left click the first student

155



Press keyboard “Shift” and then left click on the student 
with Overall Rank = 40 to select the top 40 students
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157



158



159



Select all students /
Do not select any students

160



161



162



Question-and-
Answer Session 
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SOP Website 

https://sop.edb.edcity.hk

164

Training Materials



Evaluation Enquiry

Ms Rita KUO

2892 5947

sop_enq@edb.gov.hk


