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Part 1 - User Guide for Student 

1 Workflow 

 

Note: For reimbursement of procurement item > HK$10,000, the e-form will be routed to Purchasing Office 

for exceptional approval before sending to the Finance Office 

2 Create and submit a new form 

2.1 Access the e-form 

FO website (https://fo.ust.hk) > Students > Expense Claim for Student e-form 

OR 

Use the direct Link to the e-form Expense Claim for Student e-form 

Requester 
(Student) 

Department 
Endorser 

Budget 
Controlling 

Officer (BCO) 

Finance 
Office 

• Fill in claim details 

and attach receipts

• Submit to Dept

Endorser

• Review

• Input charging 

accounts

• Forward to BCO

• Review

• Approve

• Review

• Arrange payment

https://fo.ust.hk/
https://admms66.ust.hk/YZSoft/forms/PostOtth.aspx?pn=Expense+Claim+for+Student+Form
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2.2 Guideline and Header 

Submit To: Specific Endorser 

• Please read the general

guidelines and policy reminder 

before completing the e-form

• Quote this Form ID when 

communicating with Department 

Endorser / BCO 

• Student’s information is 

pre-populated by 

system

• Select “Specific Endorser” if you know 

the name or email of the staff who can 

help you process this expense claim; 

otherwise just select the responsible

Department

•

1 
2 

3 

4 

• Type the name or email of 

the staff and press the 

magnifying glass icon to 

search

• Provide link to this detailed User Guide 

and contact information for enquiries.

**FYP Students please submit to specific endorser - Ms. Rita Wong (eerita)

Please provide your contact phone 

number in case the Department 

Endorser / BCO need to contact you 

for questions related to the claim

• FYP Student must 
provide supervisor's 
name
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Submit To: Department 

2.3 Expense Detail 

Notes: 

- Mandatory fields are marked with “ * ” 

- Expense Incurred Date From/To must be within the same month, so that correct book exchange rate can 

be extracted to convert foreign currency amount to HK dollar. 

- Expenses of the same “Category”, in same currency, incurred within the same month AND with 

same/similar business purposes can be grouped and input in the same transaction line. E.g. you can claim 

10 taxi fares for research field trips incurred within the same month in one single line. You may stick 

multiple receipts in A4 papers and scan as one single file for uploading as attachment. 

- For loss of receipt, please declare and provide details in the “declare if no receipt” field. 

- Provide “Justification” if there is any policy exception in the claim. 

1 2 

3 

4 

**FYP Students please do not submit to Department
   Refer to last page, please submit to specific endorser - Ms. Rita Wong (eerita) 
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2.3.1 Additional Information for Category “Airfare” 

Select the highest flight class in the air-ticket package for policy checking: 

2.3.2 Additional Information for Category “Ferry/Train (Overseas)” 

Select the ticket class of ferry/train taken during overseas duty trip for policy checking: 

2.3.3 Additional Information for Category “Hotel” 

Provide the hotel check-in and check-out dates for policy checking: 

2.3.4 Additional Information for Category “Computer” and “Mobile Phone/Portable 

Electronic Device” 

Provide the actual user of the computer/mobile phone/portable electronic device: 

2.3.5 Additional Information for Category “Meal” 

Provide the no. of participant for the meal for policy checking: 
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2.3.6 Additional Information for Category “Transportation” 

Provide the no. of single trip for this claim item. E.g. if this claim item includes 3 taxi receipts, then 

input 3 in the “No. of single trip” field: 

2.4 Payment Detail 

Note: 

- Student’s Bank Name and Bank Account Number will be shown here. If any change is required, 

please go to SIS (https://sisprod.psft.ust.hk/SISPROD/signon.html) to update the bank account 

information before submission. 

- Default Pay Method is autopay to student’s bank account indicated above. You may select 

System Check or Wire Transfer (T/T) for special circumstances. 

- For Wire Transfer, please ensure the correct bank account information (such as “Bank Name”, 

“Bank Account Number”, “Bank Address”, “SWIFT/BIC Code”; and “Intermediary Bank”, if any) 

have been provided. Please check with your bank if necessary. 

https://sisprod.psft.ust.hk/SISPROD/signon.html
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2.5 Declaration 

Please read the declaration details and tick the checkbox before submission: 

2.6 Other Information 

You can type additional remarks here for Department Endorser / BCO’s information: 

2.7 Submit the e-form to Department Endorser 

After reviewing the information and ensure they are correct, press the “Submit” button at the top 

left-hand corner of the e-form to submit the form to the Department Endorser for further 

processing. (Important Note: the original receipts should be sent to the Finance Office via the 

Department Endorser for central filing) 

• Ensure the e-form is 

submitted successfully

• FYP Student please mark 
down "FYP/T" and provide 
the group name
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2.8 Notification email 

Student will receive a system email confirming the e-form has been submitted successfully: 

Student will also receive notification email when 

• the expense claim was returned by Department Endorser

• the expense claim has been final approved

• After payment is done
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2.9 Approval Information 

Approval Information will be shown (at the bottom of the e-form) after the e-form is submitted. You 

can retrieve the e-form and track the status of the claim. Payment will be arranged after it is 

endorsed by FO (Step Name = “End”). 

 

 

3 Other Functions 

In the Guideline section there is a link to retrieve the saved draft and template e-forms: 
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3.1 Save as Draft 

If you cannot complete and submit an e-form in one go, you can save it for further processing later. 

Press the “Save as Draft” button at the top left-hand corner of the e-form to save you work. 

 

You can retrieve the saved e-forms by clicking the “Draft” function box: 

 

 

 

 

3.2 Save as Template 

You can also save an e-form as template so that the information in the current e-form can be used to 

create another e-form in future. Press the “Save as Template” button at the top left-hand corner to 

save the current e-form as a template. 

 

You can retrieve the saved templates by clicking the “Template” function box: 
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3.3 Review Worklist 

The e-form which is pending your action (e.g. e-forms returned by Department Endorser for your 

amendment) can be found in “Worklist”. 
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3.4 Review All e-forms 

All e-forms created by you can be found in “My Requests”. 
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Part 2 - User Guide for Department Endorser 

1 Access the e-form 

My Admin Intranet (https://my-ai.ust.hk/) > My Shortcuts > e-Form Portal  

 

 

 

Go to “Worklist” to see the e-forms pending for your action 

 

 

 

  

• Can type key words to 

search the required e-

form 

https://my-ai.ust.hk/
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Go to “All Accessible” to view all e-forms for which you have the access rights (But cannot take 

action on e-form if select via here) 

 

 

 

 

2 Email Notification 

Department Endorser will receive email notification when student submitted the e-form for his/her 

action 

 

Department Endorser will also receive email notification when the e-form is returned from BCO / FO 

or when the e-form is final approved. 

  

• Search by various criteria 

e.g. Process Name, Serial 

No. (Form ID) 
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3 Review Expense Details and Input Charging Account Information 

• Select the e-form require your action via “Worklist” or the URL link provided in the notification 

email. 

• Review and check if the information in Expense Detail is correct and appropriate, and there is 

sufficient supporting document to substantiate the claim.  

• Department Endorser may correct the information in the Expense Detail on behalf of the student. 

 

• Input charging account(s) for each transaction line in the following order: 

i. Department OR Project and the corresponding approver 

ii. Fund Code and the Budget Line (also Class Code for ITF project) 

iii. Class Code is optional except for ITF project (already selected in ii. Above for ITF project) 

iv. Account and Analysis Code is optional (If not selected, Finance Office will select the Account 

and Analysis Code on behalf of user 

• Input the HKD Amount of each distribution line. The sum of HKD Amount of all distribution lines 

must be equal to the Equivalent HKD Amount of the corresponding transaction line. 

 

4 Declaration 

Please read the declaration details and tick the checkbox before submission: 
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5 Forward to BCO for approval 

Press the “Endorse” button at the top left-hand corner of the e-form to send the e-form to BCO(s) 

for approval 

 

 

6 Return the e-form to student to make amendment 

Press the “Return to Requester” button if you want to return the e-form to student to correct any 

information or attach additional supporting documents 

 

 

• Must input comments so 

that student knows what 

amendment is required 

1 

2 

3 
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Part 3 - User Guide for Budget Controlling Officer (BCO) 

1 Access the e-form 

My Admin Intranet (https://my-ai.ust.hk/) > My Shortcuts > e-Form Portal  

 

 

 

Go to “Worklist” to see the e-forms pending for your action 

 

 

 

 

Go to “All Accessible” to view all e-forms for which you have the access rights (But cannot take 

action on e-form if select via here) 

• Can type key words to 

search the required e-

form 

https://my-ai.ust.hk/
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2 Email Notification 

BCO will receive email notification when student submitted the e-form for his/her approval 

 

3 Approve the e-form  

Press the “Approve” button at the top left-hand corner of the e-form to send the e-form to Finance 

Office to arrange payment 

• Search by various criteria 

e.g. Process Name, Serial 

No. (Form ID) 

• Click this direct link to 

the e-form pending for 

your approval 
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4 Return the e-form to Department Endorser to make amendment 

Press the “Return to Endorser” button if you want to return the e-form to Department Endorser to 

correct any information or attach additional supporting documents 

 

 

 

 

 

 

 

- End  - 

• Must input comments so that 

Department Endorser knows 

what amendment is required 

1 

2 

3 




