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Expense Claim for Student e-form

User Guide
Part 1 - User Guide for Student
1 Workflow
Requester Department Budget Finance
(Student) — Endorser — Controlling — Office
Officer (BCO)
o Fill in claim details * Review o Review o Review
and attach receipts e Input charging e Approve o Arrange payment
e Submit to Dept accounts
Endorser e Forward to BCO

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

Office of the Vice President for Administration and Business AAA

@ THE HONG KONG
LU UNIVERSITY OF SCIENCE ’ FINANCE OFFICE Q
AND TECHNOLOGY

ABOUT US  STAFF  STUDENTS  FINANCIAL INFORMATION  CONTACTUS A & B PORTAL

Home > Students

STUDENTS

I Expense Claim for Student e-Form I >
Student Financial Matters >
Studentships and Fellowships Cut-off date and Payday >
Student Travel Outside Hong Kong Application Form >

OR

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



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

2.2 Guideline and Header

e Quote this Form ID when
communicating with Department

Expense Claim for Student e-form
User Guide

.i The Hong Kong University of Science and Technology
u)ljj Finance Office
Expense Claim Application for Student
I Form 1D SE21080015 I Status:

e Please read the general
guidelines and policy reminder
before completing the e-form

This e-form should be completed by student claimant and submitted to department administrators {Department Endorser) for further processing. Student claimant may enter the specific email address of the department
administrator (if known) or simply select the Department name in the Department Endorser field.

For items in foreign currencies, they will be converted to HK dollar according to the book exchange rates maintained by the Finance Office for the month when the expenses were incurred. For items incurred in different months,

please input the details in separate lines so that correct exchange rates can be retrieved by system.

Please ensure the total claim amount is calculated correctly and all relevant receipts are uploaded to support the claim, and the expenses claimed are allowable according to the funding rules of the selected charging account(s).

Otherwise the claims will be returned to the Department Endarser or the student claimant for amendment and reapproval by the Budget Cantrolling Officer will be required. Reimbursement for procurement of goods and services is

allowed up to HKS10,000. For reimbursement of purchases above the HK$10,000 limit, the &-form will be routed to PUROD for exceptional approval

The User Guide for this e-form can be found here.
For enquiries, please contact Ms Oliva Luk [x-6416; fooliva@ust.hk) for assistance

You can load back your saved draft and template by clicking hers .

e Provide link to this detailed User Guide
and contact information for enquiries.

Student’s information is

Header

# Denotes mandatory field

Requestor User Acceplance - Student, IS Email iswist52@connect ust.hk < .

Department - 150 Student 1D iswists2 pre-populated by
I Submit To - * Department I Centact Number - system

User Acceptance, IS

e Select “Specific Endorser” if you know

help you process this expense claim;
otherwise just select the responsible

Supervisor/aduisor/faculty : JUN

\ =

the name or email of the staff who can e Please provide your contact phone
number in case the Department
Endorser / BCO need to contact you
Department for questions related to the claim

FYP Student must
provide supervisor's
name

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

Submit To: Specific Endorser

or items in foreign currencies, they will be converted to HK dollar according to the book exchange rates maintaing

lease input the details in separste lines so that correct exchange rates can be retrieved by system.

|ease ensure the total claim amount is calculated correctly and all relevant receipts are uploade " *
therwise the claims will be returned to the Department Endorser or the student claimant for al
llowed up to HK510,000. For reimbursement of purchases above the HK510,000 limit, the e-form will be

‘he User Guide for this e-form can be found here.
or enquiries, please contact Mr. Bryan Lee (x-5782; fobryan@ust.hk) or Ms Oliva Luk (x-5416; fo

iou can load back your saved draft and template by clicking here -

* Denotes mandstory field

Requestor: ISO Testing Account 131
Department : IS0
Submit To: O Department ® Specific Endorser 2

Select

Line Expense Incurred Date  Expense Incurred Date

No: From® T Expense Description®

e Type the name or email of
the staff and press the

magnifying glass icon to ses were incurred. For items incurred in differ

Select User
Search result "Chan" Chan
Contacts CHAN, Alice(achanag)
¥ % Organization CHAM, Alvin Chun Hei(achchan)
* Eh HKUST CHAN, Amaris Zacharia{azchan)
b G AAF CHAN, Andrew Gachun{agchan)
» G ACCT CHAN, Ann Y(zcann}
b Gr AEMF CHAN, Ardislachansh)
» 1 APCF CHAN, Benjamin Hin Man({ccman)
» ) BioCRF CHAN, Carmen K Micarmenkmchan)
» o CBE CHAN, Caseylcchanay)
P G Cess CHAN, Chauk Chee(ccchanas)

Clese “ I

Amount

4




Expense Claim for Student e-form

. User Guide
**FYP Students please do not submit to Department

Refer to last page, please submit to specific endorser - Ms. Rita Wong (eerita)
-Submit To: Department -

e e L SRS A AT S £ A A1 S 81 A e A S A S S s s e AR s e 8 A SR 1, A2 R 18 A SRS 8 L R A B S
Otherwise the claims will be returned to the Department Endorser or the student claimant for amendment and rEaBDrqul bw the Budeet Contralline Ofﬁ(Er will be reauired. Reimbursement for oracurement of goods and services is
aliowed up to HK510,000. For reimbursement of purchases above the HK510,000 limit, the e-form will be |

Data Browser &K

The User Guide for this e-form can be found here.
For enauiries, plese contact M Bryan Lee 15782, fobryan@ust.hk) or s Oliva Luk (6415, foc [Pl

You can |oad back your saved draft and template by clicking here -

* Denotes mandstory Feid

Requestor IS0 Testing Account 181
Department 150
SubmitTo - * 1 @ Depariment O Specific Endorser 2

Select

Expense Detail

Line Expense Incurred Date  Expense Incurred Date
Moz From® To*

1 B =

Expense Description”

P Page |1 of1 o Displaying 1 - 7R3

Close “

2.3 Expense Detail

Expense Detail
Line Expense Incurred Date  Expense Incurred Date - N . Equivalent HKD
P T Expense Description Currancy Amount Sock Rate e
1 w1 = 3072021 ] Consumsbles XYZ-1234 HKD ~ 158278 1.0000 156278 +
Fi
Category” Business Purpase” Justification Attach Receipt declarz if no receipt
Lab Consumables/El v | For ASC ressarch FRFWEPTIENEN || ost the receipt for
project ... P P item x ... p
Line Expense Incurred Date  Expense Incurred Date - N . Equivalent HKD
PR o Expense Description Currancy Amount Sock Rate -
2 pioszo2i = 280082021 ) XXX Conference registration fee held oY ¥ 250000 1.1400 2,350.00 +
on 20-23 Aug 2027 p
Category” Business Purpasa” Justification Attach Recsipt declara if no receipt
Registration/Confere w1 © Presentressarch =] 400-21PG - 62 K
paper.. ~ 4 |l 412-20PG - 142 @) K
+ Add Attachment
Tetal Equivalent HKD Amount 441278
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.



Expense Claim for Student e-form

2.3.1 Additional Information for Category “Airfare”

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

Category™ Eusiness Purpose® Justification Attach Receipt declare if no receipt
Alrfare - ¥+ Add Attachment
P P

we Expense Incurred Date  Expense Incurred Date

EETI— P *
 Ermmt Tat Expense Description Currency Armount

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:

Category® Business Purpose® Justification Astach Receipt declare if no receipt
Ferry/Train (Oversea w =+ Add Attachment
g g

2.3.3 Additional Information for Category “Hotel”

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

User Guide

Highest Flight Class in
the Air-ticket package:®

Please select W

Please select
Flexinle Economy

Upgradable Econom
Business
First Class

Ticket Class™

Flease select
Please select

Standard
Non-standard

Cstegary® Business Purpose* lustification Attach Receipt daclsre if no recsipt | Check-in Date®
s e
i Y

Check-out Date”

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:

Category™ Business Purpose® Justification Aztach Receipt declare if no raceipt
Computer w == Add Attachment
i E d

Actual User”

Select

2.3.5 Additional Information for Category “Meal”

Provide the no. of participant for the meal for policy checking:

Category® Eusiness Purpose® Justification Attach Receipt declare if no receipt
e
e Ed

Mo. of participant®




Expense Claim for Student e-form

2.3.6 Additional Information for Category “Transportation”

User Guide

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:

Category®

Transportafion

Business Purpose®

w | Go tomecto collect
samples for research. 2

2.4 Payment Detail

Payee Bank Name:

Pay Method:*

Note:

Autopay/Electronic File Tsf

lustification

Select

s

Agtach Receipt

= Add Attachment

Payee Bank Account:

declare if no recaipt

Mo. of single trip*

3

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.

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

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

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.

Payee Bank
Payee Bank Name: et
e
Fay Method: Wire Transfer Select
Bank Account
Bank Name: Mumber:
Bank Country: Please Select ~
Bank Addresz Line 1: Bank Address
Line 2:
Bank Addresz Line 3: BIC/SWIFT
Code:
Other Payment Code: Please Select “ Paymend
Code:
Elée rmediary Agent 1 - !:herm:diary Please Select "
: gent 1 -
Country
E?rmediaq Agent Z - !:term:diary Please Select -
: gent 2 -
Country:
Intermediary Agant 3 - Intermediary | plazse Select -
BIC: Agent 3 -
Country:
Bank Charge For TT: POP:

Beneficiary | v

Student reimbursement



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:

Ey submitting this claim for reimbursement, T declare that

The information given in this claim, including any other supporting documents sttached, is trus, correct and complete; and

Expendinuras submined in this claim are legitimate and have been tncurred wholly, necessarily and exclusively for suthorized University's business; and

Any monies advanced by the University have been deductad from the claim; and

Any cost relating o the partners, family or others who are 0ot emplovees or sudents enzaged on the Universicy's buzinsss have been deducted; and

Nothing included in the claim has besn previously claimed from the University or fom any other parson or orzanizstion; and

Al the original receipts necessary to substantiate the claim have been submitted; and

« For those items marked with “Declars Mo Receipt”, I hava declared thar the origins] raceipts was lost or [ haven't received any recaipts from the supplisr/conference organizer. T will not use the recaipts (if found) to claim reimbursament from any othar
source sgain; and

« Full disclosura/declaration have been made 10 the relevant approving suthoritias for anv scmal or percaived cenflict of interast in sccordance with the University’s policies and guidalines.

2 s s s

2.6 Other Information

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

Remarks:

e FYP Student please mark
down "FYP/T" and provide
the group name

P

@ Pleass press the button at the upper left comner of the form to confirm the submissicn, endorsement or approval.

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)

<5 Submit TJ SaveDraft 7] Save Template. £ Fowchart & Forecast | & Print ) Refresh Comments

The Hong Kong University of Science and Technology
ll JJ Finance Office
Expense Claim Application for Student

Form ID: Status: Start

This &-form should be complated by student claimant and submitted to department administrators (Department Endorser) for further processing. Student claimant may enter the specific e
administrator (if known) or simply select the Department name in the Department Endorser field.

For items in foreign currencies, they will be converted to HK dollar accerding to the book exchange rates maintained by the Finance Office for the month when the expenses were incurred. £
please input the details in separate lines so that correct exchange rates can be retrieved by system

Please ensure the total claim amount is calculated correctly and all relevant receipts are uplosded to support the claim, and the expenses claimed are allowable according to the funding rule
Otherwise the claims will be returned to the Department Endorser or the student claimant for amendment and reapprowal by the Budget Controlling Officer will be required. Reimbursement |
allowed up to HK$10,000. For reimbursement of purchases above the HKS$10,000 limit, the a<farm will be routed to PURQ for exceptional approval_

The User Guide for this e-form can be found here
For enquiries, please contact Mr. Bryan Lee (x-5782; fobryan@ust.hk} or Ms OlvgLuk |

Post Succeed
You can load back your saved draft and template by clicking here

Submit succsed! Sarizl Mumber: SE21080:

Window will be closed

* Denotes mandstory field

Requestor - User Acceplance - Student, IS n iswist52@connect ust hk
Department : 150 A StudentD iswist52

SubmitTe: © Department ® Specific Endorser Contact Number :

User Acceptance, IS Select

e Ensure the e-form is
submitted successfully
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2.8 Notification email

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

Expense Claim for Student eForm Submitted - (SE21080011)

i »

€ REPLY €€ REPLY ALL =) FORWARD

no-reply@ust.hk Mark as unread
Wed 8725/2021 11:30 PM

To: 1SO Dev Account 16
Dear 1SO Dev Test Account 16,
The following Request for Expense Claim for Student eForm has been submitted successfully:

Student Name: ISO Dev Test Account 16
Student Email: isod 16@ust.hk

Student Department: NAM|

Total Transaction Amount (in HKD): 500.00
Expense particulars: site visit

You can view this Expense Claim for Student eForm directly at:
httpsi//admms60.usthk/YZSoft/forms/Read. aspx?tid=39323

You will receive an email notification once the expense claim has approved.
For user guide, please visit link below:
https://gohkustsharepoint.com/:b:/s/FO/fowebpage/EWTdoONG2TpORCZ21 Bjb7wB4sU 3-5GanhgcepKCESISA?e=AeAUES

CEERRAEAAR RS ARRAAREAR SR

This is a system-generated email.

AR

Student will also receive notification email when
e the expense claim was returned by Department Endorser
e the expense claim has been final approved
e After payment is done

Expense Claim for Student eForm Approved - (SE21080009)

€ RELY €@ REPYALL =) FORWARD

no-reply@ust.hk Mark as unread
Thu 5/19/2021 1142 PM

To: 180 Dev Account 16;

Dear 1SO Dev Test Account 16,
The following Request for Expense Claim for Student eForm has been approved:

Student Name: ISO Dev Test Account 16
Student Email: isod 16@ust.hk

Student Department: NAMI!

Total Transaction Amount (in HKD): 5000.00
Expense particulars: testing

You can view the approved request in the Request for Expense Claim for Student eForm directly at:
https://admms60.usthk/YZSoft/forms/Read aspx?tid= 38547

For user guide, please visit link below:
hitps://gohkustsharepoint.com/:bi/s/FO/fowebpage/EWTdoONO2TRORC221 Bib7wB4sy a-5GanhgcepKCESISAZe=AeAUES
et Ee

This is a system-generated email,

AR



Expense Claim for Student e-form
User Guide

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”).

He. Step Mame Sign Action Date Comments
1 Start 15O Testing Account 181 Submit 2021-07-1914:29
2 Depariment Enderser User Acceptance, 15 Enderss 2021-07-1914:37
3 BCO Approver User Acceptance, IS Approvs 2021-07-19 14:40
4 BCO Approver User Acceptance. IS Approve 2021-07-19 1438
5 FO Checker 150 Testing Account 182 Endorse 2021-07-19 14:43
§ FO Appraver 150 Testing Account 183 Endorse 2021-07-1914:46
7 FO Ad Hec Approver User Acceptance, IS Endorse 2021-07-19 14:48

2021-07-19 14:48 Approved

3 Other Functions

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

.i The Hong Kong University of Science and Technology
LU-UJ Finance Office

Expense Claim Application for Student

Form ID: Status: Start

This e-form should be completed by student claimant and submitted to department administrators (Department Endorser) for further processing. Student claimant may enter the specific email address of the department
administrator (if known) or simply select the Department name in the Department Endorser field

For items in foreign currencies, they will be converted to HK dollar according to the book exchange rates maintained by the Finance Office for the month when the expenses were incurred. For items incurred in different months,
please input the details in separate lines so that correct exchange rates can be retrieved by system

Please ensure the total claim amount is calculated correctly and all relevant receipts are uploaded to support the claim, and the expenses claimed are allowable according to the funding rules of the selected charging account(s)
Otherwise the claims will be returned to the Department Endorser or the student claimant for amendment and reapproval by the Budget Controlling Officer will be required. Reimbursement for procurement of goods and services is

allowead up to HKS10,000. For reimbursement of purchases above the HKS10,000 limit, the e-form will be routed to PURD for exceptional approval.

The User Guide for this e-form can be found here.
For enquiries, please contact Ms Oliva Luk [x-6416; fooliva@ust hk] for assistance.
=

-
You can load back your saved draft and template by ¢l g he: |

K O ﬂ

D ) ft Te ; p I N
0 8 2
e - orortyeor
(current year)

10
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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.

&y Submit [*) SaveasTemplste | &' Flowchart &, Forecast | & Print () Refresh |  Comments

.i The Hong Kong Uni\.rf-.'rsity of Science and Technology
LU-UJ Finance Office
Expense Claim Application for Student
Form ID: Status: Start

This e-form should be completed by student claimant and submitted to department administrators (Department Endorser] for further processing. Student claimant may enter the specific email address of 1
administrator (if known] or simply select the Department name in the Department Endorser field.

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

« O » v
Draft Template
/ Worklist 8)\ My Requests
{current year)
« O Draft » v
[} Process Name * Summary Comments Create At | Medify Date
[0 Expense Claim for Student For..  Student Name: User Acceptance - Student, IS & PVl 3:43 PM 3:43
Student ID: iswtst52
Student Department: IS0
Total Transaction Amount (in HKD): 0.00
FO Chacker: istest182
Z 24/8 22:29 24/8 22:29

[0 Expense Claim for Student For..  Student Name: User Acceptance - Student, IS
Student ID: iswtst52
Student Department: 1SO
Total Transaction Amount (in HKD): 100.00
FO Checker: istest182

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.

G Submit | [T SaveasDraft | [ SaveasTemplate | | & Flowchart %, Forecast | & Print () Refresh |  Comments

.i The Hong Kong Uni\.rf-.'rsity of Science and Technology
LU-UJ Finance Office
Expense Claim Application for Student
Form ID: Status: Start

This e-form should be completed by student claimant and submitted to department administrators (Department Endorser] for further processing. Student claimant may enter the specific email address of 1
administrator (if known] or simply select the Department name in the Department Endorser field.

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

11



« O

Draft ‘. Template
0

Worklist

2

My Requests
{current year)

~

Template

Process Name

Summary

Expense Claim for Student For. Student Name: User Acceptance - Student, IS
Student |D: iswtst52

Student Department: 150

Total Transaction Amount (in HKD): 200.00
FO Checker: istest182

Student Name: User Acceptance - Student, I3
Student 1D: iswtst52

Student Department: 15O

Total Transaction Amount (in HKD): 20000.00
FO Checker. istest182

Expense Claim for Student For...

Student Name: User Acceptance - Student, IS
Student 1D: iswtst52
Student Department: 150

Expense Claim for Student For...

3.3 Review Worklist

Comments

Expense Claim for Student e-form
User Guide

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

amendment) can be found in “Worklist”.

< O Worldist
Draft Template
a .. B .:
Worklist My Requests
(current year)
«

) ™ serial No.

O

Process Name

SE21080016 Expense Claim for Student Form

t Bac | ask Trace

Summary

Student Name: User Acceptance - Student, IS
Student ID: iswtst52

Student Department: 150

Total Transaction Amount (in HKD): 20000.00
FO Checker: istest182

12

>
»
Create At | Medify Date
P PM 3:46 PM 3:54
2 27/817:54 27/8 1754
& 2778 17:08 27/817:08
»
>

Mare =




3.4 Review All e-forms

All e-forms created by you can be found in “My Requests”.

«

«

()

o~
u

Warklist

|
serial No.

SE21080016

SE21080015

Draft

My Requests {curre

Template

2

My Requests
(current year)

Process Name

Expense Claim for Student Form

Expense Claim for Student Form

More =
Summary

Student Mame: User Acceptance - Student, IS
Student ID: iswtst52

Student Department: 1SO

Total Transaction Amount (in HKDY): 20000.00
FO Checker: istest182

Student Mame: User Acceptance - Student, IS
Student ID: iswtst52

Student Department: 1SO

Total Transaction Amount (in HKD): 136212
FO Checker: istest182

13
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Post At

27/817:54

27/817:09

Q search ki
Status

Start(User Acceptance - ...

BCO Approver (User Acce...
BCO Approver (User Acce_

@

@

»
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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

Your feedback Help

THE HONG KONG ™ [ ———
UNIVERSITY OF SCIENCE MY ADMIN INTRANET -
AND TECHNOLOGY

My Administrative Corner My Personal Corner Service Requests and Forms Administrative Systems Analytics

My Shortcuts @ My Worklist @ : Communication Directory

Vaccination / Testing Reporting System (VTRS) Wo:dopithavelany;olitstanding; Kens

New Admin Intranet User Manual (New layout) People Search | Staff Student

Departmental Staff List Dept. v

My Authorizations

Academic Departments A-Z

Administrative Departments A-Z

Can type key words to
search the required e-
form

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

@ istestsd [ T -

) Tasks = Data Maintenance A, Personal Ll Reports @ User Guide
0 Worklist »
. - ’ : ) S :
Serial Ne. Process Name Summary Owner Pest At Step Timeout

Expense Claim for Student Form Student Name: User Acceptance - Student, IS User Acceptance - Stude.. PM 554 Departme..
Student ID: iswtst52
Student Department: IS0
Total Transaction Amount fin HKD): 20000.00
FO Checker: istest182

Expense Claim for Student Form Student Name: User Acceptance - Student, IS User Acceptance - Stude. PM 5:09 Departme.
Student ID: iswtst52
Student Department: ISO
Total Transaction Amount (in HKDJ:
FO Checker: istest182

Staff Budget Request Requestor Dept Code: IS0 150 Testing Account 181 Budget Ap
Requestor Name: ISO Testing Account 181
BR No- 50000108
Staff Na ng Suen Man
Contract Period: 01 Jan 2020 to 30 Apr 2020
FO Checker Name:
Staff Budget Requast Requestor Dept Code: CSE 150 Testing Account 319 25/811:07 Budget Ap...
Requestor Name: ISO Testing Account 319
BR No

Staff Name: WH WONG
Contract Period: 01 Oct 2020 to 31 Mar 2021
FO Checker Name
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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)

e Search by various criteria
e.g. Process Name, Serial

£ Tasks $2 Data Maintenance £, Personal |l Reports No. (Form |D) 9 istestd0 | -
(8} Worklist All Accessible >
I | Search
Process Name & | Initiator: %, | Post Date: Annual ¥ | 2021
Task Status: all-- -
Task ID: Serial Mo Keyword: m Reset
Serial No. Process Name Summary Owner Post At Status Trace
S| Expense Claim for Student User Acceptance - Stude. PM 5:54 Department Endorse...
FO Checker: istest182
Expensa Claim for Studant Form Studant Name: User Accaptanca - Student, IS User Accaptance - Stude. PM 5:09 Dapartment Endarse
Student ID: iswist52
Student Department: IS0
Total Transaction Amou
FO Checker: istest182
S| Staff Budget Request r Dept Code: ACCT 150 Testing Account 320 26/810:48

e: 150 Testing Account 320

Contract Period: 15

FO Checker Name

2 Email Notification

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

Endorsement is Requested for Expense Claim for Student eForm - SE21080016

-]
no-reply@ust.hk
7/8/202117:54
WPEE: 1S User Acceptance;
Action ltems + BRESERER

Dear User Acceptance, IS,
Please endorse the following Request for Expense Claim for Student eForm:

Student Name: User Acceptance - Student, IS
Student Email: iswtst52@connectusthk
Student Department: ISO

Total Transaction Amount (in HKD): 20000.00
Expense particulars: a

You can endorse the Request for Expense Claim for Student eForm directly at:
https://admms65.ust.hl/Y7Soft/forms/Pro aspx?pid=5117428tid=29044

You can also follow up or view this request by accessing eForm Systems and then go to Worklist

https://admms65.ust.hk/
Please take appropriate follow-up action.

For user guide, please visit link below:
https://gohkust.sharepoint.com/:b/s/FO/fowebpage/EWTdoONO2TpORCz21 Bjb7wB4sU a-5GanhgeepKCESISA?e=AeAUE4

b R A

This is a system-generated email.
kbR R kAR AR KA

Department Endorser will also receive email notification when the e-form is returned from BCO / FO
or when the e-form is final approved.
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3 Review Expense Details and Input Charging Account Information

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

e Review and check if the information in Expense Detail is correct and appropriate, and there is
sufficient supporting document to substantiate the claim.

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

line  Expense Incurred Dats Expense Incurred Date Equivslent HKD

e o Expense Description” Currency Amount® Eock Rate P
1 01/08/2021 o 26062021 BB Texifares on 2/8, 13/8, 24/8 2021 HKD v 58052 1.0000 580.52
P
Categony® Business Purposs® Justificstion Attch Receipt declareif no receipt e of singls trip
Transportaion - Go to o to collect 3 Add Attschment BRI T 3
samples for research y ftam x y
DstNo: Department’ / Project” Fund* Budgetline  Class Account Anslysiz HKD Amcunt®  Approver Approver Names
1 01000 0091 Select P230 20000 istestTs FODeptAGFF | +
Select Select Select Select Select
DstNo: Department’ / Project” Fund* Budgetline  Class Account Anlysis HKD Amcunt®  Approver Approver Name
2 G019 7009 Select B001 38052 istest7s FODeplAICFF | +
Select Select Select Select Select

e 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

e 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:

By submitting this claim for reimbursement, T declars that:

+ The mformation given in this claim, incliding any ofher supporting documents sttached, is wrue, correct and complete; and

«  Expenditures submitted in this claim are lagatimate and have been incurred wholly, necessarily and exclusively for awhonizad University’s business; and

*  Any monies advanced by the University have bsen deducted from the claim; and

* Any costralating to the parters, family or others who ars not smplovess or studsnts sngaged on the University’s business have bean deducted; and

* Mothing includsd in the claim has baen previously claimed frora the University or fram any other person or orzanization: and

*  All the original receipts nacassary 1o substantiats the claim have besn submined: and

* Forthose items merked with “Declare Mo Receipr”, [ have declared that the original receipts was lost or T haver't racaived any receipts from the supplier/conference orzanizer. T will not use the raceipts (if found) to claim rsimbursement from eny other source again;
and

By endorsing this claim for reimbursement, T declare that

» Al the relevant University's policies and procedurss, the mles and regnlations of the fundinz sgenciss (if any), have been obsarved and followed; and

* Jussifications and documemtary evidences required for supporting out-of-policy exceptions (if any) have been provided

« Full disclosure/declaration have been made to the relevant approving suthorities for any actual or perceived conflict of interest in accordance with the University's policies and guidelines.

* Full disclosure bave been mads o ng authorities for anv actual or perceived conflict of interest in accordance with the University's policiss and suidelines
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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

Retumn to Requester

Return to Initisto [ Save | 2 TaskTrace ¥ = More v

The Hong Kong University of Science and Technology
Ll ]J Finance Office
Expense Claim Application for Student

Form ID: SE21080015 Status: Department Endorser

This e-form should be completed by student claimant and submitted to department administrators {Department Endorser) for further processing. Student claimant may enter the specific email
administrator {if known) or simply select the Department name in the Department Endorser field

For items in foreign currencies, they will be converted to HK dellar according to the book exchange rates maintained by the Finance Office for the month when the expenses were incurred. For if
please input the details in separate lines so that correct exchange rates can be retrieved by system

Please ensure the total claim amount is calculzted correctly and al relevant recsipts are uploaded to support the claim, and the expenses claimad are allowable according to the funding rules of
Otherwise the claims will be returned to the Department Endorser or the student claimant for amendment and reapproval by the Budget Contralling Officer will be required. Reimbursement for ¢
allowed up to HKS10,000. For rei of purchases above the 800 limit, the e-form will be routed to PURD for exceptional approval.

The User Guide for this e-form can be found here
For enquiries, please contact Mr. Bryan Lee (x-5782;

n@ust.hik) or Ms Oliva Luk (x-6416; fooliva@ust.hk) for assistance

You can load back your saved draft and template by clicking here -

Header

* Denotes mandstory field

Requestor: User Acceptance - Student, IS Email: iswitsts2@connectusthk
Department - =] Student ID : iswists2
SubmitTe: *

Contact Number -

User Acceptance, 1S

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

3 1

Endorse

Return to Initiat | E Sae D TaskTrace ¥ = More () Refresh | & Frint

a The Hong Kong UnivFrsity of Sc_ience and Technology
llM Finance Office

Expense Claim Application for Student

Form ID: SE21080011 Status: FO Chacker

This e |d be completed by student claimant and submitted te department administrators (Department Endorser) for further processing. Student claimant may enter the specific email address of th
admin| known) or simply select the Department name in the Department Endorser field.
For it ign currencies, they will be converted to HK dollar according to the book exchange rates maintained by the Finance Office for the month when the expenses were incurred. For items incurrec

e Must input comments so
that student knows what
amendment is required
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Expense Claim for Student e-form
User Guide

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

Your feedback Help

THE HONG KONG | e ——
UNIVERSITY OF SCIENCE MY ADMIN INTRANET -
AND TECHNOLOGY

My Administrative Corner My Personal Corner Service Requests and Forms Administrative Systems Analytics

My Shortcuts @ My Worklist @ : Communication Directory

Vaccination / Testing Reporting System (VTRS) Wo:dopithavelany;olitstanding; Kens

New Admin Intranet User Manual (New layout) People Search | Staff Student

- Departmental Staff List Dept v

My Authorizations

Academic Departments A-Z

Administrative Departments A-Z

Can type key words to
search the required e-
form

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

e @ istestin | T =

) Tasks = Data Maintenance A, Personal Ll Reports @ User Guide
0 Worklist »
e : e e s e :
Serial Ne. Process Name Summary Owner Pest At Step Timeout

Expense Claim for Student Form Student Name: User Acceptance - Student, IS User Acceptance - Stude.. PM 554 Departme..
Student ID: iswtst52
Student Department: IS0
Total Transaction Amount fin HKD): 20000.00
FO Checker: istest182

Expense Claim for Student Form Student Name: User Acceptance - Student, IS User Acceptance - Stude. PM 5:09 Departme.
Student ID: iswtst52
Student Department: ISO
Total Transaction Amount in HKDJ: 1362.12
FO Checker: istest182

Staff Budget Request Requestor Dept Code: IS0 150 Testing Account 181
Requestor - 150 Testing Account 181
BR No 3
Staff Na g Suen Man
Contract Period: 01 Jan 2020 to 30 Apr 2020
FO Checker Name:

Budget Ap

Staff Budget Requast Requestor Dept Code: CSE 150 Testing Account 319 25/811:07 Budget Ap...
Requestor Name: ISO Testing Account 319
BR No
Staff Name: WH WONG
Contract Period: 01 Oct 2020 to 31 Mar 2021
FO Checker Name

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)
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Expense Claim for Student e-form

e Search by various criteria
e.g. Process Name, Serial

No. (Form ID)

o

User Guide

8 T
ui L £ Tasks = Data Maintsnance £, Personal Ll Reports @ User Guide istestad | -
7 Initiate Worklist All Accessible »
| Task T Search
Process Name nitiator: Post Date: Annual ¥ | 2021 %
Task Status: —alle -
Task ID: Serial No Keyword m Reset
Process Name Summary Owner Post At Status Trace
Expensa Claim for Student Form Student Name: User Acceptance - Student, IS User Acceptance - Stude. PM 5:54 Department Endorse
Student ID: iswtst52
Student Depsrtmant: SO
Total Transaction Amount |;
FO Checker: istest182
Expense Claim for Student Form Student Name: User Acceptance - Student, IS User Acceptance - Stude. PM 509 Department Endorse.
Student ID: iswtst52
Student Department: SO
Total Transaction Amount (in HKD): 1362.12
FO Checker: istest182
Staff Budget Request Requestor Dept Code: ACCT 1SO Testing Account 320 26/8 10:48 FO Payroll (150 Testi

2 Email Notification

Requestor Name: 150 Testing Account 320
BR No

2021 to 31 Dec 2021
t315

Contract Period: 15¢
FO Checker Name: i

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

Endorsement is Requested for Expense Claim for Student eForm - SE21080015

no-reply@ust.hk
Fri 8/27/2021 8:25 PM
Inbozx

To: 15 User Acceptance;
Action Items

Dear User Acceptance, IS,
Please endorse the following Request for Expense Claim for Student eForm:

Student Name: User Acceptance - Student, IS
Student Email: iswtst52@connect.ust.hk
Student Department: |SO

€ REPLY €& REPLY ALL => FORWARD  =es

Mark as read

~+ Get more apps

o Click this direct link to
the e-form pending for

Total Transaction Amount (in HKD): 1362.12

Expense particulars: Go to o to collect samples for research.. To present research paper ... your approval

You can endorse the Request for Expense Claim for Student eForm directly at:

hittps://admms65.usthk/Y7ZSoft/forms/Process.aspx?pid=511844&tid=29037

You can also follow up or view this request by accessing eForm Systems and then go to Worklist:
hitps.//admms65.ust.hk/

Please take appropriate follow-up action.

For user guide, please visit link below:
https.//gohkust.sharepoint.com/:b./s/FO/fowebpage/EWTdoONO2TRORCz21 Bjb7wB4sU a-5GanhgcepKCESISATe=AcAUES

This is a system-generated email.

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
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Retumn to Endorser

B Save D TaskTrace » = More *

The Hong Kong University of Science and Technology

&
LU_UJ Finance Office

Expense Claim Application for Student

Form ID: SE21080013 Status: BCO Approver

This e-form should be completed by student claimant and submitted to department administrators (Department Endarser) for further processing. Student claimant may enter the specific e
administrator (if known) or simply select the Department name in the Department Endorser field

For items in foreign currencies, they will be converted to HK dollar according to the book exchange rates maintained by the Finance Office for the month when the expenses were incurred
please input the details in separate lines so that correct exchange rates can be retrieved by system.

Please ensure the total claim amount is calculated correctly and all relevant receipts are uploaded to support the claim, and the expenses claimed are allowable according to the funding ru
‘Otherwise the claims will be returned to the Department Endorser or the student claimant for amendment and reapproval by the Budget Controlling Officer will be required. Reimbursemen
allowed up te HKS10,000. For reimbursemant of purchases abova the HKS10,000 limit, the e-form will be routad to PURD for exceptional approval.

The User Guide for this e-form can be found here.
For enquiries, please contact Mr. Bryan Lee (x-5782; fobryan@ust.hk) or Ms Oliva Luk (x-6416; fooliva@ust.hk) for assistance.

‘You can load back your saved draft and template by clicking here

* Denotes mandstory field

Requestor : User Acceptance - Student, IS Email : iswistS2@connect ust hk
Department - 150 Student ID - iswist52

SubmitTo: *

Contact Number :

User Acceptance, IS

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

Return to Initistor 5 Save D TaskTrace v = Mor= v €) Refresh | & Print

The Hong Kong University of Science and Technology
Finance Office
Expense Claim Application for Student

SE21080015 Status: BCO Approver

to department administrators (Department Endorser) for further processing. Student claimant may enter the specific email address of the depar
Department Endorser field.

adminisy .
e Must input comments so that
For item

pleasa i Department Endorser knows
what amendment is required

cording to the book exchangs rates maintained by the Finance Office for the month when the expenses were incurred. For items incurred in diffe
s can be retrieved by system.

- End -
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