
Demonstration on Academic Timesheet System 
for academic, teaching and research staff 

8th Jun 2017



Agenda

• Project background and new Cost Allocation Guidelines (CAG)

• Demonstration on the online Academic Timesheet System 

• UGC’s guidance on UGC activities

• Questions and Answers
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To meet new UGC requirements
• Segment Reporting in 2016-17
• Cost Allocation Guidelines in 2018-19

To meet new UGC requirements
• Segment Reporting in 2016-17
• Cost Allocation Guidelines in 2018-19

Align with sisters institutions in using 
ERP to support operation and keeping 
up with technological advancements

Align with sisters institutions in using 
ERP to support operation and keeping 
up with technological advancements

Support long-term needs of HKBU 
and cater for future changes

Support long-term needs of HKBU 
and cater for future changes

Selected Package SolutionsSelected Package Solutions Appointed Implementation ConsultantAppointed Implementation Consultant

Project Background

• Key Drivers for the Revamp of FIS:
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Interfaces with Retained Modules and Systems

• Some retained FIS modules and a new timesheet system will be enhanced/developed by ITO for integration
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Retained Modules
in Existing FIS

Booking System

Space Inventory System

Student Information System

Human Resources System

School of Continuing Education System

Dangerous Goods Management System

Systems of Banks

Other Systems

Cost Allocation Platform

Payroll and its Related Modules

Student Account Module

Donation Account Module

Fixed Deposit Module

Payment Gateways

ERP for Core Financial and 
Procurement Functions

Timesheet System



New Cost Allocation Guidelines (CAG) of UGC

Objectives
• To improve financial transparency and cost charging mechanisms among UGC‐funded institutions.

• To provide documentary evidence there is no cross‐subsidisation of UGC resources to non‐
UGC‐funded activities.
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Funding 
for UGC Activities



New Cost Allocation Guidelines (CAG) of UGC
Requirements
• One of the requirements is to prepare financial statements for FY2018‐19 

with:

• allocation of academic staff‐related costs into UGC/non‐UGC segments based on the

analyses of actual time spent records of the academic staff (including teaching and

research staff).

Full set of Cost Allocation Guidelines is available at UGC website
http://www.ugc.edu.hk/doc/eng/ugc/note/CAGs.pdf



Academic/Teaching/Research Staff

Tentative sampling approach to meet UGC requirements:
• Appoint a statistician to ensure representative sampling
• Sampling by rotation Select 15‐20% of total 

academic/teaching staff per sample (by staff rank)
• 2‐week duration for each timesheet input
• No standard working hours per week
• Conduct timesheet input 3 times a year (Oct, Nov and Mar)
• Sufficient documentation for UGC’s inspection
• Timesheets require supervisor’s endorsement

Academic Staff and 
related Cost

UGC  Fund 
$$$ Non‐UGC Fund

$

Timesheet inputs

Sampling by grade

CAG Requirements 
‐ Timesheet for Academic, Teaching and Research Staff
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Timesheets 
recording 

institutional 
activities

Cost Allocation



Data analysis and aggregation for 
cost allocation by Finance Office

Input and submission 
by Academic, Teaching and Research staff

Timesheets to be Endorsed 
by respective Dean/Director of Faculty/ School/ Academy; 

or Department Head

Return for fine‐tuning due to 
data anomalies

Return to staff for 
fine‐tuning

Allow input by 
delegated person

No delegation for 
submission of timesheets

Academic Online Timesheet System ‐ Overview
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UGC / Non UGC 
Hours and %

CAG Requirements 
‐ Timesheet for Academic, Teaching and Research Staff

Time spent on institutional activities that 
consume university resources

Activities such as holidays, leaves, private 
outside practices, etc. 

Research and creative outputs

Other institutional activities

Institutional administration

Institutional Activities Time Spent

Teaching*

* Timetabling data such as lectures and tutorial classes will be extracted from Student Information System for 
review and confirmation

UGC  Fund 
$$$

Non‐UGC Fund
$

Cost Allocation

Total Hours Only



Demonstration on Academic Online Timesheet System

10
Appendix

Chan David T M CHI

Timesheet System

 Timesheet



CAG ‐ Institutional Activities

Teaching

Research and 
Creative Outputs

Other 
Institutional 
Activities

Activities

Institutional 
Administration

• Teaching / preparation of teaching materials
• Supervision of Research Postgraduates
• Course / programme planning and development
• Assessment and examination
• Student Contact / Supervision / Mentoring

• Conduct research, write papers, reports, books, journals, creative arts, etc.
• Institutional contract research, knowledge transfer
• Research oriented conferences, seminars, exhibition, performance
• Supervision of research projects

• Public services
• Consultancy*
• Outside practice*
• Clinical service*

• Internal meetings
• Administrative work such as serving as committee chairperson/member

Examples from CAG

* Activities for contract(s) entered into by HKBU



UGC

Non‐UGC

CAG – How to classify UGC / Non‐UGC activities?
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Teaching

Research and Creative Outputs

Other Institutional Activities

Main Academic Activities

FO requested UGC to provide 
more specific guidelines

Broad guidelines in CAG only 

• CAGs are Principle‐Based  Rule‐Based

• NOT intend to cover exhaustive list of activities and treatment

• University should make reasonable judgement on treatment of activities

• FO will provide guidelines on common activities of HKBU 
• Please email to FO for guidance if specific activities need clarification / judgement



CAG ‐ Broad Classification for UGC / Non‐UGC Activities

Teaching

 Number of UGC and Non‐UGC registered students; OR

 Activities for UGC/Non‐UGC funded programme 
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UGC Non‐
UGC



Research ‐ Based on Fund Source with some Relaxation Rules
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UGC Non‐UGC

Matching Grant
Research Grant

Research Projects Funded by 

Self‐Funding

Commercial Entities

Block Grant
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Allow charging of principal investigator (PI) cost  
and overhead charges 

Research Projects Funded by

Local or Non‐local
Government Bureaux /  Departments

Non‐Governmental 
Organizations

Research ‐ Based on Funding Source with some Relaxation Rules

UGC
Non‐UGC



Government



CAG ‐ Broad Classification of UGC / Non‐UGC Activities
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Other Institutional Activities Allocation basis

Public services 100% UGC

Consultancy Classify as UGC activity, if the following conditions are 
met
1.Within “One Day per Week Arrangement”; and
2.NOT undertaking self‐financed programmes / activities 
contracted with outside parties by HKBU

Service provided to
hospitals / clinical service

Outside practice
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UGC’s guidance on UGC activities

Interviews by news media

UGC Response 
• Assuming that the activities would consume the university’s resources 

which should be aligned with the definition of “Institutional Activities”

 Academic or profession‐related activities 
 without any compensation (excluding honorarium or reimbursement of expenses)

Reasonable Judgement/Interpretation by FO
• Public Services  100% UGC

Serving as a representative of the 
University to attend conference / 
forum organized by external bodies 



 UGC‐fundable activities supported by non‐UGC funds
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Organize concerts for students as part of teaching activities

UGC Response
• Can be classified as UGC activities 

UGC’s guidance on UGC activities



Questions & Answers 
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8. Q and A 



What’s Next?
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8. Q and A 

Activities Time Schedule Parties

System Integration Testing with Cost 
Allocation Platform

July to Aug 2017 Project Team, Deloitte and ITO

User Acceptance Test and Trial Run on 
Timesheet System

Oct 2017 (Tentative) Select a sample of Academic, Teaching 
and Research Staff to fill in timesheet

Compliance of UGC requirement for CAG Start in July 2018 Academic, Teaching and Research Staff 
to fill in timesheet 

Academic Online Timesheet System



Project Mail Box  
fosys@hkbu.edu.hk 

Amy Ying FIS Project Manager 3411 7604 amyying@hkbu.edu.hk

Gigi Wong Finance Manager 3411 7815 gigi@hkbu.edu.hk

Jenny Lo Assistant Finance Manager 3411 2573 jennylo@hkbu.edu.hk

Ivy Kan Assistant Manager 3411 7740 ivykan@hkbu.edu.hk

Ronald Wong Project Manager (Deloitte) 3411 5030 ronwong@deloitte.com.hk

Allan Yiu Change Management Lead (Deloitte) 3411 5030  ayiu@deloitte.com.hk

Name Post

Change Management and Department Support Team on CAG
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Staff Rank

1.  Academic (Professorial Staff)

2.   Lecturers and Instructors

3.   Research Assistant Professor, Research Associate, Research Assistant

Staff required to complete the Time Analysis Survey
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P/VC, Provost, VPs, AVPs, Deans and Directors are deemed as senior management by CAG and not required to fill in timesheets

Appendix 1



Timesheet Summary 
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SAMPLE

Appendix



Timesheet Input Form
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Timetable data will be interfaced from Student Information System (SIS)

Appendix
SAMPLE



Endorse Timesheet
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SAMPLE

Appendix



Timesheet Report Details
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Appendix

SAMPLE



Timesheet Report For Deans / Department Heads
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Appendix

SAMPLE


