
Academic Timesheet System
User Guide

Last updated: 14 Jan 2025



Endorser’s Delegate 
Access the Academic Timesheet System via BUniPort
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1.  Click [Endorser]

Endorser’s Delegate
Select the Role

• A new window for [Timesheet: Endorsement] form will be opened for submission management
• Close the window to exit 

• Delegates can only view the submission but CANNOT endorse/return and print the submission details
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Endorser’s Delegate
View the Submission to be Endorsed

3. Click to view the submission details 
for timesheet inputted by day

4.  Click to view remarks

This screen will only show the submissions to be endorsed or have been endorsed.  
Timesheets not yet submitted or Returned to preparer will not be shown in this screen.

1.  Select Faculty/Department/Unit
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2. Click to view list of timesheets pending for preparer’s submission

4



Endorser
Exit the Timesheet Sheet System
Endorser’s Delegate
Exit the Academic Timesheet System
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Click [Close] to exit the system



Materials facilitating the completion of Time Analysis Survey

Relevant materials available on the FO website 

o User Guide

o Frequently Asked Questions (FAQ)

o Training videos on Academic Timesheet System 

o Cost Allocation Guidelines of UGC 

o Data Privacy Framework 

The FAQ and User Guide are also available in the TSS.
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User Support and Enquirers

CAG Mail Box
fo-cag@hkbu.edu.hk 

CAG Enquiries (Finance Office)
Louis Hsu 3411-7740
Terry Hui 3411-7606
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