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2 Preparer

Select a Submission Option

STRICTLY CONFIDENTIAL

PURPOSE OF THIS FORM:
The data collected from this form is ONLY used in the Cost Allocation Guidelines (CAG) model for allocating academic siaff costs to UGC / non-UGC activities. Please note

that individual timesheet data remains confidential and the timesheet is NOT connected with any performance evaluation.

Timesheet | Summary

Stafi ID o 8e1722 Timesheei Period o 15/06/2021 to 28/06/2021
Staff Name . Preparer P991722 Ceadling D 322022 (Sat)
Faculty / Deptartment / Unit o e

Click to open the User Guide and FAQ

L

User Guide FAQ
ATTENTION: EXCLUDE private time (such as holidays, leaves) and those activities with contract NOT entered by HKEU

Welcome! Please select an option to complete the survey

» Either Option1:  Declare your institutional activities during the timesheet period are 100% UGC activities or 100% non-UGC activities

E—_— Option 2: Input your institutional activities by day

1. Click [Option 1] to submit a timesheet by declaring all your institutional activities
are either 100% UGC or 100% non-UGC

or Click [Option 2] to submit timesheet data by day




Academic Timesheet System
Option 1 - Submit a Declaration

Professorial Staff and Lecturers

Submit your timesheet by Declaration if your institutional activities performed
in the two weeks Survey period are 100% UGC related or 100% non-UGC related




3 Preparer -

Professorial Staff and Lecturers

Option 1 - Input for a Timesheet Declaration

PURPOSE OF THIS FORM:
The data collected from this form is
that individual timesheet data remai

Timesheet : Summary

Staff ID

Staff Name

Faculty / Deptartment / Unit
Post Title Code

User Guide FAQ

STRICTLY CONFIDENTIAL

ONLY used in the Cost Allocation Guidelines (CAG) model for allocating academic staff costs to UGC / non-UGC activities. Please note
ns confidential and the timesheet is NOT connected with any performance evaluation.

991723 Timesheet Period . 15/06/2021 to 28/06/2021
Preparer P991723 Deadline o 31/12/2022 (Sat)

LC

TUT - Tutor

Please select the nature of you

O 100% UGC activities

e Total number of hours worked
- EXCLUDE private time (such as

Number of days/hours worked for the two weeks timesheet period from 15/06/2021 to 28/06/2021

® Total number of days of work 10.0 days (in the nearest 0.5 hour) — G 3. |nput the Total number of days of work
- EXCLUDE rest days, holidays and leaves. Please update as appropriate

r institutional activities performed in the two weeks timesheet period from 15/06/2021 to 28/06/2021

O 100% non-UGC activities <= 1. Select [100% UGC activities] or [100% non-UGC activities]

hours (in the nearest 0.5 hour) €] 2. Input the Total number of hours worked

rest day, holidays and leave) and those activities with contract NOT entered by HKBU

- For full time Research Staff, the general contractual working hour is not less than 39 hours per week

4. Click [Declare] to proceed

—p>
or Click [Return] to go back to Option selection Declare Betun




4 Preparer - Professorial Staff and Lecturers

Option 1 - Submit a Timesheet Declaration

Timesheet - Summary

Staff 1D oo 9o1723 Timesheet Period ;- 15/06/2021 to 28/06/2021
Staff Name . Preparer P991723 Deadline Lo AMMAR2022 (Sat)

Faculty / Deptartment / Unit =BG

Post Title Code o TUT - Tutor

User Guide  FAQ

Declaration Form

You have selected to declare that your instituticnal activities (total of 120.0 hours worked, average 12.0 hours per day of work) during the timesheet period from
15/06/2021 to 28/06/2021 are 100% UGC activities.

We would like to remind that, according to the Student Information System (S1S) records, there is(are) 4 scheduled classes fully or partially for non-UGC programis).
Please input [Remarks to Endorser] if you would like to continue with the declaration

Date Course Code  UGC %{note1) Non-UGC %{note 1) Total Hours
Worked
6172021 LC101003 0.0 20.0 1.0
6192021 LG101005 00 1000 10 e SIS timetabled courses will be shown for your reference when their
6/24/2021 LC101003 80.0 200 10 UGC and non-UGC ratios do not align with the declared activity nature
G28/2021 LC101005 0.0 100.0 1.0

Mote1: The UGC and non-UGC ratios per course are calculated based on the student enrollment record extracted from Student Information System as at
snapshot date 21/01/2021 (For enquiry, please contact Finance Office)

For research staff, please input ALL research project|s) and the corresponding project code(s) performed by you during the Survey period in the remarks box.

Remarks to Endorser

Remarks to Endorser, if needed ‘

5. Click [Submit] to proceed

or Click [Return] to revise the timesheet date

Select [Submit] your declaration to the Endorser
Select [Return] to change the nature to 100%: non-UGC activities.

* Please input remarks

Submit Return




5 Preparer - Professorial Staff and Lecturers

Option 1 - Successfully Submitted a Timesheet Declaration

STRICTLY CONFIDENTIAL
PURPOSE OF THIS FORM:

The data collected from this form is OMLY used in the Cost Allocation Guidelines (CAG) model for allocating academic staff costs to UGC / non-UGC activities. Please note
that individual timesheet data remains confidential and the imesheet is NOT connected with any performance evaluation.

Timesheet | Summary

Staff D S 1 e Timeshest Period o 15M06/2021 to 28/06/2021
Stafi Mame :  Preparer P81723 Deadline T 3H2R2022 (Sat)

Faculty / Deptartment !/ Unit D LE

Fost Title Code : TUT - Tutor

User Guide FAQ
ATTENTION: EXCLUDE private ime (such as holidays, leaves) and those activities with contract NOT eniered by HKELU

Thank you for taking the time to complete this survey
Your declaration has been successfully submitted to Endorser on 14/10/2021

Details of your submission

You have declared that your institutional activities (total of 120.0 hours worked, average 12.0 hours per day of work) during the timeshest period from 15/06/2021 to
28/08/2021 are 100% UGC activities.

Remarks submitted to Endorser, if any
Please -note that ...

About UIS | Privacy Policy Security Tips | Download | Demo | FAQ@ | SHeMap | Enquiry | HKBU




Academic Timesheet System
Option 2 - Submit Timesheet Data by Day

Professorial Staff and Lecturers

You have to submit your timesheet by Day if your institutional activities performed
in the two weeks Survey period consists of both UGC and non-UGC related activities




6 Preparer - Professorial Staff and Lecturers

Option 2 - Timesheet Summary Form

Timesheet - Summary Return to Declaration Submit
Stafi 1D o 9EMT23 Timeshest Period o 15062021 to 28/06/2021
Stafi Mame © Preparer P991723 Deadiine Do 3IM22022 (Sat)

Faculty { Deptartment / Linit ol B i Total Hours B0
Fost Title Code o TUT - Tutor UGC Hours §f Mon-LGC Hours R e |
Institutional Administration Hours VN1
Average Hours per Day of Woark S | 4]
Total Days of Work o 12.0 days
e Sl PR Click [Next 7 days] or [Previous 7 days]

ATTENTICON: EXCLUDE private time (such as holidays, leaves) and those aclivities with contract NOT entered by HKEU

{Far full time Research Siaf the general contractual working hour is not fess than 39 hours per week) to open the form accordingly

]

Mext 7 days @

Date 15/06/2021 16062021 171062021 1810672021 19/06/2021 20/06/2021 21/06/2021
Tue Er:_l'rt Wed Edit Thu Edit Fri Edit Sat E_r:!'rt Sun Edit Mon E:_i'rl:

Day of Work ? 1.0 day 1.0 day 1.0 day 1.0 day 1.0 day 0.0 day 1.0 day
Total Hours Worked 1.0 hrs 0.0 hrs 1.0 hrs 0.0 hrs 1.0 hrs 0.0 hra 0.0 hrs
Teaching 1.0 hrz 0.0 hrs 1.0 hrs 0.0 hrs 1.0 hrz 0.0 hrs 0.0 hrs
Research & Creafive Outpuls 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs
Ciher Insfitution Activities 0.0 hrs 0.0 hrs 0.0 hr=s 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrz
Institution Administration 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs

1. Select a date for data input
2. Click [Edit] to open the Timesheet: Input form for data update

For full time research staff, please note the general contractual
working hour is not less than 39 hours per week




7 Preparer - Professorial Staff and Lecturers

Option 2 - Input Timesheet Data by Day

Timesheet : Input Form 6. Save changes > Copy Timesheet From Timesheet Summary
Staff Name : Preparer P991723 1 User Guide FAQ

ATTENTION: EXCLUDE private time (such as helidays, leaves) and those activities with contract NOT Copy Timesheet data from another date
(For full time Research Staff, the general contractual working hour is not less than 39 hours per week)

Select a date for data input — | 17/06/2021 (Thu) v |
Day of work full day v [&= Select “full day” work, “half day” work or “rest/leave day”
Category Activity UGC  Non-UGC Actual Hours Workednote 2) Remarks (Optional)
(note 1) (note 1) Total UGC Non-UGC
¥ Teaching Sub-Total 80.0%  20.0% 1.0 0.8 0.2 -

Timetable from Student Inf.

Teachin % 0% i ; " mpl
(®) Teaching Sys.LC101003-1(14:30-15:20) 80% 20.0% 1.0 0.8 0.2 sample data

A
Teaching Delivery of Teaching 100% 0.0%
Teaching Teaching / Class Preparation 100% 0.0%
Teaching Supervise Research Postgraduates 100% 0.0%
_ . 4 T 4
4 ' »
Total (exclude Institutional Administration) 1.0 0.8 0.2
Grand Total 1.0
Alld More entries
| v] | v] 4. Input the UGC ratio and Total Actual Hours
Worked for the Activities, where appropriate
(Non-UGC ratio is system generated)
() : Delete Record(s) (once deleted, cannot undo) 5. Input remarks (optional)

10



8 Preparer - Professorial Staff and Lecturers

Option 2 - Input Timesheet Data by Day

Staff Name :©  Preparer PO81723 Uzer Guide

ATTENTION: EXCLUDE private fime (such as holidays, leaves) and those activities with contract NOT entered by HKEU
(For full ime Research Siaf, the gencral confractual working howr iz not lesz than 39 hours per week)

< | 17/06/2021 (Thu) ~| [=]
Day of work | full day w |
Category Activity UGC  Non-UGC Actual Hours Workednot= 21 Remarks (Optional)
fnote 1) fnote 1) Total UGC Non-UGC
¥ Teaching Sub-Total 20.0% 20.0% 1.0 0.8 0.2

Timetable from Student Inf.
Teachin b 20.0% 1.0 0.8 0.2 sample daia
® q Sys.LCA01003-1{14:30-15:20) 50 o

| Teaching f - Delivery of Teaching | 100 % - 0.0% -
.Teaching Teaching ( Class Preparation | 100% - 0.0% -
| Teaching . Supervise Research Postgraduates | 100% | 0.0% .
.Teaching Course Planning / Development | 100% . 0.0% .

Timesheet - input Form Copy Timesheet From Timesheet Summary

FALC

The prefilled teaching activities are timetabled classes extracted from the Student Information System (SIS), based on the SSQOid used
to sign in the BUniPort to facilitate input and update.

A. If the course has been cancelled,
1. Click ) to delete it

B. If the ratios or total hours worked are not correct,
1. Inputthe correct timesheet record (no need to input the course code)

2. Delete the incorrect prefilled record

11



9 Preparer - Professorial Staff and Lecturers

Option 2 - Input Timesheet Data by Day

Timesheet : Input Form Copy Timesheet From Timesheet Summary
Staff Name : Preparer P991723 User Guide FAQ

ATTENTION: EXCLUDE private time (such as holidays, leaves) and those activities with contract NOT entered by HKBU
(For full time Research Staff, the general contractual working hour is not less than 39 hours per week)

| 17/06/2021 (Thu) v |
Day of work | full day v
Category Activity UGC Non-UGC Actual Hours Worked(note 2) Remarks (Optional)
(note 1) (note 1) Total UGC Non-UGC
¥ Teaching Sub-Total 80.0%  20.0% 1.0 0.8 0.2 4

Timetable f Student Inf.
(®) Teaching I ——— 80% 20.0% 1.0 0.8 0.2 sample data

Sys.LC101003-1(14:30-15:20)

Total (exclude Institutional Administration) 1.0 0.8 0.2
Grand Total 1.0

Add More entries

| Teaching v | 100% 0.0%

| Teaching Teaching / Class Preparation
TS Rezearch & Creative Qutouts Supervise Research Postgraduates
1. Other Institttional Activities o1 Course Planning / Development t enroliment record extracted from Student Information System as at snapshot date (For
9 Institutional Administration 2 Assessment And Examination
2. DUNJEd [0 e nearest uU. . | Student Contact / Supervision If you need to add an extra entry:
Other Teaching Activities 1. Select a [Category] and an [Activity]

2. Input the UGC ratio and Total Actual Hours Worked for the Activity
3. Input remarks (optional)
4. Save changes

12



10 Preparer - Professorial Staff and Lecturers

Option 2 - Input Timesheet Data by Day

Timesheet : Input Form Copy Timesheet From Timesheet Summary
Staff Name : Preparer P991723 User Guide FAQ
ATTENTION: EXCLUDE private time (such as holidays, leaves) and those activities with contract NOT entered by HKBU
(For full time Research Staff, the general contractual working hour is not less than 39 hours per week)

| 17/06/2021 (Thu) v/

Day of work | full day v
Category Activity UGC Non-UGC Actual Hours Worked(note 2) Remarks (Optional)
(note 1) (note 1) Total UGC Non-UGC
A Teaching Sub-Total 80.0% 20.0% 1.0 0.8 0.2 -
A Research & Creative Outputs Sub-Total 0.0% 0.0% 0.0 0.0 0.0
A Other Institutional Activities Sub-Total 0.0% 0.0% 0.0 0.0 0.0
A Institutional Administration Sub-Total 0.0
»
Total (exclude Institutional Administration) 1.0 0.8 0.2

Grand Total 1.0

Add More entries
| v] | v

# | Expand / Collapse Category

13



11 Preparer - Professorial Staff and Lecturers

Option 2 - Input Timesheet Data by Day

Timesheet : Input Form Copy Timesheet From Timesheet Summary
Staff Name : Preparer P991723 1 User Guide FAQ
ATTENTION: EXCLUDE private time (such as holidays, leaves) and those activities with contract NO recad b LUEL
(For full time Research Staff, the general contractual working hour is not less than 39 hours per week) L.

Select the date to copy activities
| 17/06/2021 (Thu) v |
Day of work | full Day v |
Category Activit Timesheet [ FIS-TS-00143 ] X d(note 2) Remarks (Optional)
on-UGC
v Teaching Please select the timesheet date you waht to copy from 0.2 -
Tim
® Teaching metz [15/0672023 (Thu) | 0.2 sample data
Sys.L(
Teaching Deliver Submit
Teaching Teachil
Teaching Supervise Kesearcn rosigraguaies 100% U.U%
Toamabiomes N msswnm ~ PMlammminm | MPiacealam s e + L N nos
4 »
Total (exclude Institutional Administration) 1.0 0.8 0.2
Grand Total 1.0
Add More entries
| v| | v

14



12 Preparer - Professorial Staff and Lecturers

Option 2 - Review & Submit Timesheet Data by Day

Timesheet - Summary

Staff ID ©o 981723

Staff Name . Preparer PO91723
Faculty / Deptartment / Linit N 5

Fost Title Code : TUT - Tutor

7. Click [Submit] to Endorser

'

Return to Declaration Submit
Timeshest Period f o 15062021 to 28/06/2021
Deadline D MMM22022 (Sat)
Taotal Hours . B0
UGC Hours { Non-UGC Hours o32eV24
Institutional Administration Hours 0.0
Average Hours per Day of Waork > S
Total Days of Work o 12.0 days

Uszer Guide FAQ
ATTENTION: EXCLUDE private time (such as holid
{For fult time Research Stalf, the general contractual worl

If you want to change to “Submit a Declaration” instead of “Submit
Timesheet Data by Day”, you can click [Return to Declaration].

However, please note once you selected to submit a declaration, all

timesheet data inputted will be deleted. Next 7 days @
Date 15/06/2021 16/06/2021 17/06/2021 18/06/2021 19/06/2021 20/06/2021 21/06/2021 T
Tue Edit Wed Edit Thu Edit Fri Edit Sat Edit Sun Edit Mon Edit

Day of Work 1.0 day 1.0 day 1.0 day 1.0 day 1.0 day 0.0 day 1.0 day
Total Hours Worked 1.0 hrs 0.9 hrs 1.0 hirs 0.0 hrs 1.0 hrs 0.0 hrs 0.0 hir;
Teaching 1.0 hrs 0.0 hrs 1.0 hrs 0.0 hrs 1.0 hrs 0.0 hrs 0.0 hrs
Resgarch & Creative Oulpuis 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hr= 0.0 hrs 0.0 hrs 0.0 hr
Oiher Institution Activities 0.0 hrs 0.0 hrs 0.0 hr= 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hr
Institution Administrafion (0 hr= 0.0 hrs 0.0 hrs 0.0

Click @to print the timesheet summary and
review before submit the survey to endorser

15




13 Preparer - Professorial Staff and Lecturers

Option 2 - Submit Timesheet Data by Day

Timesheet - Summary

Stafi D o 891723

Staff Name - Preparer P991723
Faculty / Deptartment ! Unit = LG

Fast Title Code o TUT-Tutor

Submission Form

You are going to submit vour timesheet records to the Endorser

Remarks to Endorser

Timeshest Period o 1562021 to 28/06/2021
Deadline Do 3122022 (Sat)

Total Hours o 700

UGC Hours f Non-UGC Hours DOBT6 2.4

Institutional Administration Hours Do

Average Hours per Day of Wark R

Total Days of Work © 11.0 days

For research siaff, please input ALL research project(s) and the cormesponding project codeds) periormed by you during the Survey period in the remarks box.

8. Input [Remarks to Endorser] (Optional for Professorial Staff and Lecturers)

A

Confirm [Submit] your timesheest records to the Endorser

Submi.t Fh_zturn

1

9. Click [Submit] to proceed
or Click [Return] to go back to [Timesheet: Summary]

16




14 Preparer - Professorial Staff and Lecturers

Option 2 - Successfully Submitted a Timesheet Data by Day

Institutional Administration Hours
Average Hours per Day of Work
Total Days of Work

User Guide FAQ
ATTENTION: EXCLUDE private time isuch as holidays, lesgves) and those activities with contract NOT entered by HKEU
{For full time Research Sialf, the general contractual working hour is not less than 39 hours per week)

Thank you for taking the time to complete this survey

Details of your submission

Timesheet : Summary Rt Dactacatis
Stafi ID 891720 Timesheet Period
Staff Mame : Preparer PO91720 Deadline
Faculty / Deptartment / Unit ; LE Total Hours
Fost Title Code o TUT - Tutor UGC Hours § Non-UGC Hours

Your timesheet data has been successfully submitted to Endorser on 17/10/2021

15/06/2021 to 28/06/2021
391252022 (Sat)

75.0

726124

0.0

6.5

11.5 days

Mext 7 days @

Date 15/06/2021 16/06/2021 17/06/2021 18/06/2021 19/06/2021 200106/2021 21/106/2021
Tue View Wed View Thu View Fri Wiew Eat View Sun View Mon View

Day of Work 1.0 day 1.0 day 1.0 day 1.0 day 0.5 day 0.0 day 1.0 day
Total Hours Worked 1.0 hrs 4.0 hrs 10,0 hrs 4.0 hrs 1.0 hra 0.0 hrs 8.0 hrs
Teaching 1.0 hrs 3.0 hrs 10.0 hrs 0.0 hrs 1.0 hrs 0.0 hrs 3.0 hrs
Research & Creative Outpuis 0.0 hrz 0.0 hrs 0.0 hrs &0 hrs 0.0 hr= 0.0 hrs 0.0 hrs
Ciner Institution Activities 0.0hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrs 0.0hrs 0.0 hrs
Institution Administration 0.0 hrs 0.0 hrs 0.0 hrs 0.0 hrz 0.0 hrs 0.0 hrs 0.0 hrs

Email notification will be provided when your submission is approved/returned by the Endorser

17




Academic Timesheet System

Revise and Resubmit the Survey

(If the submission is returned by Endorser)

18



15 Preparer

Timesheet Re-submission

When your timesheet is returned by the Endorser, there are 3 options to resubmit your timesheet
1. Input [Remarks to Endorser] without any update to timesheet declaration or data, then Click [Resubmit], or

2. Select Option 1 to submit a new timesheet declaration, or
3. Select Option 2 to input/update the timesheet data for submission

Your submission has been returned by the Endorser on 12/10/2021

Endorser's remarks, if any

Please upd

<

Details of your last submission on 12/10/2021 Resubrmit

Flease select [option 2] to view and update the records, if necessary.

Remarks te Endorser for last submission, if any, is shown below. If you don't need to update your timesheet records, you can edit your remarks and resubmit.

You can select an [Option] to complete the survey

Either Option1: Select the nature of vour institutional activitizs in the imesheet period
Or Option 2: |nput/Update your institutional activities by day

19




16 Preparer

Exit the Academic Timesheet System

Click [Close] to exit the system KL’@ Timesheet System - Timesheet Syz

Ms

PURPQOSE OF THIS FORM:
The data collected from this t
note that individual timesheeq

Timesheet : Summary

20



Materials facilitating the completion of Time Analysis Survey

Relevant materials available on the FO website

o User Guide

Frequently Asked Questions (FAQ)

o

Training videos on Academic Timesheet System

O

o Cost Allocation Guidelines of UGC

o Data Privacy Framework

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

Timesheet : Summary

Staff ID

Staff Name

Faculty / Deptartment / Unit
Post Title Code

-
User Guide Fh

: 991725

. Preparer P991725
: G

: TUT - Tutor

I

21



User Support and Enquirers

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

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

22



Your Support Means a Lot !!

Thank You for your time and participation!

End of Document 23



