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Preparer
Access the Academic Timesheet System via BUniPort
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Preparer
Select a Submission Option

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
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Click to open the User Guide and FAQ



If services performed in the Survery Perio
Academic Timesheet System
Option 1 - Submit a Declaration

Research Staff
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
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Preparer - Research Staff
Option 1 - Submit a Timesheet Declaration
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1.  Select [100% UGC activities] or [100% non-UGC activities]

2.  Input the Total number of hours worked

3.  Input the Total number of days of work
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Preparer - Research Staff
Option 1 - Submit a Timesheet Declaration

4. Input/select at least one project code before proceeding to next step
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Click [Project Search] to select a project from the 
[Lookup Project] window

Click [Add] for a new row to input 
additional project performed 
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Preparer - Research Staff
Option 1 - Select Projects performed from the Lookup Project Window
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Tick the selected project(s) you have performed 
during the two weeks Survey period

Confirm you selection 
or Close this [Lookup Project] window
and go back to the Timesheet Form 
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Preparer - Research Staff
Option 1 - Proceed to Timesheet Declaration
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5. Click [Declare] to proceed
or Click [Return] to go back to Option selection



7. Click [Submit] to proceed
or Click [Return] to revise the timesheet date

Preparer - Research Staff
Option 1 - Submit a Timesheet Declaration
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Remarks to Endorser, if needed 6.  Input [Remarks to Endorser] (Optional 



Preparer - Research Staff
Option 1 - Submit a Timesheet Declaration
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Preparer - Research Staff
Option 1 - Successfully Submitted a Timesheet Declaration
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Email notification will be provided when your submission is approved/returned by the Endorser 11



Academic Timesheet System
Option 2 - Submit Timesheet Data by Day

Research Staff
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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



Preparer - Research Staff
Option 2 - Timesheet Summary Form 
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1.  Select a date for data input 
2.  Click [Edit] to open the Timesheet: Input form

For full time research staff, please note the general contractual 
working hour is not less than 39 hours per week
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Click [Next 7 days] or [Previous 7 days] 
to open the form accordingly



Preparer - Research Staff 
Option 2 - Input Timesheet Data by Day

: Delete Record(s) (once deleted, cannot undo)

Select a date for data input
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4. Input remarks (optional)

3. Input the UGC ratio and Total Actual Hours 
Worked for the Activities, where appropriate
(Non-UGC ratio is system generated)

5. Save changes

Select “full day” work, “half day” work or “rest/leave day” full day
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Copy Timesheet data from another date



Preparer - Research Staff 
Option 2 - Prefilled Teaching Activities

The prefilled teaching activities are timetabled classes extracted from the Student Information System (SIS), 
based on the SSOid 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. Input the correct timesheet record (no need to input the course code)

2. Delete the incorrect prefilled record

full day
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Preparer - Research Staff
Option 2 - Add More Entries
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If you need to add an extra entry:
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
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Preparer - Research Staff
Option 2 - Expand / Collapse the Categories

Click the arrow to Expand / Collapse Category
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Preparer - Research Staff
Option 2 - Expand / Collapse the Categories
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Select the date to copy activities



Preparer - Research Staff
Option 2 - Review Timesheet Data by Day

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.
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6.  Click          to print the timesheet summary and 
review before submit the survey to endorser
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Preparer - Research Staff
Option 2 - Select/Input Projects performed

20

17

7. Input/select at least one project code before proceeding to next step

Click [Project Search] to select a project from the [Lookup 
Project] window

Click [Add] for a new row to input 
additional project performed 



Preparer - Research Staff
Option 2 - Select Projects performed from the Lookup Project Window
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Tick the selected project(s) you have performed 
during the two weeks Survey period

Confirm you selection 
or Close this [Lookup Project] window
and go back to the Timesheet Form 



Preparer - Research Staff
Option 2 - Review & Submit Timesheet Data by Day
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8. Click [Submit] to Endorser 



Preparer - Research Staff
Option 2 - Submit Timesheet Data by Day

9.  Click [Submit] to proceed
or  Click [Return] to go back to [Timesheet: Summary]
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Preparer - Research Staff
Option 2 - Submit Timesheet Data by Day 
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Preparer - Research Staff
Option 2 - Successfully Submitted a Timesheet Data by Day 
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Academic Timesheet System
Revise and Resubmit the Survey
(If the submission is returned by Endorser)
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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
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Endorser
Exit the Timesheet Sheet System
Preparer
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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