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Agenda

• Introduction

• Part 1 – Staff expense claims

• Part 2 – Payment requisition to vendors 

• Q & A Session
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Oracle i-Expense Module - Project Timeline
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 Payment to Staff
• Payments include travelling / conference expenses, hospitality, staff expense reimbursement claims, etc.
• Exclusions - the existing procedures for the following items shall remain 

• Medical Claims
• Staff remuneration including honorarium, services for outside practice, consultancy fees, etc.
• Petty Cash
• Cash Advance - return of supporting documents and bank-in slip

 Payment to Vendors
• Payments include direct purchases of less $12,000
• Exclusions - the existing procedures for the following items shall remain

• Payment with Purchase Order / Purchase Requisition (purchase > $12,000)
• Purchase through the Dangerous Goods and Management System (DGMS) and Library System
• Rental and management fees under lease agreements, utilities, consultancy and professional services relating 

to capital projects (without PO), etc.

 Payment to Students (NOT covered under i-Expense module)
• The existing practice will be retained.
• Enhancements to Student Accounts Module under retained module such as standard template file for 

departments, etc. to streamline process

Scope of i-Expense Module
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FO approves payment 
to staff

(Accounts Payable Module) Sampling

Selected

Users need to keep 
original documents until 
the claim is reimbursed

Not selected

FO ApprovalDepartment Approval 
(up to 5 approvers)

Default Faculty Deans / 
Department Heads

Staff submits 
expense claim

Original 
Documents to FO

Check 
Duplicate

Alert message for 
suspected 

duplicate claims

Email reminder 
to requestor

Reserve Fund

Approve / Reject / 
Request Information 
with edit functions

i-Expense Module - Staff Expense Claims

For Budget Controller, claims for self-consumed expenses requires one-level up approval

Email for Expense claim 
approved and e-Payment 

Advice for auto-pay
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Login New Financial Information System

Click this link
1

BUniPort > Works > FIN > FIS (Oracle EBS)



Email Notification for Approval 
After users submit an expense report or previous approver has already approved the report, notification (and Email notification) will be sent to the 
next approver

Chen, Terry

1

Approver can also take action to Approve 
/ Reject / Request Information

After approver clicks the action 
button, user does not need to 
change anything on the 
outlook email, but just click 
the “Send” Button to confirm 
the action

3
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Email Notification - Approved
User will receive email notification when the report is approved by all approvers.
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Reporting
HKBU Expense Listing Report For DEPT
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Demonstration

Select appropriate responsibility

Click Submit 
Request

1

2

Select program (report) name
3

Enter submission 
parameter 

4

Click Continue
5
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Demonstration

Click Submit
5

Click Output icon 
when the job is 
finished

7
Wait until the 
phase is 
‘Completed’
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Expense Listing Report (Department)

Microsoft Excel 
97-2003 Worksheet
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Income and Expenditure Statement for All Balance - DEPT
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Access Authorizations

(To authorize other colleague to create expense report on behalf)
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Responsibility:

1. HKBU iExp User

Access Authorizations
Grant Authority (1)

1
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2. Click link “Access Authorizations”

Click to authorize other colleague to 
create expense report on behalf

2

Access Authorizations
Grant Authority (2)
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You can create expense report for the people 
on the listThe people on the list can create expense 

report for you.

You can add people on the list

3

Department head using his/her user 
account to add secretary on the list, so 
that the secretary can create expense 

report on behalf. 

Once the department head finishes the 
authorization setting, the secretary can 
login and see the name of department 

head on the list

Tips!
Tips!

Access Authorizations
Grant Authority (3)
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Header Page – General Information
After you authorized your colleague, your colleague can find your name on the “Preparer/Requester” field.

If you create expense 
report for the 
department head, 
please select his/her 
name on this field.

4
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Vacation Rule
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Create Vacation Rule
Create Vacation Rule (1)

1. Login system

2. Click on the link of “Vacation Rules”

Click this link
1
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Create Vacation Rule
Create Vacation Rule (2)

1. Click “Create Rule” button

2. Choose the “Item Type”

3. Click “Next” button

Click ‘Create Rule’
1

Select item type
2

Click ‘Next’ button
3
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Create Vacation Rule
Create Vacation Rule (3)
1. Enter end date

2. Enter employee name for reassign process

3. Select reassign method

4. Click ‘Apply’

Enter the end date
1

Enter employee 
name for reassign

2

Select reassign method

Delegate your response:
Give others the authority to respond 
the notification on your behalf

Transfer Notification Ownership:
Give others the complete ownership 
and responsibility of this notification

3 Click ‘Apply’ button
3
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Update Vacation Rule
Update Vacation Rule (1)

1. Login system

2. Click on the link of “Vacation Rules”

Click this link
1



© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited. 24

Update Vacation Rule
Update Vacation Rule (2)

1. Click “Update” icon

2. Update the rule details

3. Click “Apply” button

Click into the 
‘Update’ icon

1

Update the vacation 
rule details

2

Click ‘Apply’ button
3
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Remove Vacation Rule
Remove Vacation Rule (1)

1. Login system

2. Click on the link of “Vacation Rules”

Click this link
1
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Remove Vacation Rule
Remove Vacation Rule (2)

1. Click “Delete” icon

2. Click “Yes” button to confirm deletion

Click into the 
‘Delete’ icon

1

Click ‘Yes’ to 
confirm

2



FO approves payment
to vendors

(Accounts Payable Module) 

FO ApprovalDepartment Approval 
(up to 5 approvers)

Default Faculty Deans / 
Department Heads

Department users submit 
payment request

Users submit all original 
supporting documents to FO

Check Duplicate

Alert message 
for suspected 

duplicate requests

Reserve Fund

Approve / Reject / 
Request Information with 

edit functions

Payment Requisitions to Vendors (PRV) - Direct Purchase at or below $12,000

For Budget Controller, claims for self-consumed expenses requires one-level up approval

Email for approved Payment 
Requisitions to Vendors and 

e-Payment Advice for auto-pay
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PRV Approval Email Notification
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Purchase Requisition to Vendors (PRV) - Approval Notification

Department approvers can 
edit the PRV before 
approval

29

Approver can also take action to 
Approve / Reject / Request 
Information
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Purchase Requisition to Vendors (PRV) - Approval Notification

After approver clicks the 
action button, user does 
not need to change 
anything on the outlook 
email, but just click the 
“Send” Button to confirm the 
action
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Reporting
HKBU PRV Listing Report For DEPT
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Select PRV responsibility

Click “Submit 
Request”

1

2

Purchase Requisition to Vendors Details Report

Select program (report) name
3

Enter submission 
parameter 

4

Click “Continue”
5
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Click “Submit”
5

Click “Output” icon 
when the job is 
finished

7
Wait until the 
phase is 
‘Completed’

6

Purchase Requisition to Vendors Details Report
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PRV Listing Report (For DEPT)

Microsoft Excel 
97-2003 Worksheet



Cut-over arrangements

• Paper RR form will not be supported after i-Expense rollout.
• A grace period of one month, i.e. by 28 Feb 2021, will be allowed.

One-level up approval and self-consumed expenditures

• One-level up approval from supervisor required for all staff expense claims and PRV regardless of fund 
sources and amount. 

• New policy can be found in FO website

Timely submission of staff expense claims and reimbursement requests

• All staff expense claims and PRV should be submitted via the i-Expense module within 180 calendar days.  
• Late submission beyond 180 calendar days is allowed only until 30 June 2021 (grace period of 5 months).

Sample checking of original receipts/invoices

• Sampled claims will need to submit the original receipts/invoices to FO within 30 calendar days, failing 
which the claims will be declined.

Delegation of approval authority
• Only allow simple and standardised delegation in three authorisation thresholds, i.e. $6,000, $12,000 and 

$25,000.

Rollout and cut-off arrangements of the i-Expense module
Memo on rollout of Oracle i-Expense.pdf
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Relevant materials 
available on the FO 
website > new FIS
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37

Relevant materials 
available on the FO 
website > new FIS



Contact Us

We welcome your kind feedbacks, comments and enquiries

FIS Hotline     3411 5587

Email  fosys@hkbu.edu.hk
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