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* Introduction
* Part 1 — Staff expense claims
* Part 2 — Payment requisition to vendors

* Q & A Session



Oracle i-Expense Module - Project Timeline
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Scope of i-Expense Module

v' 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

v' 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.

v’ 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



i-Expense Module - Statf Expense Claims

Q Alert message for

¢ suspected
» duplicate claims

Check
Reserve Fund

Approve / Reject /
Request Information
with edit functions

Duplicate 8 /
‘aid A
FO approves payment
Department Approval FO Approval to staff
Sampling (up to 5 approvers) | (Accounts Payable Module)
Default Faculty Deans /
. Department Heads @
Staff submits
expense claim Not sclected Selected
o = B 5]
! Users need to keep Email reminder Original

original documents until
the claim is reimbursed

to requestor

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

Documents to FO

Email for Expense claim
approved and e-Payment
Advice for auto-pay



Login New Financial Information System
BUniPort > Works > FIN > FIS (Oracle EBS)
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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

U_OU - Expense E10C

Tue 12/01/2021 10:08 AM

5 i g nﬁ % Cu Verdana |10 -| A A o | [22} e"@ [UJ i Q (-] et
FIS Oracle UAT Testing Email <newfis_uat@uat.hkbu.edu.hk> ) B3 Copy s 1474 B e e | A i i | B WiEratee
- < Format Painter = Boloke Nomes [P e - ¥ Low Importance
Action Required: HKBU_OU - Expense E1004597 *** for Siu, Joanne S Y (1,000.00 HKD) Cipboard - Basic Text Names nclude Enarypt Tags "
Yo ClChen, Temy B 01 4 &% . A §i % [ ReqvestsReadReceipt & -
o If there are problems with how this message is displayed, click here to view it in a web browser.
iexp attachment.txt — ® Notification Detail.html = equired: HKBU_OU - Expense E1004737 for Wong, William W L (1,000.00)
273 bytes c 667 bytes
Action: "Approve’ . .
After approver clicks the action
Time Zone (GHT +08:00) Hong Kong L
button, user does not need to
" g';‘h;m” R:'q:.:tr: S Joame 5. Ll change anything on the
Sent 12-Jan-2021 10:06:47 Staff Claim General Reimbursement outlook email, but just click
Due 12-Jan-2021 11:06:47  Chen, Terry Description Test “ ” R
ID 609029 Report Total 1,000.00 HKD the “Send” Button to confirm
T Coct Gonter 4521 the action
=**selected for sampling
Please approve or reject this expense report. Please provide a Note if you reject.
The aprer 3iM seems is potentially duplicated with previous case(s):
E10002, Line 1
E14240, Line 1
1004333, Line 1
E1009362, Line 1
E1004428, Line 1
Expenses
|Line Date Expense Type Description Reimbuisable Amount (HKD) Attachments }
1 10-Dec-2020 381290-Alrfare Test 1,000.00 |
_— -
S A— o | | R O —
Approvals History
‘ Seq. Date Status Performer Comments \
1 12-Jan-2021 10:06:47 Notified Chen, Terry ‘

[Related Applications
|| Expense Report Details
[ Edit Expense Report

Please dick on one of the following cheices to automatically generate an E-mail response. Before sending the E-mail response to dose this notification, ensure all response prompts indude a desired response value within quates.

Action: Reguest Information

Warning: Do not forward this email

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




Email Notification - Approved

User will receive email notification when the report is approved by all approvers.

Mon 18/01/2021 3:36 PM

FIS Oracle UAT Testing Email <newfis_uat@uat.hkbu.edu.hk>
[EXT]For Your Information: Expense E1004663 (1,000.00) has been approved

To [MLee, Alex Tsun Lai

o If there are problems with how this message is displayed, click here to view it in a web browser.

® Notification Detail.html
r" 680 bytes

Time Zone (GMT +08:00) Hong Kong

From Expense Report for
To Individual's Cost Center 2531
Sent 18-Jan-2021 15:05:04 Purpose Test
ID 613913

' Expense Report Total 1,000.00
Information

If not already done, please send any required receipts to the Accounts Payable department.

The expense claim seems is potentially duplicated with previous case(s):
E£1004658, Line 1

E1004660, Line 1

Expenses

Line Date ‘ Expense Type Description Reimbursable Amount (HKD) Attachments
1 10-Sep-2020 381110-General Exp 1,000.00

Related Applications

|| Expense Report Details



Reporting

HKBU Expense Listing Report For DEPT

© 2020 For information, contact Deloitte Advisory (Hong Kong) Limited. 9




Demonstration

ORACIL & E-Business Suite

Home
ORACLE
» @ HKBU FA Batch Job
> BB HKBU FA Manager Requests
> Em HKBU FA User
> Bm HKBU GL Admin Manager Request Query Type Al My Requests M
> Em HKBU GL Administrator Raquess Sunsary Tablo

elect appropriate responsibility e R

> Bm HKBU GL Inquiry

11227479 HKBU PRV Listing Refll  Expenses

I
> Bm HKBU\GL Manager 11227478 HKBU GL Encumbrandl Expenses Home | ExpenseReports | Access Auorizations | Payments Search | Request
> Bm HKBU &L User 11227477 Joumal Import 3 &
TS U R Lt elect program (report) name
Em HKBU iExp FO I TDET S
-} 1227871 HKBU PRY Listng Re Schedule ReqUEST DeTiiE PP N
Em HKBU iEXP Helpdesk (FO) * Indicates required field
11227469 HKBU GL Encumbrand : feq e . .
Em HKBU iEXP Inquiry (FO) i bieLayoul lick Continue
11227453 HIBU PRV Listng Red B
Em HKBU iExp Report (by SR)
11227460 HKBU GL Encumbrand
11227454 HKBU BL Encumbran] Pebgram Name  HKBU Expenso Clsims Listing Report For DEPT a
> Em HKBU iProcurement Catalog Adm] o R
a " 11227452 HKBU PRV Listing Ref The reryes
> Em HKBU NP Financial Reports * -
Relresh Operating Unit  HKBU_OU v
> BEm HKBU PA Approver —_
NLS Seitings ~ Parameters | Layout Mo tion  Print Options D A Lo
» BEm HKBU PA Inquiry
Preparer  Chen Temry (FO 4
> Em HKBU PA Preparer Requestor  Chen Temry (FO]
> @m HKBU PO Administrator Fund From 11
» Em HKBU PO Batch Job PR
FundTe 11
nter submission
> Bl HKBU PO Manager ceor
tr From
» B HKBU PO User parameter £
CCwTo 2531 )
Account From
Account To
Project From
Froject To

Intertund From

Inteetund To
Submission Date From )
Sumbmission Date To .
GL Date From &
GL Date To )

sampie

status

© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited. 10



Demonstration

ORACLE

Schedule Request: Review

Name

Request Name

Language Settings
Language
American English Hong Kong .,

Parameters

Preparer

Requestor

Fund From

Fund To

cCr From

ccrrto

Account From
Account To

Project From

Project To

Interfund From
Interfund To
Submission Date From
Sumbmission Date To
GL Date From

GL Date To

sampie

Status

Schedule

Scheduled to Run

Recurrence

Increment Dates

Recalculate Default Parameters

Layout

Operating Unit HKBU_OU

Territory Numeric Character Sort

Binary

As Soon As Possibl
Never Repeats

N

z

o
o

Concurrent Program Name  HKBU Expanse Claims Listing Report For DEPT

ORACLE

Requests

Go

Request Query Type  All My Requests

Requests Summary Table
Refresh

Request ID - Name .
11227501 HKBU Expense Claims Listing Report For DEPT
11227499 HKBU Expense Claims Listing Report For DEPT
11227496 HKBU Export PRV to Payables
11227434 Program - Automatic Pasting
11227492 HKBU GL Encumbrance Journal Import (OIE & PRV)
11227484 HKBU GL Encumbrance Joumnal Import (OIE & PRV)
11227483 HKBU PRV Listing Report For DEPT
11227479 HKBU PRV Listing Report For DEPT
11227478 HKBU GL Encumbrance Journal Import (OIE & PRV)
11227477 Joumal Import

Refresh

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

ait until the

Phase -

Pending

Completed
Completed
Pending

Completed
Completed
Completed
Completed

Completed

Manage Schedule  Cant

Status

Normal
Normal
Warning
Normal
Scheduled
Normal
Normal
Normal
Normal

Normal

Submit

ok

Click Output icon
when the job is
finished

Scheduled Date -
13-Nov-2020 16:59:52

13:-Nov-2020 16:56:45 ]
13-Nov-2020 165741 B
13-Nov-2020 16:56:57 &
13-Nov-2020 17:00:00 B
13:-Nov-2020 16:52:47 ]
13-Nov-2020 16:52:22 =
13:-Nov-2020 16:5024 B
13-Nov-2020 16:55:00 =
13-Nov-2020 165002 E]

Qutput

&

&
&
&

&
&

Logged It

Advanced Search

Previous 1-10

Submit Request

[¥] Next10®

Republish -~

Previous 1-10

~] Next10 B
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Expense Listing Report (Department)

16-NOV-2020 11:45:07 Hong Kong Baptist University
Expenze Listing Report [Department]
Expense ) Expense 5 Expenze Line . R
Expense Report i . E Expenze Total 4 " . Expense Line Curmency it Expenze Ling Expenze Expensze Distribution Amount Expen:
Subsistence Algwance Preparer Regquestor [Payes] ELDate Reimburszment o Line Invoice | receipt date Expense Type Sl Amount (Original A LR g B
Number Reimburzement Amount [Criginal Currency) Reimburzement Amount  Distribution Number [Criginal cumency) Reimburs
CUMENCY Number Cumengy)
E10025 Claim NOT related to Subsistence Alowance Chen, Temy [FO] | Chen, Temy [FO) 07-AUG-2020 HKD £7,088.17 i D7-AFR-2020 351110-Working Meal without Guests | RL Testing meal without guest HKD 100.00 100.00 1 100.00
E10025 Claim NOT related to Subsistence Alowance Chen, Ty [FO] | Chen, Termy [FO) 07-AUG-2020 HKD £7,088.17 2 DE-ARR-2020 352110-Hozpitalty RL Testing meal with guests HKD 700.00 700.00 1 700.00
10025 Claim NOT related to Subsistence Alowance chen, Temy [FO] | Chen, Temy [FO) 07-AUG-2020 HED 67,088,147 3 DE-APR-2020 361110-5B¢ forintermal AL Testing Souv & Gift forintemal staff HKD 1,000.00 1,000.00 1 1,000.00
10025 Claim NOT related to Subsiztence Alowance Chen, Temy [FO]  Chen, Temy [FO) 07-AUG-2020 HED £7,088.47 4 13MAR-2020 | 3EL2CD-Airfare HKD 2,000.00 2,000.00 1 2,000.00
E10025 Claim NOT related to Subsistence Alowance Chen, Temy O] Chen, Temy [FO) 07-AUG-2020 HKD £7,088.47 3 14-AFR-202 351120 Fon HKD 1,000.00 1,000.00 1 1,000.00
E10025 Claim NOT related to Subsistence Allowance Chen, Ty [FO] | Chen, Termy [FO) 07-AUG-2020 HKD £7,088.17 &  OL-MAR-2020  |31160-Daify Subsistence Allowance RL Test Daily Subsistence abowance AUD 12,142.00 62,288 17 ‘) 12,142.00
E10038 chen, Temy [FO) chen, Temy [FO) HKD 0.00
E10043 chen, Temy [FO] chen, Temy [FO) HKD 000
E10044 Chen, Temy [FO]  Chen, Temy [FO) HKD 1,000.00 1 O-MAR020 | 351110-Working Mesl without Guests HKD 1,000.00 1,000.00
E10044 chen, Temy [FO] | chen, Temy [FO) HKD 1,000.00 2 0-MAR-2020 AL Test Daiy Subsistence AUD B,406.00 43,128.50
10045 chen, Temy [FO] | Chen, Temy [FO) HED 0.00 1 D1-APR-2020 3EL120-Accommedation HKD
10045 Chen, Temy [FO] | Chen, Temy [FO) HED 1,000.00 1 02-APR-2020 3B1110-Gzneral Exp 2333 HKD 1,000.00 1,000.00
E10043 Chen, Temy O] Chen, Temy [FO) HKD 100.00 1 2-AFR-202 361120 Fon test HKD 100.00 100.00 1 100.00
E10043 chen, Temy [FO] | chen, Temy [FO) HKD 10.00 1 D2-AFR-2020 HKD 10.00 10.00
10050 chen, Temy[FO] | Chen, Temy [FO) HED L00 1 02-APR-2020 3EL120-Accommedation HKD 100 100 1 100
E11002 Chen, Temy [FO]  Chen, Temy [FO) HED 450,00 1 DE-APR-2020 3B1110-Gznzral Exp HKD 100.00 100.00 1 100.00
E11002 Chen, Temy O] Chen, Termy [FO) HKD 450,00 2 07-AFR-2020 337110-Lleaning HKD 200.00 200.00 1 200.00
E11002 chen, Temy [FO] | chen, Temy [FO) HKD 450.00 3 D4-AFR-2020 3BL270-5tationery HKD 150.00 150.00 1 150.00
E11004 chen, Temy[FO] | chen, Temy [FO) HED 100.00 1 05-APR-2020 3E1110-General Exp HKD 100.00 100.00 1 100.00
E11007 Chen, Temy [FO] | Chen, Temy [FO) HED 10.00 1 05-APR-2020 3B1110-Gzneral EBxp HKD 10.00 10.00 1 10.00
E11008 Chen, Temy O] Chen, Termy [FO) HKD 10.00 1 DS-AFR-2020 351110-Gensral Exp HKD 10.00 10.00 1 10.00
£11008 chen, Temy [FO] | chen, Temy [FO) HKD 10.00 1 05-AFR-2020 351110-General Bxp HKD 10.00 10.00 1 10.00
11017 Chen, Temy [FO] | Chen, Temy [FO) HED 20.00 1 05-APR-2020 374110-Furniturs Non-FA HKD 20.00 20.00 1 20.00
E13018 chen, Temy [FG] | Chen, Temy [FO) HED 0.00
E13019 Chen, Temy O] Chen, Termy [FO) HKD 100.00 1 DE-AFR-2020 362110-Hospitality [meal with guests) HKD 100.00 100.00 1 100.00
£13020 chen, Temy [FO] | chen, Temy [FO) HKD 100.00 1 13-FR-2020 352110-tHospitalty (meal with guests] HKD 100.00 100.00 1 100.00
13021 Chen, Temy [FO] | Chen, Temy [FO) HED 100.00 1 05-APR-2020 362110-5ouven. & Gt {for guests] HKD 100.00 100.00 1 100.00
E14019 chen, Temy FG] | Chen, Temy [FO) HED 500,00 1 13-AFR-2020 381110-General Exp Gen HKD 500.00 500.00 1 500.00
E14D18 Chen, Temy O] Chen, Temy [FO) HKD 500,00 2 12-AFR-2020 HKD
Microsoft Excel
© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited. 97-2003 Worksheel 12



Income and Expenditure Statement for All Balance - DEPT

16-NOV-2020 10:50:2% SETUP Hong Kong Baptist University

Income and Expenditvre Statemant for All Balance - DEPT

NOV-20
Entity Fé.CCtr Prj Range: 11.11.2531.000000
Master Lavel: Y
Master Laval
Entity Fé.CCtr ACPr:  11.11.2531.000000 Entity Fd. CCtr Prj Dascription: HKBU RG{NE).FO.General Project Start Date: 01-JUL-1858 [otal zmount Pladge:
Budgat Controller: Project Status: Project End Data:
Budget CF Current Vear Budeet Total Budget Reference Budget [wi/c Fund Checking)  Current Month Yearto-date Project-to-date  Commitment ¥ Oblization and Expense Payment Requisition Total for Actual and Frz= Balance / (Owverrun) after
Actual # Actual * Actul * Othars * Raimbursemant * to Vendor ¥ Encumbranca Encumbrancs

HKS HES HKS HKS HKS HKS HKS HKS HKS HKS HKS HKS HKS
For Period Type = PTD (Period-to-Date) or YTD (Vear-to-Diate) Al A2 A=Al=A7 A B c D1 D2 D3 D4 E=C+D1-D2+D3:D4 F=AE
For Pericd Type = FITD (Project-to-Date) A A B Cl 2 D1 D2 D3 D4 E=C2-D1-D2-D3-:D4 F=A-E
Expenditurs
375130 Equip't Maintenance ] )
375310 Teaching Equip't Non-FA o 1.059.00
Sub-total for Equipment o 1.059.00
361210 15,000.00 o
381110 60,320.00 -77,634.00
381120 47.900.00 o
Sub-total for Other General Expanses 123,210.00 -76,573.00
Total Expenditure and Transfzr-out - 123,220.00 -73.316.00

B _—Ses — = ——— = W | = 5 Tl
2t Surplus / (Deficit)
Accumulated Surplos / (Deficit) BF
Accvmulated Surplos / (Deficit) CF
"N/A" represents not applicable.
* For the income accounts, additional budgat is represented by positive balancs whareas the actual or 15 by nagative balance.
#+2End of Report ¥*%
© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited. 13



Access Authorizations

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

© 2020 For information, contact Deloitte Advisory (Hong Kong) Limited. 14




Access Authorizations
Grant Authority (1)

Responsibility: ORACLE E Business Suite
1. HKBU iExp User

Navigator Worklist

Personalize Full List (25)
From = Type == Subject -~ Sent v Due -
Jser Chen, Tery HKBU PRV Approval PRV POD000DZ1 ( 100.00 HKD } has been rejected  12-Mov-2020
b B HKBU iExp User Chen, Terry HKBU PRV Approval PRV P0000081 is timed out 12-Nov-2020
T HKBU 11O fnancal Reports {With SHC IT) Chen, Temy HKBU PRV Approval PRV report PO000081 has been idled for 9 days. 12-Nov-2020
» B HKBU PR Report Chen, Terry HKBU PRV Approval PRV (PO000081), HKBU_OU 12-Nov-2020
HKBU PRV Approval PRV P0000074 is timed out 12-Nov-2020
b BB HKBU FR User :
Chen, Temy HKBU PRV Approval PRV P0000074 ( 12.00 HKD ) has been rejected 12-Nov-2020
» 53 HKBU PRV User HKBU PRV Approval PRV report PO0D0074 has been idled for @ days.  12-Nov-2020

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



Access Authorizations
Grant Authority (2)

2. Click link “Access Authorizations”

ORACLE Expense Reports

Expenses

Expenses Home Expense Reporty] =~ Access Authorizations ayments Search =~ Request

Expenses Home
Click to authorize other colleague to

Track Submitted Expense Reports create expense report on behalf

The following expense reports are either outstanding or have been paid in the last 30 days.

Preparer / Requester Report Number - Report Submit Date ¥ Report Status Last Report Status Act
Chen, Terry (FO) E190131 17-Nov-2020 Pending Manager Approval
Chen, Terry (FO) E190117 16-Nov-2020 Pending Individual's Approval
Chen, Temy (FO) E188153 13-Nov-2020 Ready for Payment

Chen, Terry (FO) E184085 09-Nov-2020 Ready for Payment

Wong, William W L (FO) E184088 09-Nov-2020 Ready for Payment

Chen, Terry (FO) E184087 09-Nov-2020 Ready for Payment

Chen, Terty (FO) E184092 09-Nov-2020 Ready for Payment

Chen, Terry (FO) E180100 06-Nov-2020 Ready for Payment

Chen, Terry (FO) E180106 06-Nov-2020 Ready for Payment

Chen, Terry (FO) E176087 05-Nov-2020 Pending Manager Approval

) If the status is Pending Your Resolution, you were sent a notification explaining the required action
Update Expense Reports

Click an Update icon to make changes to a saved, rejected, of retumed expense report.

© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited.
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Access Authorizations
Grant Authority (3)

ORACLE Expense Reports

Expenses

Expenses Home  Expense Reports = Access Authorizations ~ Payments Search =~ Request

Access Authorizations

You can add people on the list

Expenses Entry Delegations Expenses Entry Permissions

The people in this list can enter-expense reports for you. They can also view all of your previously submitted expense reports You can enter expense reports for the people in this list. You can also view all of their previously submitted expense reporis

Name Remove

Remove Wong, William W L (FO) &

Chen, Terry (FO)
Raymond, Raymlee

Wong, William W L (FO)

| Ving amy v C(£Q) \

You can create expense report for the people

The people on the list can create expense Tips! on the list
report for you.

Tips!

Once the department head finishes the
Department head using his/her user authorization setting, the secretary can

account to add secretary on the list, so

login and see the name of department
head on the list

that the secretary can create expense
report on behalf.

© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited. 17



Header Page - General Information

After you authorized your colleague, your colleague can find your name on the “Preparer/Requester” field.

ORACLE Expense Reports | LoggedinAsTERRYCHEN (D)
Expenses
Expenses Home = Expense Reports | Access Authorizations | Payments Search  Request

General Information
Create Expense Report: General Information

* Ingicates required field

Cash and Other Expenses Expense Allocations Review

Save Cancel Step 1of4 Next

Preparer / Requester| Chen, Terry (FO)

*
Description
Reimbursement Currency

Additional Information

®

If you create expense
report for the
department head,
please select his/her
* Indicates required field name on thIS fleld

Note: You may visit FOQ website for Financ Preparer | Requester
Reimbursement Currency

* GLDate 18-Jan-2021 o
* Staff Claims

~
—
@ TIP For claims off Create Expense Report: General Information

* 2
Description

Additional Information| | .. = oo eer,

* GLDate 18-Jan-g
* staff Claims
GTIPF

Kum, Devon F 8 (FO)
v
Siu, Joanne S Y (ACLwy)  JFS®¢ on actual costs incurred including same-day return trip to nearby cities, please select ‘General Reimbursement

Note: You may visit FQ website |t Wong, Wiliam WL (FO}  Rrocedures

Ying, Amy ¥ C (FO)




Vacation Rule

© 2020 For information, contact Deloitte Advisory (Hong Kong) Limited. 19




Create Vacation Rule

Create Vacation Rule (1)

1 . LOgIn System ORACLE EBusiness Suite
2. Click on the link of “Vacation Rules”

Home
Personalize Table Layout (menuTable) A Personalize "Worklist
Navigator Worklist
Personalize "Navigator" Personalize "Nofifications Worklist Function®
Personalize Table Layout (headerTable) Full List (25)
Personalize Personalize "Notification List"
From - Type - Subject . Sent ¥ Due =~
» B Alert Manager Raymond, Raymlee Expenses Expense E1188121 (100.00 HKD} has been rejected 02-Jan-2021
Wong, William W L HKBU PRV Approval PRV P0000188 is fimed out 31-Dec-2020
> Em Appiicaon Developer HKBU PRV Approval PRV P0000188 ( 900.00 HKD ) has been rejected 31-Dec-2020
[ 3] Application Diagnostics Wong, William W L HKBU PRV Approval PRV report P0000188 has been idled for 9 days. 31-Dec-2020
» Bm cash Management Selup Expenses Expense Report E1188121 has been idled for 9 days 31-Dec-2020
» B Funictional Administiator HKBU PRV Approval PRV (PO000188), HKBU_OU 31-Dec-2020
» BB General Ledger Super User Li, Edmund TM Expenses Expense E174108 for Li, Edmund T M (1,000.00 HKD) has been submitted to another manager for approval 04-Nov-2020
System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» 9 HKBU 113766 Financial Reports System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» B3 HKBU ABS AP Invoice User System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» BB HKBU AFund GL Administrator System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-Oct-2020
» B3 HKBU AFund GL Inquiry System: Tests PLSQL Message for Testing Workflow Motification Mailer - SIT 15-0ct-2020
» BB HKBU AP Admin System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
System: Tests PLSQL Message for Testing Workflow Nofification Mailer - SIT 17-Jul-2020
» BB HKBU AP Inquiry - i -
System- Tests OA Framework Message for Testing Workflow Motification Mailer - SIT 17-Jul-2020
» Em HkBU AP Payment Manager System: Tests OA Framework Message for Testing Workflow Motification Mailer - SIT 15-Jul-2020
» E@ HKBU AP Supplier Bank Manager System- Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-Jul-2020
» BB HKBU AP Supplier Bank User System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
» B HKBU AP Supplier User System: Tests OA Framework Message for Testing Workflow Nofification Mailer - SIT 14-Jul-2020
System: Tests PLSQL Message for Testing Workflow Mefification Mailer - SIT 14-Jul-2020
» Bm HkBu AR AcH{ 1 ) T i
R . . System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
» B3 HKBU AR Financi C I [ Ck th IS I in k i System: Tests OA Framework Message for Testing Workflow Nofification Mailer - SIT 14-Jul-2020
System: Tesis PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
System: Tesis PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020

Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020

o TIP Redirect or auto-respond fo notifications

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



Create Vacation Rule

Create Vacation Rule (2)

1. Click “Create Rule” button
2. Choose the “Item Type”
3. Click “Next” button

ORACLE E-Business Suite

© X H £

LoggedimasDruz @ (D)

Home = Click ‘Create Rule’
Vacation Rules

You have not setup any notification routing rules. Please use the Create Rule button to create a new nofification routing rule.

ORACLE’ EBusiness Suite

® *x # £

Update  Delete Status

| LoggedmaswiLiamwonct @ (D)

2)e
Select item type

Vacation Rule: Item Ty|

Personalize "Edit Vacation Rule item Type Function”
Personalize "Edit Vacation Rule,

Select the type of notificgi

Type®
n that will activate this rule.

Item Type
Expenses to Step 3.
HKBU PRV Approval
Redquisition
System: Tests
Retumn fo Vacation Rules UMX Proxy Nofification

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

Notification

Rule Response

3
QCIick *‘Next’ button

Slﬂrﬂﬂ
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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’

ORACLE EBusiness Suite

=
n

® x # £

Logged In AsWILLIAMWONG1 (@) (O]

* Indicates required field
Personalize "Edit Vacation Rule
Item Type

Notification
* Start Date

O

Item Type

Vacation Rule: Response

Neotification

( 1 }
Response Functiol Enter the
Personalize "Edit Vacation Rule ey

end date

All
All
21-Jan-2021 1

(example: 21-Jan-2021 10:13:12)

&

31-Jan-2021 10:13:17

&

2

|* End Date
Ssane

Comments will display with each routed

Enter employee
name for reassign

Personalize Stack Layout (ReassignRN)
O] Reassign Personalize Row Layout

All Employees and Users

e

[¥] | Chen, Terry Q |

(® Delegate your response

A mansger may delegate il nofification sp)

_» Transfer notification ownership

A manager may lransfer a notification for a

Personalize Stack Layout (RespondRN)
Personalize Stack Layout (NoActionRN)

3
= ISeIect 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

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

Rule Response

3
QCIick ‘Apply’ button

Cancel Back Step2oR W

22




Update Vacation Rule
Update Vacation Rule (1)

1 . LOgIn System ORACLE EBusiness Suite
2. Click on the link of “Vacation Rules”

Home
Personalize Table Layout (menuTable) A Personalize "Worklist
Navigator Worklist
Personalize "Navigator" Personalize "Nofifications Worklist Function®
Personalize Table Layout (headerTable) Full List (25)
Personalize Personalize "Notification List"
From - Type - Subject . Sent ¥ Due =~
» B Alert Manager Raymond, Raymlee Expenses Expense E1188121 (100.00 HKD} has been rejected 02-Jan-2021
Wong, William W L HKBU PRV Approval PRV P0000188 is fimed out 31-Dec-2020
> Em Appiicaon Developer HKBU PRV Approval PRV P0000188 ( 900.00 HKD ) has been rejected 31-Dec-2020
[ 3] Application Diagnostics Wong, William W L HKBU PRV Approval PRV report P0000188 has been idled for 9 days. 31-Dec-2020
» Bm cash Management Selup Expenses Expense Report E1188121 has been idled for 9 days 31-Dec-2020
» B Funictional Administiator HKBU PRV Approval PRV (PO000188), HKBU_OU 31-Dec-2020
» BB General Ledger Super User Li, Edmund TM Expenses Expense E174108 for Li, Edmund T M (1,000.00 HKD) has been submitted to another manager for approval 04-Nov-2020
System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» 9 HKBU 113766 Financial Reports System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» B3 HKBU ABS AP Invoice User System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» BB HKBU AFund GL Administrator System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-Oct-2020
» B3 HKBU AFund GL Inquiry System: Tests PLSQL Message for Testing Workflow Motification Mailer - SIT 15-0ct-2020
» BB HKBU AP Admin System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
System: Tests PLSQL Message for Testing Workflow Nofification Mailer - SIT 17-Jul-2020
» BB HKBU AP Inquiry - i -
System- Tests OA Framework Message for Testing Workflow Motification Mailer - SIT 17-Jul-2020
» Em HkBU AP Payment Manager System: Tests OA Framework Message for Testing Workflow Motification Mailer - SIT 15-Jul-2020
» E@ HKBU AP Supplier Bank Manager System- Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-Jul-2020
» BB HKBU AP Supplier Bank User System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
» B HKBU AP Supplier User System: Tests OA Framework Message for Testing Workflow Nofification Mailer - SIT 14-Jul-2020
System: Tests PLSQL Message for Testing Workflow Mefification Mailer - SIT 14-Jul-2020
» Bm HkBu AR AcH{ 1 ) T i
R . . System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
» B3 HKBU AR Financi C I [ Ck th IS I in k i System: Tests OA Framework Message for Testing Workflow Nofification Mailer - SIT 14-Jul-2020
System: Tesis PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
System: Tesis PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020

Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020

o TIP Redirect or auto-respond fo notifications

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



Update Vacation Rule
Update Vacation Rule (2)

1. Click “Update” icon

2. Update the rule details

3. Click “Apply” button
ORACLE’ EBusiness Suite

A O x P | Loggedin AsWILLIAMWONG1 (@) (0]

Home >
Vacation Rules 1 lick i h
Personalize "Notificalion Vacalion Rules Functi..." C ick into the

Personalize "Rule Information List' * Update' icon
Create Rule

Rule Name

Item Type Notification \ Update Delete Status
Delegate: Chen, Terry <Al <Al » m Active

ORACLE EBusiness Suite A ©® x & P | Loggedin AswiLLIAMWONGT (@) (0]

2
e
Update the vacation

Personalize "Edit Vacation Rule Response Funclion” ru Ie deta I I S

Personalize "Edit Vacation Rule Respons
Item Type Al /
Notification _All

Vacation Rule: Response

* Indicates required field

* Start Date  21-Jan-2021 10:13:12 Y
(example: 24-Jan-2021 10:18:04)
*End Date  31-Jan-2021 101347 e
Message

Comments will dispiay with each routed nofification
Personalize Stack Layout: (ReassignRN)
(@ Reassign Personalize Row Layout

Employee [v] Chen, Temy qQ
Delegate your response
A menager may delegate all nofification spprovals to an assistant. 3

() Transfer notification ownership

H \ ’
Click ‘Apply’ button |
A mensger may fransfer & notiicalion for 8 Specific propect to the new mansger of that project
Personalize Stack Layout (RespondRN)
Personalize Stack Layout (NoActionRN)
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Remove Vacation Rule

Remove Vacation Rule (1)

1 . LOgIn System ORACLE EBusiness Suite
2. Click on the link of “Vacation Rules”

Home
Personalize Table Layout (menuTable) A Personalize "Worklist
Navigator Worklist
Personalize "Navigator" Personalize "Nofifications Worklist Function®
Personalize Table Layout (headerTable) Full List (25)
Personalize Personalize "Notification List"
From - Type - Subject . Sent ¥ Due =~
» B Alert Manager Raymond, Raymlee Expenses Expense E1188121 (100.00 HKD} has been rejected 02-Jan-2021
Wong, William W L HKBU PRV Approval PRV P0000188 is fimed out 31-Dec-2020
> Em Appiicaon Developer HKBU PRV Approval PRV P0000188 ( 900.00 HKD ) has been rejected 31-Dec-2020
[ 3] Application Diagnostics Wong, William W L HKBU PRV Approval PRV report P0000188 has been idled for 9 days. 31-Dec-2020
» Bm cash Management Selup Expenses Expense Report E1188121 has been idled for 9 days 31-Dec-2020
» B Funictional Administiator HKBU PRV Approval PRV (PO000188), HKBU_OU 31-Dec-2020
» BB General Ledger Super User Li, Edmund TM Expenses Expense E174108 for Li, Edmund T M (1,000.00 HKD) has been submitted to another manager for approval 04-Nov-2020
System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» 9 HKBU 113766 Financial Reports System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» B3 HKBU ABS AP Invoice User System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
» BB HKBU AFund GL Administrator System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-Oct-2020
» B3 HKBU AFund GL Inquiry System: Tests PLSQL Message for Testing Workflow Motification Mailer - SIT 15-0ct-2020
» BB HKBU AP Admin System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 15-0ct-2020
System: Tests PLSQL Message for Testing Workflow Nofification Mailer - SIT 17-Jul-2020
» BB HKBU AP Inquiry - i -
System- Tests OA Framework Message for Testing Workflow Motification Mailer - SIT 17-Jul-2020
» Em HkBU AP Payment Manager System: Tests OA Framework Message for Testing Workflow Motification Mailer - SIT 15-Jul-2020
» E@ HKBU AP Supplier Bank Manager System- Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 15-Jul-2020
» BB HKBU AP Supplier Bank User System: Tests PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
» B HKBU AP Supplier User System: Tests OA Framework Message for Testing Workflow Nofification Mailer - SIT 14-Jul-2020
System: Tests PLSQL Message for Testing Workflow Mefification Mailer - SIT 14-Jul-2020
» Bm HkBu AR AcH{ 1 ) T i
R . . System: Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
» B3 HKBU AR Financi C I [ Ck th IS I in k i System: Tests OA Framework Message for Testing Workflow Nofification Mailer - SIT 14-Jul-2020
System: Tesis PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020
System: Tesis PLSQL Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020

Tests OA Framework Message for Testing Workflow Notification Mailer - SIT 14-Jul-2020

o TIP Redirect or auto-respond fo notifications

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



Remove Vacation Rule

Remove Vacation Rule (2)

1. Click “Delete” icon
7. Click “Yes” button to confirm deletion

ORACLE E-Business Suite

A O *x & F | Logged in As WILLIAMNONG?

Home =
Vacation Rules

Personalize "Notification Vacation Rules Functi. "
Personalize "Rule Information List"

1
T ‘C|IC|( |n,t<_) the
Rule Name Item Type Notification De I ete’ icon Delete Status
Delegate: Chen, Terry <Al <Al 7 ] Aclive
Delegate: Raymond, Raymiee

<Al

Return 1o Worklist

Click ‘Yes’ to
ORACLE E-Business Suite confirm

/4, Warning

NO™| Yes
Delete Vacation Rule: Delegate: Raymond, Raymlee

© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited.
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Payment Requisitions to Vendors (PRYV) - Direct Purchase at or below $12,000

&

<o Reserve Fund
e

Approve / Reject /
Request Information with
edit functions

Q.

7

Department users submit
payment request

v

: Check Duplicate

Department Approval
Alert message (up to 5 approvers)
for suspected
duplicate requests Default Faculty Deans /
Department Heads®

oo - =

VU

FO Approval FO approves payment
to vendors

Users submit all original
supporting documents to FO

Email for approved Payment
Requisitions to Vendors and
e-Payment Advice for auto-pay

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

(Accounts Payable Module)

27



PRV Approval Email Notification

© 2020 For information, contact Deloitte Advisory (Hong Kong) Limited. 28




Purchase Requisition to Vendors (PRV) - Approval Notification

Tue 12/01/2021 10:39 AM

FIS Oracle UAT Testing Email <newfis_uat@uat.hkbu.edu.hk>
[EXT]Action Required: PRV P0001091 *** for Siu, Joanne S Y ( 1,000.00 HKD )

To W

o If there are problems with how this message is displayed, click here to view it in a web browser.

O Notification Detail.html
680 bytes

From Siu, Joanne S Y

To Kum, Devon F S
Sent 12-Jan-2021 10:38:06
Due 26-)an-2021 10:38:06

ID 609043
PRV Lines
|Line Description HKBU Accounting Flexfield Amount(HKD)
1 Test 11.11.4321.375310.000000.00.00 1,000.00
Approval Sequence
Num Name Action Action Date
1 Siu, Joanne S Y (ACLW) susMIT 12-Jan-2021 10:38:06
2 Kum, Devon F S (FO) NOTIFIED
3 Song, Byron Y (ACLW)
4 Leung, Yanki (FO)
Raiated Applications Department approvers can
5 Edit Payment Requisition .
e i - edit the PRV before
Num  Action Date Action From To Details
1 12-Jan-2021 10:30.06 Subema appI'OVal S Joanne 5 X 1sum. Davon £ 5
Please cick on one of the foll " to ity ate an C-mai response. Defore sending the C-mail response to dose this notfication, ensure all response prompts incdude a desired response value within quotes,

Total 1,000.00 HKD
Supplics PCOW-HKT LIMITED

acon: ApDrove Reject Request Information

Do saeet f o1 B e-sunail

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

™~

Approver can also take action to
Approve / Reject / Request

Epr——

—inrormation T e e

Note

2029



Purchase Requisition to Vendors (PRV) - Approval Notification

Action Required: PRV P0001133 *** for Li, Edmund T M ( 1,000.00 HKD ) - Message (HTML)

Message Insert Options Format Text Review Developer ‘;7‘ Tell me what you want to do...

s X Cut o ST sz oS 1] > > -
D ; Verdana : S&1 .\.}D@) @J b A [* Foliow Up
Copy L= - ! High Importance

Paste B I U Address Check Attach Attach Signature Permission

= ¥ Format Painter = Book Names | File~ ltem~ = = ¥ Low Importance

Clipboard 7 Basic Text ™ Names Include Encrypt Tags w ~
H & O T 4 & U . Ac B OFE % Reguest a Read Receipt & ~
To.. newfis_uat@uat.hkbu.edu.hk

Subject uired: PRV PO001133 ** for Li, Edmund T M ( 1,000.00 HKD )

Action: 'Approve’ 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

Note: "

NID[613948/511118312301209432060303411501000738848014983@WFMAIL]

TUEUT T O TOTTITS O SoT TV TIOT Y IO ROy ETrTeTT



Reporting

HKBU PRV Listing Report For DEPT




Purchase Requisition to Vendors Details Report

ORACLE EBusiness Suite * ‘n Logged In As SETUP (@)
Home 2
. w T
lick “Submit
ORACLE
» Bl HKBU PA Preparer ~
Worklist
» B8 HKBU PO Administrater
» BB HKBU PO Batch Job Raquesls
» B HKBU PO Manager Advanced o Submit Requast
» Bl HKBU PO User From 2 T Request Query Type Al My Raquests vl 60
» [ HKBU PR Report (FO) HE  Requests Summary Table
elect PRV responsibility o EEE el L il
er H = = i o
T AREU R OEETT L] - Request ID - Name Phase Status Scheduled Date Details Qutput Republish
+ BB HKBU PRC BUCS GU)Wanager A 11227479 HKBU PRV Listing Report For DEPT Fendng Nomal 13-Nov-2020 16:5024 o
» Bm HKBU PRC BUCS GL US & 11227478 HKBU GL Encumbrance Joumal Import (OIE & PRV) Penaing Scheduled 13:N0v-2020 16:55:00 ]
» Bl HKBU PRC GL Administrato? E 11227477 Joumal import 3 Completed Nomai 13-Nov-2020 16:50.02 B ¥ B
» BB HKBU PRC GL Manager L " " ( )
. 5 s Request: Defindoelect program (report) name O RPN p—
» Ba HKkBy P
Raymond, Raymiee E| MRTTTE * jngicates required field
» I HiBl PRY FO e 11227480 K nalize “Request Submission Program Train Station™ lick “Continue”
: Personalize Table Layout: tableLayout
» B HKBU PRV Report (by SR) E [ Personaiize Stack Layout
b B HKBU PRV User Kum, DevonF S E
1227450 K
¥ [ HKBU SCE GL User Chan LingHL. B
Program Nam}p  HKBU PRV Listing Report For DEPT
¥ B HKBU SCM (All Offices) Financial Reports E 27454 K
E Request Nam,
b i 1227482 1 =
[Em HKBU Subs GL Administrator Wong, Wilam WL E} % e
» BB HKBU Subs GL Manager Raymond, Raymice Eff  Relresh perating Unit X
» B= HKBU Subs GL User Raymond, Raymiee Ef NLS Sefings | Parameters | Layoul Nobfication Print Options  Defivery Options  ScheduleOpfions
¥ B8 HKBU Subs HKBUH GL Manager Raymend, Raymiee E —
Kum, DevonF§ E Preparer  Chen. Temy (FO)
» BB HKBU Subs HKBUI GL User Contact Person  Chen, Terry (FO) 1
i s ~v  Wong, William WL Ef :
HKBU TPBD AP Invoice User aymond. RayriealE 4 Supplier ,
= 2 Rirsoies B} bmissi Fund From q
SN e nter submission
E
Fund To
parameter
@TIP Vacation Rules cCtr From 1,
ceurTo
Acount From 1
Account To
Project From 3
Project To
Interfund From 00 1
Interfund To 00
GL Date From %
GL Date To Y
Status -
Pay Date From Y
Pay Date To Y
Payment Method L
PRV Number 2

© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited. 32




Purchase Requisition to Vendors Details Report

ORACLE

Logged In As SETUP

Schedule Request: Review Submit

Manage Schedule  Cant ck

Name

Concurrent Program Name HKBU Expanse Claims Listing Repart For DEPT
Request Name

Operating Unit  HKBU_OU ORACLE
Language Settings
Language Territory Numeric Character Sort
American English Hong Kong , Binary R " 7
equests . W ]
Parameters ait until the Click Output” icon
i Request Query Type  All My Requests Go when the JOb IS
reparer . .
Requestor Requests Summary Table finished
Fund From Refresh
Fund To Request ID -~ Name - Phase - Status. Scheduled Date -
CC;';:"’T’“ 11227501 HKBU Expense Claims Listing Report For DEPT Pending Normal 13-Nov-2020 16:58:52
]
Account From 11227489 HKBU Expense Claims Listing Report For DEPT Hormal 13-Nov-2020 16:58:45 B
Aceamw Ty 11227496 HKBU Export PRV to Payabis Ci ieted W 13-Nov-2020 16:57:41 =
Projoct From XPO! 0 Payables omplet laming -Nov- =
Project To 11227494 Program - Automatic Pasting Completed Hormal 13-Nov-2020 165657 B
Interfund From =
Interfund To 11227492 HKBU GL Encumbrance Joumnal import (OIE & PRV) Pending Scheduled 13-Nov-2020 17:00:00 B
‘Submission Date From 11227484 HKBU GL Encumbrance Joumnal Import (OIE & PRV) Completed Normal 13-Nov-2020 16:52:47 @
Sumbmission Date To =
GL Date From 11227483 HKBU PRV Listing Report For DEPT Completed Normal 13-Nov-2020 16:52:22 =
GL Dl To 11227479 HKBU PRV Listing Report For DEPT Completed Normal 13-Nov-2020 16:50 24 &
Sample
status 14227478 HKBU GL Encumbrance Journal import (OIE & PRV) Completed Hormal 13-Nov-2020 16:55:00 B
Schedule 11227477 Journal Import Completed Hormal 13-Nov-2020 16:50.02 B
Refresh

Scheduled fo Run  As Soon As Possibl
Recurrence Never Repeals
increment Dates  No
Recalculate Default Parameters

z

o

Layout

Qutput

&

&
&
&

&
&

e O

Logged In As SETUP

Advanced Search = Submit Request

Previous 110 [¥] Next 10 b

Republish -~

Previous 1-10  [V] Next10 »

© 2020. For information, contact Deloitte Advisory (Hong Kong) Limited.
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PRV Listing Report (For DEPT)

RV Report
Nuaber Pregurer

POO00D33 Chen, Terry {FO}
PO000088 Chen, Terry {FO)
POO00DAS Chen, Terry {FO)
PO000083 Chen, Terry {FO}
POD0007E Chen, Terry {FO
POOA0ATS Chan, Terry |FO
POOOODSE Chen, Terry {FO}
PO000DSS Chen, Terry {FO)
POOA0DS3 Chen, Terry |FO
POO0ODS1 ‘Waong, William W L {FO|
PO000021 Chen, Terry {FO)
POO00D1S Chan, Terry |FO
PO000018 Chen, Terry {FO}
POO00D1E ‘Wang, William W L {FO]
PO000O14 (Chan, an H F{FO}
PO000013 Chen, Tarry {FO}
POO00D12 'Wang, William W L {FO]
POO0OO11 Chen, Terry {FO}
POD00008 Chen, Terry {FO
PO000003 Chan, Terry |FO)

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

Supplier
3N HONG KONG LTD
PLCW-HET LIMITED
PLOW-HET LIMITED
PLOW-HET LIMITED
PLCW-HET LIMITED
PLOW-HET LIMITED
PLOW-HKT LIMITED
MARWAN MICHEL KRAIDY
MARWAN MICHEL KRSIDY
T-ELIVEN HONG KONG
PLCW-HET LIMTED
LIN KAN JIN DENNIS
LIN KAN JIN DENNIS

ARTSBERG ENTERPRISELTD.
PLCW-HET LIMITED

& E HINE (HK] TRADING COLTD
PLOW-HET LIMITED

PLOW-HET LIMITED

Supplier
Number

918
4007
4007
4007
4007
4007
007
17086
17086
12198

4007
17088
17038

5

4007
212
4007

4007

Suggested Supplier
Name

AL Test sugg supp

PLCW-HET LIMITED

best1109

Swgd | e
Splerbrmat RO ImeicsDute  nvoiceNumbe

ButaPay

ButoPay

ButaPay

12-10-2020
13-11-2020
10-11-2020
11-11-2020
11-11-2020
11-11-2020
11-11-2020
11-11-2020
11-11-2020
10-11-2020
13-10-2020
13-11-2020
14-11-2020
13-10-2020
01-10-2020
13-10-2020
102-11-2020
108-11-2020
109-11-2020
107-11-2020

IM2020111601
1275

1274

1272

1134

TET

nn

1273

1273
2454000
1264

1292

1291

53433
Ta34334
AM2020111101
3543650+14
110911

1231

1268

Hang Kong Baptist Unhersity
PRV Listing Repart {For DEPT)

Origin)l ~ LineAmountin  Exchonge Exchange Line Amount
Currency  Original Currency RateType  Rate inHKD
HKD 10000 10000
HKD 100000 100000
HKD laa0a 100400
HKD 10000 10000
HKD 1000000 10,000.00
HKD la0.00 100400
HKD 100000 100000
HKD 1000000 10,000.00
HKD 10,000.00 1000000
HKD 100 100
HKD 10000 100400
HKD 12000 12040
HKD 12000 12000
HKD 100000 100000
HKD 7878700 7878700
HKD 13000 180400
HKD 100 100
HKD 100.00 10000
HKD 10000 100400
HKD 10000 100400

***End of Repon™

Category

AD101.020
AD101010
AD101.010
AD101.010
AD101.010
AD101.010
AD1.01.010
A0101010
AD101.010
AD1.01.010
AD101.010
AD101.010
A0101.010
A0101.010
A0101.010
0101411
40101010
AD101.010
AD101.010
AD101010

IRV
ItemDescription  Distribution  GLDate
Number

TEST 1/16-11-2020
st 1113112020
test 1113112020
test 1/13-11-2020
st 111112020
test 11112020
Test create rapart 1]11-11-2020
st 111112020
test 111112020
.1 1/11-11-2020
st 108-10-2020
et cune tirmes su pplier 108-11-20240
st ome ime supplier 1/09-11-2020
st 1/03-11-2020
rest 1/09-11-2020
HEST 111112020
wet 1/03-11-2020
test 1]09-11-2020
st 1/08-11-2020
test 1103-11-2020

FRVDIStbUtion  poy et ibotion

Amount (Originsl
Curreny)
10000
100000
100.00
10000
10,000.00
100.00
1,000.00
10,000.00
10,000.00
100
100.00
12000
12000
100000
7478700
180.00
100
10000
100.00
100.00

Amount (HED)

100.00
100000
10000
100.00
1000000
10000
1,000.00
1000000
10,000.00
10
10000
12000
12000
100000
78,787.00
13000
10
100.00
100.00
100.00

a8

a2

Microsoft Excel

)7-2003 Workshee

Charge Account

11.11.2531.381110.000000.00.00
11.11.2531.375310.000000.00.00
11112531 375310.000000.00.00
11528111 512150.600000.00.00
11528712.385310.643544.00.00
11112531 375310.000000.00.00
11112531 375310.000000.00.00
11.11.2531.3753110.000000.00.00
11112531 375310.000000.00.00
11112531 375310.000000.00.00
11.11.2531.375310.000000.00.00
11112531 375310.000000.00.00
11.11.2331.375310.000000.00.00
11.11.2531.3753110.000000.00.00
11.11.2531.381110.000000.00.00
11.11.2531.392570.000000.00.00
11.11.2531.375310.000000.00.00
11.11.2531375310.000000.00.00
11.11.2331.375310.000000.00.00
11112531 375310.000000.00.00

Encumbrance "‘m"l1
Amount (KD 7
(HET)
10000
12000
12000
34
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PDF

Rollout and cut-off arrangements of the i-Expense module

Memo on rollout of Oracle i-Expense.pdf
Cut-over arrangements

* Paper RR form will not be supported after 1-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 apd
$25,000.
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Finance Office Bi#E

Background  Project Governance Structure  Implementation  Newsletter  Activities ini [ Contact Us  FO Homepage

Training and Materials

Oracle FIS —

1. Oracle i-Expense Module

2. Frequently Asj
®r A yi.Oraclei-Expense Module
’ 3. Reference Mal
’W Training Materials B .. Staff Expense Claims (Approver)
4. New FIS - Dep
B .. staff Expense Claims (Preparer)
5. New FIS - Trai
B .. Payment Requisition to Vendors (Approver)
5. Oracle EBS - N
! B .. PaymentRequisition to Vendors (Preparer)
/. New FIS - UAT|
Relevant materials
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Video
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2. Frequently Asked Questions
Oracle FIS -
: . FAQ B, (Updated on 11 Sept 2020)
1. Oracle i-Expense Module

Mew Chart of Accounts

» mapping é List of Commonly Used 24 Account Combinations for HKBU
1 Updated 01 Jan 2021
2. Frequently Asked Questions ( i ated on 01 Jan 2021)

3. Reference Manual List of Commonly Used 24 Account Combinations for AGENCY FUND
(Updated on 12 Feb 2018)
4. New FIS - Departmental User Traninin

5. New FIS - Training for FO

Contact List by CCtr
3. Oracle EBS - Navigatiﬂﬂ and Short-Cul Accounting and Budgeting Section (Updated on 28 Jul 2020)

=

7. New FIS - UAT Training (Oracle EBS)

Relevant materials Treasury, Payroll & Benefit Disbursements Section (Updated on 08 Jan 2021)
available on the FO 3. UAT Briefing (Retained Modules in FIS <H

. List of Cost Centre
website > new FIS 3. Training provided by Oracle University | (@s at 01 Nov 2020)

List of Commodity Codes for
Purchase Requisition
(Updated on 04 Nov 2020)




Contact Us

We welcome your kind feedbacks, comments and enquiries

[ )
& FIS Hotline 3411 5587

@ Email fosys@hkbu.edu.hk

Thank you for your Kind Support & Cooperation !
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