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1. Submission Arrangement

a) Submit hardcopy at Helpdesks

b) Submit softcopy via Students and Staff Services Platform
(SSSP)

c) Please read the Guidelines on Switching of MPF Scheme

d) Deadline to submit the MPF Scheme Transfer Option Form is
20 October 2023



https://fohome.hkbu.edu.hk/content/dam/fo-assets/document/student-staff/sssp/Guidelines%20on%20Switching%20of%20MPF%20Scheme%20(Guidelines)%20Eng.pdf
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2. Procedures

a. Submit hardcopies at Helpdesk
- Helpdesk locations

b. Submit softcopies via SSSP



https://fohome.hkbu.edu.hk/content/dam/fo-assets/document/student-staff/sssp/Help%20Desk%20Room.pdf
https://hkbu.service-now.com/sssp
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2b. Submit softcopies via SSSP
Step 1 Visit SSSP Website

ACCESS THE MPF FORMS

Access the MPF forms

1 Access the SSSP (https://hkbu.service-now.com/sssp) and login with your SSOID
2 m Click the FO under Services & Request Forms

[! smmaAw Guneral Requests 1T Reguests My Drafts ¥

Students and Staff Services Platform

How can we ip

My Case(s) ~
&

Services & Request Forms

2 CHTL R CISL

Tac | Centre for Halistic Teaching ond Learming &5 Centre for Innovative Service-Learning
& EO |' FO
Hin 0

BhEE  eacores orrce _ Finaros Office
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2b. Submit softcopies via SSSP

Step 2 Select MPF Scheme Transfer Option Form
Access the Members Transfer Option Form

1 Select Member Transfer Option Form for Annual Review

5&@4? ‘

2 The system will display a message informing that only MPF members are required to complete the process. If you are an MPF
member, click OK
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2b. Submit softcopies via SSSP
Step 3 Fill in HKID or Passport Number

2" D | @ Mail-Tides x | @ HxeU Cstale X | [@ Dashboards ¢ x | [ HROHRIS-+ x | [ Calendar-Tr X | [ Geogle #fE x | my Home

< C m 6

€@ HSBCnetGlobal Ba.. B Finance [ Hong Keng Baptist...

X | (@ mnformation % | B Home - a x

A om o w8 o (b)

@ Course: HRO Comp.. [N Netflix >

x | [2) Guidelineso x | [A jercontent: X | (5 Newtsb x | +
https://hkbuuat.service-now.com/sssp?id=hkbu_sc_cat_item&sys_id=d222678c1bbc79103cfddbSceS4bchb3c
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MPF Scheme Transfer Option Form for annual review

MPF Scheme Transfer Option Form for annual review / -
q E Save as Draft P)
This MPF Scheme Transfer Option Form must be completed by MPF members

who want to transfer the accrued benefits from existing scheme to another
O scheme. Please read the "Guides on Switching of MPF Scheme” and upload the
MPF Member Enrolment Form by the indicated deadline. Please also be
reminded to save as draft if you want to exit after partial completion, otherwise,
the inserted information will be lost.

Required information

[ submitting on behalf of

Requester

~
‘(0 HKBU FQ Current Staff C

Staff ID

345678

[ HEID
.

* HKID No.

(Follow the HKID format, e.g. A123456(7)

g )
[ HKBU/SCE Full Timi
h

Effective from 1 November 2023, you will have the option to annually sel e::! your pre!erred MPF scheme between Invesco

Strategic MPF Scheme (Invesco) or Sun Life Rainbow MPF Scheme (Sun Life). Your monthly contributien, starting from the
November pavroll. will be directed to the MPF scheme vou choose. If vou decide to transfer from Invesco to Sun Life. all of vour
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2b. Submit softcopies via SSSP
Step 4 Select Staff Type

| @& Mail-Trixies x | B HKBU Catalo X | [8 Dashboards ¢ X | B HROHRIS-+ X | [ Calendar-Tr X | B Goegle 2 X | v Home X | @@ Information X | ¢ Home | B 6uidelinese x | (@ Jjercontent: X | (@ Newtab x| + — fu b4
< G m (3 https://hkbuuat.service-now.com/sssp?id=hkbu_sc_cat_item&sys_id=d222678c1bbc79103cfAdbIce54beh3c ANy [ 5 v @
0 HSBCnet Global Ba.. BUP Finance [B Hong Kong Baptist.. [@ HKBU Finance Office  [] Imported From IE BUP Home BUF BUniPort Bp Google Translate  (©) Home |BCTMPFE [ [ Mail - Trixie S M CH... % OneDrive &3 zoom [@ Course: HRO Comp.. N Netflix > | 7] Other favorites
O R A k8 General Requests IT Requests My Drafts EN HKBU FO Current Staff C
HONG KONG BAPTIST UNIVERSITY
g ™
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MPF Scheme Transfer Option Form for annual review

Requester .

HKBU FO Current Staff C
I/ =1 Save as Draft \I

StaffID ~ ~
( aasers D) s

\C / =

Identity Type
w,/ HKID v\.\

- "
*LKID Nao. Required information
- ~ [ |
L\ Foll = HKID format, .g. A123456(7) /J e omae] e commpaleetedd M -

— here. We cq;lmjnceu_fmt_
Staff type I hereby give consent to the trustee of New Scheme and the
niversity to disdose information supplied  this fe

o~ — hmmqfﬂmdhsﬁr'gu":m =i

E\HKBU;SCE Full Time Staff a /] ind the relevant

information for processing my election of transfer.

1 confirm and declare that:

HKBU/SCE Full Time Staff

HKBU Part Time Staff

SCE Part Time Teaching Staff

g Please read this section:

Transferring accrued benel g fund units and the whole process includes
several steps by the trustees of both schemes. This process lnvolves out—o‘f—market risk. After the trustee of the original scheme
has redeemed the funds and before the trustee of the new scheme has subscribed to new funds, there is generally a time-lag
(depending on the situation, i.e. if the information does not match between trustees, it might take longer time), during which the
scheme member's accrued benefits will not be invested in any fund. During this period, fund prices may change due to market
fluctuations. It is important to note that the switching instruction cannot be cancelled after submitting this Form.

Information

1. For information on the two schemes, please click their respective name /nvesco and Sun Life.

2. Please click hereto see the main features comparison of the two schemes.
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2b. Submit softcopies via SSSP
Step 5 Read Important Notes and click the provided links

2 O | @ wail-Trixie x.‘ @ HKeU Catale X | [E Dasnboards x | b HROHRIS-+ X | [ Calendar-T X | O Google Ei X | m Home

< C @

4x» H5BCnet Global Ba.. BUP Finance

E#HRE AR
HONG KONG BAPTIST UNIVERSITY

5] https://hkbuuat.service-now.com/sssp?id=hkbu_sc_cat_item&sys_id=d222678c1bbc79103cfddbIce5dbeh3c

(@ Hong Kong Baptist.. [@ HKBU Finance Office  [] Imported Ffrom IE BUF Home PP BUniPort By Google Translate () Home |BCTMPF [ (@ Mail - Trixie S M CH...

X | @ Informstion X | 0 Home

X | [ Guidelineso X | (@ jercontent: X | (3§ Newtso x|+ - = X
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MPF Scheme Transfer Option Form for annual review

Important Note — Please read this section:

Transferring accrued benefits to another MPF scheme involves a buying and selling fund units and the whole process includes
several steps by the trustees of both schemes. This process involves out-of-market risk. After the trustee of the original scheme
has redeemed the funds and before the trustee of the new scheme has subscribed to new funds, there is generally a time-lag
(depending on the situation, i.e. if the information does not match between trustees, it might take longer time), during which the
scheme member's accrued benefits will not be invested in any fund. During this period, fund prices may change due to market
fluctuations. It is important to note that the switching instruction cannot be cancelled after submitting this Form.

Information
1. For information on the two schemes, please click their respective name Invesco and Sun Life.
2. Please click hereto see the main features comparison of the two schemes.

3. For details of the University's Privacy Policy Statement and Personal Information Collection Statement, please visit the
website at http://bupdpo.hkbu.edu.hk/policies-and-procedures/pps-pics/.

Your Actions

1. To avoid delay of scheme transfer, please complete this Form by making your selection below; download, complete and
upload the “MPF Member Enrolment Form” by 20 October 2023 For details on submission methods, please click “Guidelines on
Switching of MPF Scheme” (Guidelines) or refer to the Announcement.

Please select the MPF Scheme that yeu would like to transfer to by ticking & one of the boxes below.

o | select Invesco Strategic MPF Scheme (Invesco) as my MPF scheme, my future contributions and all accrued benefits will be
transferred to Invesco.

C) I select Sun Life Rainbow MPF Scheme (Sun Life) as my MPF scheme, my future contributions and all accrued benefits will be
transferred to Sun Life.

Please download, complete and upload the Invesco Strategic MPF Member Enrolment Form (click here to download)

* Please upload the completed MPF Member Enrolment Form here. We accept PDF, JPG etc. format.

uplo

Authorisation and Declaration

@ OnsDrive €@ zoom [@ Course: HRO Comp.. [ Netflix » | B3 Other favorites
General Requests IT Requests My Drafts EN
|<Search Q>|
-
I< =4 Save as Draft )I

Subm|

Required information

Please upload the completed MPF Member Enrolment Form
here. We accept PDF, JPG etc. format.

relevant service provider(s), or tn enable
or parties to access or disclose relevant

party
information for processing my election of transfer.
1 confirm and decdliare that:
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2b. Submit softcopies via SSSP

Step 6 Select, Download, Save as Draft and Upload

% | (@ Informatic: X | B¢ Home X | [ Cuidelines X | (A jereonter x | (5 MNewssb X | (A jercontsn X | - fu] x
@ A v om o= @ B o (b)

@ OneDrive @ zoom [@ Cours=tHRO Comp.. [N Netflix > [ Other favorites

L2 D | & Mail-Trid x ‘ @ HxeUCat= x ‘ [ Dsshboarc X | B Calendsr- X | [J LsunchMe X | [ Google 8l X | 0 Home
“~ C m () https;//hkbuuat.service-now.com/sssp?id=hkbu_sc_cat_item&sys_id=d222678c1bbc79103cf4dbIceSabcb3c

@ HSBCnet Global Ba... B Finance [ Hong Kong Baptist.. [ HKBU Finance Office [ Imported From IE BUP Home B BUniPort By Google Translate &) Home |BCTMPF [N (@) Mail - Trixie S M CH...

FHE T KRR General Requests IT Requests My Drafts EN HKBU FO Current Staff C

HONG KONG BAPTIST UNIVERSITY

~
Home » AllCatalogs 2 Finance Office » Finance Service 2 L\Search

MPF Scheme Transfer Option Form for annual review

Your Actions

1. To avoid delay of scheme transfer, please complete this Form by making your selection below; download, complete and
upload the "“MPF Member Enrolment Form” by 20 October 2023. For details on submission methods, please click “Guidelines on

Swijtching of MPF Scheme” (Guidelines) or refer to the Announcement.

Sel eC Submit

ease select the MPF Scheme that you would like to transfer to by ticking ¥ one of the boxes below.

o | select Invesco Strategic MPF Scheme (Invesco) as my MPF scheme, my future contributions and all accrued ben

transferred to Invesco.

() Iselect Sun Life Rainbow MPF Scheme (Sun Life) as my MPF scheme, my future contributions and all accrue efits will be

ferred to Sun Life. DO W n | O ad Required information
. . | HKID No. |
Please download, complete and upload the Invesco Strategic MPF Member Engélment Form (click here to download). [P —— T ——T YT
Member Enrolment Form here. We
accept PDF, JPG etc. format.
Please upload the completed MPF Member Enrolment Form here. We accept PDF, J mat. (D e e e e e et
New Scheme and the University to

disclose information supplied by me

i _ in this form for the purpose of this
@ GRagiilies = plleas U p | O ad election of transfer to the trustee(s)
concerned and the relevant service
provider(s), or to enable such party or

. parties to access or disclose relevant
eclaration information for processing my
election of transfer.

1 confirm and declare that:

[ ] *1hereby give consent to the trustee of New Scheme and the University to disclose information supplied by me in this form for the

comcnrnod and tho caloriant oo PRI Px Pyey s RRPIUY DGy B PRSPPI e R & s

nnnnnnnnn Ak bhic alockion of francforto tho feockonlc)
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2b. Submit softcopies via SSSP
Step 7 View My Draft

g' O | @8 Mail - Trikie © % J [ HKeU Catalo. X l- Dashboards ¢ X | s HROHRIS-+ X | BB Calendar-To X | [ Google @i X | By Home X | @ Information X | B Heme X | & Guidelineso X | [@ _jercontent: X | @ Newtab x| + — = >
<~ (@] i) )  https://hkbuuat.service-now.com/sssp?id=hkbu_sc_cat_item&sys_id=d222678c1bbcT9103cfddb9ce54beb3e A P o o= (] @
@ HSBCnetGlobal Ba.. BwP Finance [@l Hong Kong Baptist.. [B HKBU Finance Office [7) Imported From IE  BUP Home BUP BUniPort B Google Translate € Home |BCTMPF [ [ Mail - Trixie SM CH.. @ OneDrive &3 zoom [@ Course: HRO Comp.. [N Netflix > | [0 Other favorites

| kR General Requests IT Requests My Drafts EN HKBU FO Current Staff C

HONG KONG BAPTIST UNIVERSITY

Home » AllCatalogs » FinanceOffice ¥ Finance Service 3 (Sear(h ‘Q)

MPF S rm for annual review

Your item has been added to your My Draft. View My Draft

Update My Draft )

Submi

This MPF Scheme Transfer Option Form must be completed by MPF members

who want to transfer the accrued benefits from existing scheme to another Required information
O scheme. Please read the "Guides on Switching of MPF Scheme” and upload the [Pl no- |
MPF Member Enrolment Form by the indicated deadline. Please also be e plond tho o —r— —
here. We actept PDF, JPG et format.

reminded to save as draft if you want to exit after partial completion, otherwise,
the inserted information will be lost.

[] submitting on behalf of

Requester

A

(6 HKBU FO Current StaffC v

staffID
(3:»5578 )
Identity Type

(o D

* HKID No.

(Fuuow the HKID format, e.g. A123456(7) )

staff type

GKEU{SCE Full Time Staff ‘ v) -
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2b. Submit softcopies via SSSP
Step 8 Retrieve My Draft

Once the form is saved as a draft, you can access your draft list using the following methods:

Method 1. Click View My Draft in the pop-up /7 N\ Method 2. Click My Draft on the top right corner of SSSP /\
1 CLESAL 0 S Bemerts wou ¥ @esenre ISP e
Students and Staff Services Platform
MPF Scheme Transfer Option Form for annual review 4
EN My Case(s)
L H B
-9 =
= e b = |T Requests My Drafts
Services & Request Forms
o .l O

After clicking the button, you will be redirected to the My Draft list where you can submit, edit or delete your draft on that page
[Ressaxe

ks Wt s+ (I

Re Re
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2b. Submit softcopies via SSSP

Step 9 Submission
e e —

-
< L) (] 5] https;//hkbuuat.service-now.com/sssp?id=hkbu

. .
@ HSBECnet Giobal Ba.. B Finance [ Hong Keng Baptist.. [H HKEU Finance uuat’umce.now com says
.

R e KR

HONG KONG BAPTIST UNIVERSITY

wne >« Plegse double check the information as it CANNOT be amended after
~ 1 submission. )
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2b. Submit softcopies via SSSP

Step 10 After Submission with Reference Number

3- 0 | G Mail - Trisie © x] B FOMPFList x {- Dashboards ¢ X | E3 HROHRIS-+ x | BB Calendar-T- % | [ Google 87 X | ¢ Home x | 0@ Information X | 5 Home x | [ Guidelineso x | 0@ _jercontent: X | [ MNewtab x | + — [} >

2 - (B

2 Other favorites

@

« C 9w ) httpsi//hkbuuat.service-now.com/sssp?sys_id=9af3110547a17550090ad8eb736d4302&id =fo_mpf_listé&table=sn_custemerservice_fo_mpf_enrollment_form @ Ay =

v

@ HSBCnet Global Ba... BUP Finance [B Hong Kong Baptist.. [B HKBU Finance Office  [[] Imported From IE  BUF Home BUF BUniPort B Google Translate &) Home [BCTMPF [ 3§ Mail - Trixie SM CH... o OneDrive €3 zoom [A Course: HRO Comp... N Metflix

FHFEEF KR General Requests IT Requests My Drafts EN HKBU FO Current Staff C
HONG KONG BAPTIST UNIVERSITY

MPF0001300 2

Atta
[ test file.pdf

HKBU FO MPF Enrollment Form

Number Selection of MPF Service Provider

CMPFOGDISDD | select Invesco Strategic MPF Scheme (Invesco) as my MPF scheme, my future contributions a... v

o/

Requester

e
I\G HKBU FO Current Staff C -

\/

Staff ID

N

<345673

Staff Type

HKBU/SCE Full Time Staff -

Identity Type

HKID -

HKID No.

¢ A235647(9) D)

Passport No.

. ) =
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Final Deadline 20 October 2023

Enquiry: Ms Scarette CHENG 3411 5114
Ms Emily LAM 3411 7926
email: fopayrollrb@hkbu.edu.hk
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