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Student Helper Information 
Registration Form
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Student & Staff
Service Platform 

(SSSP)Single Sign-on

User receives 
successful 
registration 

confirmation email

User sends email to 
notify FO and FO helps 
to modify the record in 

the system

Helper Information 
Registration Form
(User fills in STD 

Helper‘s employment 
information and 

uploads MPF form)
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Single Sign-on

MPF  + Profile
Non-STD Helper Faculty admin

For further changes

Scenario 2 : Without SSO

Scenario 1 : With SSO

Student Helper Information Registration Form Workflow

SSSP

Non-STD Helper provide:

FO receives a report each month 
for a list of helpers without 
payment records for 12 months

FO will deactivate the 
registration record of 
that helper

Exceptional Case-
STD Helper Without
Payment Record for 
12 months (Expired 

MPF Forms)

Target users: all student helpers(to submit the form by themselves), faculty admin staff (to submit the form on behalf of non-student helpers) and FO
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(Name)

Different 
Offices

Search Bar

Language Setting

Step 1: Enter the HKBU SSSP website: https://hkbu.service-now.com/sssp
Step 2: Select “FO”

Student Helper Information Registration Form
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(Name)

Student Helper Information Registration Form

Step 3: Select the Student Helper Information Registration Form

FO Forms
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Student Helper Information Registration Form

Attached MPF Enrolment Form for user to download

Personal information required 

*No AutoSave Feature For This Form

Step 4: Input the required information and download the MPF enrollment form, if necessary.
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Student Helper Information Registration Form

User needs to indicate if he/she is a non-local helper

User needs to upload completed MPF form 
before successful submission

Personal information required 

Submission of MPF 
Enrolment Form

*No AutoSave Feature For This Form
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Student Helper Information Registration Form

Submit Button

*No AutoSave Feature For This Form

Step 5: Click the checkbox for declaration and press “Submit” to submit the form.
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Student Helper Information Registration Form

Reminder message before 
submission, user won’t be able to 
revise/amend the record in the 
system after submission

*No AutoSave Feature For This Form
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Student Helper Information Registration Form

* User won’t be able to review the submitted record in the 
system after submission. He/she can right click and save 
the record for reference before submission.

*No AutoSave Feature For This Form
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Student Helper Information Registration Form
An email confirmation will be sent to the submitter when the registration is successfully submitted.


