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Introduction of e-Helper Timesheet (e-Timesheet)

1. Digital Transformation Initiatives of the University
2. Launched on 28 February 2022

3. Accessible via BUniPort, HKBU Mobile App or
click >> https://hkbu.service-now.com/sssp

4. Two Forms

\/

¢ Student Helper Information Registration Form

\/

¢ Student Helper Summary Sheet

Online submission and enquiry
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Benetits of e-Timesheet

v" Environmental friendly

No more paper-based helper timesheets

v" Higher efficiency

Reduce time for physical submission

v" Online submission, approval and enquiry

Submit and approve e-Timesheet anytime, anywhere



Transitional Arrangement

** ONE month from 1 March - 31 March 2022

» Submission of both paper-based and
e-Timesheet 1s acceptable

» NO paper-based timesheet or scanned
timesheet 1s acceptable from 1 April 2022



e-Timesheet Demonstration

HONG KONG BAPTIST UNIVERSITY

@ LA R IT Request My Request & @ Wu Arisa

Welcome, Wu Arisa!
How can we help?

HKBU Student and Staff Service Poftalis an "electronic front door”, isting of self-
semvice and self-help functions, that enablesand empowers the University community to
request services, find information, and register and resolve issues.

Search for categories -

HRO ITO FO EO
Submit requests to Human Submit requests to Information Submit requests to Finance Office Submit reguests to Estates Office
Resources Office Technology Office




Useful Information
“ e-Learning Guides for:
1. Student helper registration

2. Timesheet input and submission

3. Timesheet approval

4. Timesheet status enquiry

% Frequently Asked Questions




Enquiries

@ ) 24-hour hotline: 3411-2299

- Email: fopayrollrb@hkbu.edu.hk
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Login from BUniPort
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Login using HKBU Mobile App
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