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Central Classroom Booking
- Agenda

Introduction

Workflow

Reports for Department
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System Demo by ITS
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Central Classroom Booking
- Introduction

* An online system integrating with other systems to capture all
central classroom booking information

Central

classroom

booking

information /’s

CAG — Central

Classroom Oracle
Booking | Financials

o .

Course
enrollment
(student FTE)

CPRB: Class Planner Room Booking System
SIS: Student Information System

E=sl Cost Allocation Guidelines ("CAG")
& The University of Hong Kong
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Central Classroom Booking
- Introduction of CPRB System

* In CPRB, Departments are required to report booking details and
define activity types

UGC -
Vv Name of Department Teaching/
« Contact Person Research/ N_?n-UhC_BC -
OIA eaching

« Telephone Number / Email (with

- + Charging
Vv Name of Event / Activity Neniae Code)

on- —
Vv Date & Time of Booking OIA (with
_ Charging  Non-UGC -
Vv Venue Requirement Code) Research
with
« Size / Seating Capacity Ch(arging
« AV /IT equipment (e.g. Code)
Panopto, Visualizer) —
Non-UGC
* Furniture Setting (e.g. Activities
(Préloaded Teachin movable chairs, lecture
3 heatre) Charged to
Courses Information) thea

Departments

‘]{g* Cost Allocation Guidelines ("CAG")
b ] The University of Hong Kong
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‘ Central Classroom Booking
- Workflow Overview of Monthly Charging

m@mm

Exams Approve

Office Bookln_g
\ Information

Dept I» Update Incomplete Bookings

Journal
Entries

Note: The periods in the above timeline refer to the number of workings days foIIowmg the end of the
charging month

e Cost AIIocation Guidelines ("CAG")
o The University of Hong Kong

Charging

Admin
Dept ! Approve
Head/ ! Charging
Proxy ! . Report |
i Review & J—
FEO ! Approve L
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Central Classroom Booking
- Workflow for Department Administrator

* Right to update booking information in CAG

Department Head to
approve
(8" — 10" working day)

Update booking

information
(up to 7" working day)

incomplete
CPRB booklr_wgs
from time
to time

‘5 Examples of incomplete bookings: —
» undefined UGC/Non-UGC activity type _
« undefined UGC activity type in T/R/OIA Depgrtment i
« Missing/invalid Non-UGC account code advance

Monthly Charging Report
(Incomplete bookings
deemed as Non-UGC

activities and charged to
designated account of
Department)

=

Cost Allocation Guidelines ("CAG")
L The University of Hong Kong

ko
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Central Classroom Booking
- Workflow for Department Head / Proxy

* Right to update and approve in CAG
* Department Administrator can still update booking information before
Department Head / Proxy approves the monthly charging report

8th — 10t working day

Approve
Monthly

Charging
Report

Monthly Charging
Report

Deemed as Approved after 10t working day and pass to FEO in CAG

Cost Allocation Guidelines ("CAG")
. The University of Hong Kong
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‘ Central Classroom Booking
- Workflow for FEO

» Follow up booking information with Departments
* Approve monthly charging report and journal entries in CAG

_By 16™ working day _On 17" working day

CAG - Central
Classroom Booking |

Oracle
Financials

Monthly Approve \

: Journal
Charging Entries
eport

& Cost Allocation Guidelines ("CAG")
. The University of Hong Kong
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Central Classroom Booking
- Adjustments during Financial Year

Change
Account

Reclassify
UGC /
Non-UGC
Activities

Central
Classroom

Booking
N\ (FEO access only) 4 \

All systems will be synchronized after adjustment
Email alert to Department after adjustment
Adjustments are effected in the journal-posting month

Separately shown in the past charging and booking
summary reports of relevant charging month
‘ Cost Allocation Guidelines ("CAG")

The University of Hong Kong

Oracle
Financials

Booked
Hours
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Central Classroom Booking
- Email Alerts to Departments

Date of Sending

End of last day of charging month

End of 6" working day

Beginning of 8" working day

Beginning of 10t working day

After FEO put through adjustments

After Dept Head assigns / removes
rights of department administrator
Or proxy

Email Description

Email alert to complete
missing information in CAG

Reminder to complete
missing information by 7t
working day

Email alert to approve
monthly charging report by
10t working day

Reminder to approve
monthly charging report by
10 working day

Email alert of adjustment

Email alert of assignment or
removal of rights

Department Department
- Head /
Administrator

Proxy

u u

u u

(i

(i

(i

u u

Cost Allocation Guidelines ("CAG")

The University of Hong Kong
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Central Classroom Booking
- Reports for Department Review

Past Monthly Charging

Monthly Booking Summary

Report
« Past 12 months charging e Past 12 months summary
details of activities split into
T/R/OIA for both UGC /

« Subsequent adjustments, Non-UGC

if any _
e Subsequent adjustments,
if any

2
G

e

Cost Allocation Guidelines ("CAG")

The University of Hong Kong
For internal reference only

71



Central Classroom Booking
(Demo)

Presenter: Wong Wai Ching (ITS)
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Demo of CAG Central Classroom Booking

n 1. Roles
n 2. Workflow

Cost Allocation Guidelines ("CAG")
. The University of Hong Kong
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CAG Central Classroom Booking — Roles

Department
Administrator

Proxy

Department
Head

Faculty Dean U

‘T Cost Allocation Guidelines ("CAG")
L The University of Hong Kong

kO
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CAG Central Classroom Booking — Workflow

Assign department administrators and proxies

Initial setup

q Departments provide the list of administrators and
proxies to ITS to load to the system

Cost Allocation Guidelines ("CAG")
b The University of Hong Kong
a For internal reference only
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CAG Central Classroom Booking — Workflow

Assign/Remove Department Administrators and Proxies (User
Functions/Menu)

w Department Head
w Monthly Reports

- Exception Report
without Designated Accounts

- Past Exception Report
without Designated Accounts

- Approve Monthly
Charging Report

- View Past Monthly
Charging Report

- View Monthly Booking
Summary

w Booking Information

- Update Booking
Information

Department
w» ..

- Az=sign/Remove Department
Administrators and Proxies

=l Cost Allocation Guidelines ("CAG")
p ot S The University of Hong Kong
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CAG Central Classroom Booking - Workflow

Assign/Remove Department Administrators and Proxies (Dept Head Only)

Assign/Remove Department Administrators and Proxies Cost Allocation Guidelines

Assign/Remove Depariment Administrators and Proxies

List of administrators assigned, Department

/ ~

\
Dept Admin Proooy ‘ Add hdmin/Proxy

i (Dgﬂfq%} Valid fo (DDMMAYYY)
s [1e701/z007  |[d) [zo/iz/zent  |Ld . J =
YIP |25/06/2017 | [20/11/2017 | . O " =

Note: Department Administrator has the rights to update CAG central
classroom bookings and Proxy has both the rights to update bookings

and approve charging report.

b=al Cost Allocation Guidelines ("CAG")
’ The University of Hong Kong

7
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CAG Central Classroom Booking — Workflow

Update CAG Booking Information

Update CAG central classroom bookings for
a Bookings with incomplete information
UGC or Non-UGC activity not defined

UGC activity not defined teaching, research or other institutional
activity
Non-UGC activity without account information

a Non-UGC bookings with accounts

s
3
K>

Cost Allocation Guidelines ("CAG")
The University of Hong Kong
For internal reference only 78



CAG Central Classroom Booking — Workflow

Update CAG Booking Information (User Functions/Menu) - "proxy inherit the

Department
Administration

w Booking Information

- Update Booking
Information

w Monthly Reports

- Exception Report
without Designated Accounts

- Past Exception Report
without Designated Accounts

- Approve Monthly
Charging Report

- View Past Monthly
Charging Report

- View Monthly Booking
Summary

w Department Head functions of

Department Head
(except assign
admin/proxy)

w Monthly Reports

- Exception Report
without Designated Accounts

- Past Exception Report
without Designated Accounts

- Approve Maonthly
Charging Report

- View Past Monthly
Charging Report

- View Monthly Booking
Summary

w Booking Information

- Update Booking
Information

R Administrator

- Assign/Remove Department
Administrators and Proxies

Department
Head only

=l Cost Allocation Guidelines ("CAG")
o The University of Hong Kong
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‘ CAG Central Classroom Booking — Workflow

Update CAG Booking Information
- Booking with incomplete information

n Select all or some boxes, and click

Update Booking Information

Department.  Centre
Filter [Current Charging Month |

Booking Records with Missing Information

Update Records

Cost Allocation Gubdelines

Booking records without activity type defined

Only records missing a UGCNon-UGC status, missing a UGC activity type. with an invalid account code or without #hy account code for a non-UGC activity are displayed here.

Account codes are required for Non-UGC racords
Please click HERE for instructions o update missing information

|
[ Diatas Dapl Referances
mﬂ Room (odmmAyyy) Booked Hours Event Title Account Code {Max 20 characters) Contact Info
CPD- D2MS2017 12.0
O CPD- D2I06201T 120 CBS_Event #14f Pleasza Selact
CPD: 0200712017 120 Non-UGC
CY 0252017 10 < :
] oy CAB01T 10 CBS_Event02 [l Fieaze Select aCtIVIty without
cY 121052017 50 account
O Y 140772017 50 CBS_Evenw(dll Flease Select . .
oy AB0SR01T 50 information
E CPD- 10052017 50 —-
O PO RGBT %0 CBS_Event#07 Non-UGC 14005 cprional)
O L 02/05/2017 120 CBS_Event #13 Nen-UGC 14008 - |- 1 F ety
Y 0252017 10 — Y ; % T ¥ T
O cy 04052017 10 R Non-UGC ASHe o . spticnal
Select | Update Records | (Note: This only updates "Booking Records with Missing Information” tabie.)
N —_—

wal Cost Allocation Guidelines ("CAG")
The University of Hong Kong
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CAG Central Classroom Booking — Workflow

Update CAG Booking Information (cont,)
- Booking with incomplete information (cont.)

n UGC booking — to define the UGC activity type

Please Select

LGC-Teaching

LGC-Research

LIGC-Other Institutional Activity

n Booking records without activity type defined — to define
the activity type

UGC-Teaching

UGC-Research

UGC-Other Institutional Activity
Non-UGC

n Non-UGC booking — to input non-UGC account code
a | Copy | function to support replication of account code

= —

b=al Cost Allocation Guidelines ("CAG")

The University of Hong Kong
For internal reference only



‘ CAG Central Classroom Booking — Workflow

Update CAG Booking Information (cont,)
- Non-UGC booking with accounts

n Select all or some boxes, and click | update Records

Non-UGC Bmking Infnnnatiunt::mnpletad)
Mon-UGC bookings for the current month are displayed here.

You may update booking account codes and deparimental referances
Please click HERE for instructions to update the account code.

[ select Hoom Dates

Depl. References

0 (dmmAYYY) Booked Hours Event Titie Account Code (Max 20 characters)  Contact info
CY 0210572017 1.0 — ¥ 2 o Eefarsnce /|  Chan
. cY 041052017 10 ot il e 0] - [ [5] « [soo]  [ox ] [ oy | v e
CY 050572017 6.0 i . =5
C CY 09/06/2017 50 CBS_Eveni#08  1s00f- ek : -
CY 07072017 6.0 u i [
: cY 15/05/2017 5.0 s = - R A e ers Zaference |  Chan
G oy 16/05/2017 50 ms—Em'1n 1400 ] | [il HM cional L Feee gk
Ei:lm TIII]EI;!I-E R;&Nﬁs] {Mole: This only updates “Non-UGC Booking Information™ table.)
Cost Allocation Guidelines ("CAG")
b The University of Hong Kong
For internal reference only 82



CAG Central Classroom Booking — Workflow

Approve monthly charging report

Charging report generated on 8" working day of
the month; to be reviewed by dept head or proxy

Approve charging report on non-UGC bookings
during 8" to 10" working day of the month

Cost Allocation Guidelines ("CAG")
The University of Hong Kong



‘ CAG Central Classroom Booking — Workflow

Approve Monthly Charging Report (User Functions/ Menu)

w Department Head
w Monthly Reports

- Exception Report
without Designated Accounts

- Past Exception Report
without Designated Accounts

- Approve Monthly
Charging Report

CEE T A ] T.

Charging Report

- View Monthly Booking
Summary

w Booking Information

- Update Booking
Information

Department
Administrator

- Az=sign/Remove Department
Administrators and Proxies

=l Cost Allocation Guidelines ("CAG")
p ot S The University of Hong Kong

For internal reference only



‘ CAG Central Classroom Booking — Workflow

Approve Monthly Charging Report

n Click [ eezeve venenis snazees | {0 @pprove the monthly charging report

Approve Monthly Charging Report Cost Allocation Guidelines
Year 2017

Maonth May

Department: Centre

Contact Person: Fung

Conlact e-mail @rhku.hk

Approved by EO: Approved

Approved by department. in Progress

Approved by FEQ: Mot Finalized

| save as Excer || save as voF |

Summary by Charging Account Code

Total Charge by
OF Charging Account Code Account Code
(HKS)
14005, A00.01 64,410
14005, 400,01 655,300
Grand total: 719,710
Charge Details
e L xcusonans
Date Start End  (Rounded Hourty NomWal yyger W HKS .
OF Charging Account Code Room # Rate  Charge {Rounded up Event Title
e, [Rem: (Tne ) 0000 & (HKS)  (HKS) o the
place) nearest dollar)
14005, A400.01 02052017 O08:00 20:00 120 CPD- 1760 21120 0O 21,120 CBS_Event #14
02052017 0800 20:00 12.0 L 2285 27420 0 27,420 CBS_Event #13
02/0572017 1300 14:00 1.0 Y 1,760 1.760 O 1,760 CBS_Event #05
0400572017 13:00 14:00 10 Y 1,760 1760 0O 1,760 CBS_Event #05
1000572017 0900 14:00 50 CPD- 355 1775 0 1,775 CBS_Eventw07
110572017 09:00 14:00 50 CPD- 355 1.775 0 1,775 CES_Event®07
o

12/05/2017 0900 14:00 5.0 cY 1,760  8.800 8,300 CBS_Event#0d
‘Subtotal by Account Code: 410 : 64,410 -



CAG Central Classroom Booking — Workflow

Approve Monthly Charging Report (cont.)

2400572017 . ; 120 2285 27420 O 27,420 CBS_Event 12
270572017 0800 20000 120 LE 2285 27420 O 27.420 CBS_Event #12
200572017 0800 20.00 120 LE 22385 27420 O 27 420 CBS_Event #12
2000572017 0200 2000 120 LE 2285 27420 O 27420 CBS_Event #12
30052017 0800 2000 120 LE 2285 27420 O 2T 420 CBS_Eveont m12
310452017 0200 2000 120 LE 2285 2T420 O 2T 420 CBS_Event ®i2
Grand total: MMT.0 79,710
Course Allocation Information
Booked Tima in
Diate Stan End Hes Alscated booked hours
(@mniyyy) Time Teme  (Reundedupto by shadent FTE Focom jetyss Cloce
el
uGe Hon-UGC
Hes  Deparmant  Hrs  Depariment
04052017 0800 2200 14 0.1 Dept: LE (e
04052017 0800 2200 14 139 Faculty LE 029
11052017 @Bon 2200 14 0.1 Dept LE B029
1052017 GBoD 2200 14 138 Faculty LE 6029
Chck HIDE to hide infosmation on LMGC bookings.
UGC Teaching Information
Booked Time in
Date Stan  End Hrs
{dd'mmipyyy)  Time  Tima [Mmhiimm Froam # Evant Thle
02052017 1200 1300 1 CPD- EDU_Event #04
04052017 1200 1300 1 CPD- EDU_Even #04
UGC Research Information
Dute Sta En - iy
nl d Hia
(0 ) Tiwe| Twe! W m, a.-"fm Roam # Evant Tithe
DZ0E201T 1200 13:00 1 CPD- EDU_Ewvont #04
04052017 1200 1300 1 CRO- EDU_Even #04

UGC Gther Institutional Activities Information

Booked Time in
Dabe St End Hes
(ddmmiyyy) Time  Tims [ﬂmmu Room 8 Event Tithe

p2ms2mT weE 1ae 1 cPD- EDU_Evem #2

hsﬁrm. I'hu-'l.'n-h.:l.].- Charges _]

EENPEEEEC e




Q&A

https.//www.cag.nhku.hk

=l Cost Allocation Guidelines ("CAG")
The University of Hong Kong
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Thank You

Cost Allocation Guidelines ("CAG")
) The University of Hong Kong
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