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User Guide for Completing Student Helper Payment Request Form 
I. Start of the Period
1. Open the file [Student helper check in out record_16112009], which should be kept as your master file.

2. This file contains one ‘Student Helper Payment Request Form’ with 10 ‘Student Helper Check In/Out Record’ records

3. Save the file under another file name for each payroll cycle.
[e.g. Helper200911A.xls as the first file for November 2009.]
4. Those areas in White (in all worksheets) are protected cells and could not be altered

5. Select the Payment Request Summary [summary]

6. Complete those areas in Yellow according to the following steps

a. Input the Name of [UNIT:], [e.g. FBA]

b. Input the name of contact person  [Name of Person in Charge:]

c. Input the contact number [Contact Tel No.:]

d. Input the commence date [Commence from:], [e.g. 1/11/2009]

e. Input the cut-off date [Cut-off to:], [e.g. 30/11/2009]

f. These fields will be linked to 10 separate timesheets under the same file

II. During the Period

1. ONE TIME SHEET should be kept for each helper

2. Select Time Sheet No. 1 [TS#1] for the 1st helper

3. Complete those areas in Yellow according to the following steps
a. Input the fields under ‘For Student Only’ : [Student Name] ,[Student No], [ID / Passport No.] , [Contact Tel. no.] , [e-Mail], [Bank Account Information for Autopay]
b. Input the fields under ‘For Official Use Only’: [Committed Budget No. (i.e. cativo no.)] and [Account Code], [Proposal no.]
c. Input the [Date] of work in dd/mm/yyyy format
d. Input the [From] time worked on that date as the start time 
(e.g. 09:00 for 09:00AM)
e. Input the [To] time worked on that date as the end time 
(e.g. 15:00 for 03:00PM)

f. Input the [No. of Hrs Excluded] for any break during the day, which is not eligible for payment.
(e.g. 0.5 for half-hour and 1 for one hour) 

4. The [No. of Hours/day] and [Actual Amount Claim] would be automatically calculated
5. Input the [Hourly rate] of payment in the bottom of the time sheet (e.g. 35 or 45)
6. The [Total:] would be automatically calculated
7. All details in each time sheet would be linked to the Summary Sheet

8. Select Time Sheet No. 2 [TS#2] for the 2nd helper and so on.

9. Repeat the helper input as steps 3a to 3f in each student time sheet
10. Please daily update your time sheet if applicable
11. Save your file whenever there is any change(s)

12. If 10 timesheets are insufficient to record the number of helpers in your dept, you can create more Excel files with naming format (Step I.3.) [Helper200911B.xls, Helper200911C.xls …etc.]
III. End of the Period

1. Check every Time Sheet data

2. Select the Student Helper Payment Request Form [summary]

3. Input the [End Date of the period] of the all helpers
(e.g. 30/11/2009 for 30 November 2009)

4. Save your file whenever there is any change(s)

5. Submit the softcopy and hardcopy to the Finance Office for Payment
� EMBED Photoshop.Image.5 \s ���








Prepared by Finance Office

File Ref: PL/UserGuide20091116

Page 1 of 1
Printed Date: 16/11/2009

[image: image2.emf][image: image3.png]


_1033279603.unknown

