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E 1. Homepage Display - Feature Overview
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E 1. Homepage Display - Feature Overview
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E Approval Process Usage

BIMSA Approval Workflow Center - Click the workflow forms displayed within the red boxes to
access their respective editing pages. This list of workflow forms is sorted by usage frequency.
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Approval Process Usage

BIMSA Approval Process Center - Click the process forms displayed within the red boxes to
access their respective editing pages. This list of process forms is sorted by usage frequency.

,2;; A TR R 558 @2 8Q G

Bill Manage Collaborativ_ . Personnel __ Labor Contr. . Foreign Affa. Administration Configuratio__ Financial M__ IT Informati__

0ocoo0oo0C°e

New ltems ~ New Meeting New Progr.  Address b. My Tasks ~ Tracking E.. Add Shorteut

Work Center My Schedule My Message

1 — 58 e — . 09070943 - (@mine® ) ((Repytomyi) ) ( atters(0) )
[y SN, 9P AN TSR VLIS 1000
(] Pending Matters 08-04

15:45 HET— (GATREIRRMNEESE)

) (Cleading(0) ) v

TMA GRS (R 2025-07-17 13:59) EESSE 20250717 Collaboration 7 8 9 Q 1 12 13
EIURRENIA 04T, HE: S8ARRE, A1 1EBTE

T (TR AT A WAERTE)

[RI0)) ( Amange )

TR (TREH- G TR ReBREERE)

TR (TR G TR AREERE)

R (DMRAREEREGSE 2025-07-12 15:29)) BERSERPRT

BEMEAGEIR: (NAFREEEMENE 20250718 15:28))

Pending Meeting(0) BIMSA Announcement | BIMS I (THATERER(REER 20250716 15:55)) DEFSERFAG

&) Al marked as

tFEREEA N AR RS SIS (547) 2024-0523

My Favorites | Commonly Used Documents



E Approval Process Usage - Viewing Approval Progress of Sent Process Forms
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E Detailed Explanation of Process Forms - Purchase Request Form

Access the process form via the menu bar: A AT R PR S TR b R R S 2

. . BIMSA Purchase Application Form
® Applicant, department, and date are automatically populated; |
@  Select whether to use procurement agency services. If "Yes"

FReE

Administrator EEEN

Date of Application 2025081

A

Purchaser

is chosen, the process defaults to the procurement specialist in
the administrative department. If "No" is chosen, the actual
procurement personnel must be selected;

Test

® Manual selection is required for: funding source, | e e
procurement category, procurement method, procurement | ‘ e | e |
channel, etc,; —
@ The procurement purpose must be described in text form; C T B
®  Fill in the procurement details: item name, quantity, purchase |::- — 1 "“” —

amount. The total amount will be automatically calculated,; |
® If "Third-Party Price Comparison” is selected as the

IR/

(<1000 RME)

procurement method, a price comparison table must be
completed;
@  The workflow will automatically assign relevant supervisors
and require initiators to upload resolution approval documents
based on the requested procurement amount.




E Detailed Explanation of Process Forms - Budget Request Form

MEHRiER
Budget Request Form

Access the workflow form via the menu bar:

@ The form number is automatically generated upon
initiation, with the application time, department, and date
populated automatically;

@ Required fields include: Expenditure Details, Estimated
Support Amount, and Justification for Expenditure (mandatory);

® Select the expense type (Research Funds or Operating
Funds). If Research Funds is selected, the project name is
required.

@ The form automatically displays the applicant's cumulative
amount applied for this year for the same type or project
funding;

® Depending on the amount and type, fixed approval stages
in the workflow require the initiator to upload approval
documents from the Dean and the Dean's Office Meeting.
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E Detailed Process Form - Meeting Budget Request Form

SNRHREE

Access the workflow form via the menu bar: -  Conterence Sudget Appaton Form
@  The form number is automatically generated upon initiation,

with the application time, department, and date populated __
automatically;
@  Fill in the expenditure details, estimated support amount, and

justification for the expenditure based on actual circumstances

(required fields);
®  Select the expense type (Research Funds or Operating Funds).

If Research Funds is selected, the project name is mandatory.

@  The form will automatically display the applicant's cumulative

amount applied for this year for the same type or project funding;

®  Depending on the amount, fixed approval stages in the

workflow require the initiator to upload approval documents from

the Dean and the Dean's Office Meeting;

®  Unlike budget request forms, meeting expense details must be

SEAN- X AR
Budget

filled out. Other expenses include transportation, office supplies, o
document printing, meeting venue rentals, and specialized .
equipment rentals. Additional expenditure items are optional and o 2 6 0 ©
o . i R (2]
should be filled out as appropriate. o
Q n Pros



m Detailed Explanation of Process Forms - Loan Approval Form

: BRI
Access the process form via the menu bar: Loan ,Tpprovm Form

@  The form number is automatically generated upon initiation. Desarmen: | " . voner__| M
Application time, department, and date are automatically ‘ :
populated.

®@  Select the expense type (Research Funds or Operating Funds). =
If Research Funds is selected, the Project Name field is required. mpmees,
®  Enter the expense amount (numeric value), which will
automatically convert to the corresponding amount in words; o
@  Click the icon to the right of the account name to select a Ve P mchre
personal bank account (personal personnel records must be bxcuve vie Present
entered in advance) or an external bank account (manually entered T
this time; can be selected directly for subsequent applications); -
®  The necessity of this expenditure must be documented =
(required field), and supporting documentation (e.g., scanned file R o = ‘  mmn ‘ ‘ o ‘
uploads) must be provided; o e
® Depending on the amount, fixed approval stages in the z
workflow may require the initiator to upload approval documents 0 =
from the Dean and the Dean's Office Meeting. e 8 = e, R



E Detailed Process Form - Invoice (Receipt) Issuance Request Form

RE (E) FRGES
Invoice (Receipt) Issuance Application Form
Access the process form via the menu bar: WA | Adminktrator 2] @0 |
i e (pE) IBEFREIELE VAT general invoice )
® The handler, requesting department, and Iveice (Recept) | O Mo RABE Special VAT involce FREIE 20250011
. e #EIE=4E Donation Receipt =BRITEE Triple receipt
request date are automatically populated; o on
@ The invoice (receipt) type is a required field; P
N . orre . . . S AGRBIS
® Allfields in the billing information section ey
must be completed; Fe—
. q . Fe=zs Address and
@  Contract information must be linked as Invoice  {oone Number
A Information | gank Accou?t
needed and based on actual circumstances (e.g., RmE
Invoicing
project-related invoices must be linked); o p— ] -
. . Amount = 7o
®  Add text descriptions manually as needed IR
and based on actual circumstances; Cortracs 5
HEER Number
ConTra@ct%I:a;me
i Bf
R}emark

Sender
C01 PO1
0 g 0 0

Initiator SRREBA Appeove] Sit@#%  Department wEE SEREEA
[Motify] [Approve] of Finance... [Notify] [Notify]
Pl [Approve]

[Approve]



E Detailed Explanation of Process Forms - Expense Reimbursement Form

Access the process form via the menu bar:
@) The form automatically populates the handler, requesting department, request date, and request
month. The currency unit defaults to RMB.

At BB A SRS 2FAIRIES (BIMSA Reimbursement Form)

@ Click to select the funding source. Choosing different expense types will display corresponding -
reimbursement policy explanations and supplementary forms for itemized details; JSEme | o |
. . . . Upload supporting documents
®  Select whether to offset against loans. If this form involves loan offsetting, choose "Yes." If =

selected, you must associate an existing budget request and loan form under "Linked
Application/Loan." After linking, the loan amount confirmation will display, indicating overpayments
will be refunded and underpayments will be collected.

® If the reimbursement process was not initiated by the applicant, enter the actual reimburser's oy, R
eimbursement amount

name in the "Reimburser" field. For self-reimbursement, enter your own name; ... cmsm | wmoor (|8 | 0|5 ¥ 5|0 2l
® Enter a textual description for the reimbursement reason; upload electronic scanned copies of :

invoices; ] REHTEIEE '

Explanation for the reimbursement material
® If the reimbursement involves linked procurement, contracts, or other applications, select the Only the invices haveto b s ;
- o N " - ! . E
relevant initiated documents under "Link Other Applications.” Additional supporting materials may be Confirmation of payment information

uploaded as needed. e I
@ Fill in the reimbursement amount module according to actual circumstances. If multiple projects =~ """

are involved, select the corresponding projects (project selection is only required for research funds;

operational funds do not require project selection). ... N
Confirm payment recipient information by selecting from the following options: 1. Internal

payment recipient; 2. External domestic payment recipient; 3. External international payment recipient;

4. Corporate payment recipient. For internal payments, personal personnel records must be pre-

registered. All other payment details entered manually this time can be directly selected for

subsequent applications, avoiding duplicate entries.
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E Form Workflow Approval - Form Approval Processing

Pending Tasks:

@  When a [System Message] alert appears in the bottom-right corner of the screen, it indicates a new task requiring your
attention. Click the collaboration task title directly to access the processing page. Alternatively, navigate to the [To-Do Center] list
in your personal space, click the task title to enter the processing page, or click [Collaboration Tasks] under [To-Do Items] on the
left'side of the page. Select the task title from the list to access the processing page.

@  Enter your processing opinion in the displayed text input field.

®  Click [Agree] or [Submit] to complete the task processing.
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