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Agenda 

▪Workflow for DPO 

▪Workflow for EA 

▪Prototype of DPO & EA 

▪ Improvements under the Enhanced 
Functions   



Workflow for DPO – Dept Admin 

Step 1  

• Input DPO 
details into 
system 

Step 2 

• Print out 
DPO  

Step 3   

• Attach 
other 
documents 
if any* 

* e.g. quotations, etc. 



Workflow for DPO – Dept Admin 

Step 4 

• Ask budget 
holder to 
sign + 
declare 

Step 5 

• Input budget 
holder’s 
declarations 
into system, 
then click 
submit 

Step 6 

• Send the 
signed DPO 
to vendor, 
and a copy 
to BO 



Workflow for DPO – BO 

Receive DPO 
hardcopy Vetting 

Contact dept 
admin if any 

problems 

Pass DPO to 
funding check 
unit in system 



Workflow for EA – Dept Admin 

Step 1 

• Input EA 
details into 
system 

Step 2 

• Print out 
EA 

Step 3 

• Attach 
other 
documents 
(if any) * 

* Completed Quotation Sheet, written quotations, sole agent proof, etc. 



Workflow for EA – Dept Admin 

Step 4 

• Ask request 
person & 
budget 
holder to 
sign + 
declare 

Step 5 

• Input request 
person & 
budget holder’s 
declarations 
into system, 
then submit 

Step 6 

• Send 
original 
documents 
to BO ** 

** Incl. signed EA, signed Quotation Sheet & other supporting documents 



Workflow for EA – BO 

Receive 
original 

documents 
Vetting 

Email or return 
original to dept 
if any problems 

Receive further 
info from dept 

Approve EA in 
system 

Pass EA to 
funding check 
unit in system 



Workflow for EA – Bursary 

Funding check 
unit receive EA  Vetting 

Email or return 
original to dept 
if any problems 

Receive further 
info from dept 

Approve 
funding in 

system 

BO print PO & 
send to vendor 

(if required)  



Prototype of DPO 



Prototype of DPO 



Prototype of EA 



Prototype of EA 



Prototype of EA 



Improvements under the Enhanced Functions  

▪Automated fund availability check  

▪Earlier fund locking in SAP - automated fund 
commitment upon DPO/EA submission  

▪System functions to detect  omissions / 
incorrectness of information before DPO/EA 
submission – avoid bounce back and delay       

 



Improvements under the Enhanced Functions  

▪D/U can track online the processing status of 
EA/DPO once saved / submitted in CUSAP  

▪System function to assist and shorten fund 
vetting process by Bursary – greatly advance 
PO issuance date  

▪No need to use preprinted DPO forms 

 



Q & A 
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