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Dear Assistant &

rEC)

This is a reminder to assist your students in complefing the April 2026 salary processing for part-time
research assistants

(This is a test email. If there are any errors in the content, please kindly let us know. The process is still
requested fo be completed according to the standard procedure )

Project number : 114813121
Project name : HE-&PHAERCTEHE

Please follow the steps below in the Part-Time Parsonnel Insurance Management System
Thank you for your cooperation!

Procedure:

1 Assistant: log in — Employment Document Submission — Fill in April Work Hours or Progress
Report

2. Assistant: click Submit for Review to send to the project PI
3. Teacher: log in to Employment Document Management — Reviews and approves April records

4. Teacher: log in to Project Budget Management — Monthly Salary Confirmation — Select April —
Click Submil for Consolidation

5. The R&D Office: will finalize the salary sheets. Payments are expected within 7-11 working days
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