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1. Account Management 
1.1 Register as NGO 
Please visit this URL to start your registration: https://banweb.cityu.edu.hk/pls/PROD/SLRS_CITYU.NGO_REG 

 

Fill in all the required fields, and press “Submit Registration”. 

Submitted registration request will be delivered to Student Development Services (SDS). They will inform 
you after reviewing your request. After approval, you may login with a contact person account via your 
given contact person email. 

  

https://banweb.cityu.edu.hk/pls/PROD/SLRS_CITYU.NGO_REG
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1.2 Login as NGO contact person 
Visit CSRS to login: https://banweb.cityu.edu.hk/pls/PROD/SLRS_CITYU.NGO_LIST 

First, input your registered email, and press button in the right to obtain a one-time password email. 

 

If the email is valid, you should see this: 

(If you see “Email is Invalid”, please ensure your given email is registered) 

 

Please check your mailbox, you should receive an email like this: 

CSRS one-time password 
Please use the verification code below to sign in 

152762 

Please input this code within 10 minutes. If you did not request this, you can ignore this email. 

Thanks, 
City University of Hong Kong 

 

Insert the 6-digit code from the email into “One-time password” field, then press “Login” 

 

If the code is correct, you are now logged in. 

https://banweb.cityu.edu.hk/pls/PROD/SLRS_CITYU.NGO_LIST
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1.3 Account who represents multiple organizations 
If your contact person account represents multiple organizations, you will have to choose one organization 
to represent during this login session.  

If you want to change representing organization, please logout and login again. 

 

 

1.4 Edit organization details 
From the left navigation bar, select “Organization profile” to view the organization detail. 

You can edit the details. Please press “Save Profile Information” to save your changes. 
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1.5 Manage contact persons accounts 
From the left navigation bar, select “Manage contact person” to view contact person accounts under your 
organization. 

 

Button Description 
Add contact person Add a new contact person account under your organization 
Save changes on details Change details of contact person (name, post, phone) 

 

< Removing a contact person > 

If a contact person is not associated with any CEP proposal, it can be removed. 

However, please note that you cannot remove yourself. 

 

(Not associated: Does not own, nor have access to any proposal records) 
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2. Create and Find your Proposal 
2.1 Creating proposal 
Press “Create new proposal” on the left menu to draft your proposal 

You will see a form, where you need to fill in information of your service. 

 

 

Access Management Section (Manage who can access this record in CSRS) 

 

This is a list of contact person accounts under your organization. These options can be changed after you 
submitted the proposal. 

Item Description 
Can access If ticked, this contact person account can view & edit the proposal record from the 

“My proposal” menu. This allows multiple contact person to access this proposal.  
Primary contact As a primary contact person, he/she will receive more system emails about the 

activity record, and is more likely to be contacted by SDS. 
 
There must be one primary contact person per activity. 

 

Details Section 

Please fill in the details of your activities accordingly.  
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Action Buttons 

 

Item Description 
Submit proposal Submit your proposal & notify SDS. 
Save as Draft Save your proposal as draft and does NOT send proposal to SDS. This allows you 

to save your progress of a unfinished proposal. 
 
You can find your drafts under “My proposal”. 

 

2.2 Review your proposals 
Press “My proposals” on the left menu to view all of your proposal records. 

This page includes list of: 

• Your created proposal 
• Proposal shared to you 
• Your drafts. 

 

To access to your activity page, press the blue text of the activity record. 

 

 

Status of activity / proposal 

This indicates different states of a proposal. 

Status Description 
Pending 審核中 SDS is reviewing your proposal, please kindly wait for an email reply. 
Rejected 已拒絕 Your proposal is rejected. No further action will be taken to your proposal. 
Approved 已核准 / 
Ongoing 進行中 

Your proposal is approved. SDS will proceed on your proposal. 

Completed 已結束 Your proposal is now read-only as it is marked as fully completed.  
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2.3 Sharing Proposal with other contact persons 

 

Under the “Detail” of activity page, you should see a list of contact person accounts. 

You can configure these to determine who can see your proposal. 

Item Description 
Can access If ticked, this contact person account can view & edit the proposal record from the 

“My proposal” menu. This allows multiple contact person to access this proposal.  
Primary contact  As a primary contact person, he/she will receive important system emails about 

the activity record, and is more likely to be contacted by SDS. 
 
There must be one primary contact person per activity. 

 

All of your proposals, and any shared proposal can be viewed under ‘My Proposals” 
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2.4 Edit your proposal 
To access to your activity page, go to “My proposal” & press the blue text of the activity record. 

 

 

In your activity page, you can see a form with details of proposal 

 

 

You may make changes to these fields. 

After you make your changes, scroll to the bottom and press “Save changes”. This saves your edits & 
automatically notify SDS. 
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2.5 Review vetting result 
Upon submission of your proposal, SDS will begin the review process. Once the process is completed, you 
will receive an email on the vetting result on either approve and reject. It looks like the following: 

Dear Sir/Madam, 
 
Your service proposal ([CEP] Visit Animal Shelter & Unfortunately Abandoned Animals with CityU 
Students / 愛心關懷。探訪動物收留所) is approved. 
 
We will proceed to recruit student volunteers for this activity soon. 
 
Once we shortlist the students, you will receive another notification for your further screening. 
 
For any further changes to the activity details, please login CSRS to update your proposal directly. 
 
Regards, 
SDS, City University of Hong Kong 
Dear Sir/Madam, 
 
We are regret to inform you that your service proposal (Elderly Visit / 老人探訪) is rejected. 
 
Regards, 
SDS, City University of Hong Kong 

 

The status of the activity record reflects the vetting result. 

 

Status Description 
Pending 審核中 SDS is reviewing your proposal, please kindly wait for an email reply. 
Rejected 已拒絕 Your proposal is rejected. No further action will be taken to your proposal. 
Approved 已核准 / 
Ongoing 進行中 

Your proposal is approved. SDS will proceed on your proposal. 
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3. Actions for approved activities 
3.1 View participants 
SDS will recruit participants from CityU after they have approved your activity. 

When they have completed the recruitment, you will be able to see a list of participants within CSRS. 

 

Please go to the activity page of your proposal. On the top navigation bar, find “Participants”. 

 

 

In this page, you will see a list of participants; these students will attend to your activity. 

Depends on SDS’s decision, you will have the email & phone number to contact these students. 

 

 

If you see message “No participants specified yet”, please kindly wait for SDS to recruit participants. Once 
SDS has selected participants for you, you will receive an email notification to review participants on CSRS.  
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3.2 Upload attendance sheet 
After the end of the activity, please upload attendance sheet on CSRS for SDS staff to follow-up. 

 

1. Download attendance sheet template from CSRS. Please download the file.  

 

2. Open the file, you will see a formatted table containing a list of participants.  
Parts in blue are generated by CSRS. Parts in read are left blank intentionally for you, please fill in 
the blanks. After you made your edits, save your file and ready to upload. 

 

Description of fields on attendance sheet 

Field Name Data Type Description 
Student ID General A list of student participants, pre-generated by CSRS.  

 Student Name General 
Start Date Date When did the student participated in the activity? 

For one-day activity, please input the same date on both fields. End Date Date 
Expected total hours Number This is pre-generated by CSRS.  
Actual training hours Number Hours spent for training & preparation for the service. You may 

reference “Expected training hours” on the detail of proposal. 

 
Actual service hours Number Hours spent on the actual service. You may reference “Expected 

service hours” of proposal. 

 
Note 1: Actual training hours + Actual service hours = Expected total hours 
Remarks General Any comment to this student. (optional) 
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3. Upload your excel file via the Browse button (this action does not yet submit, see next step) 

 
4. The system will interpret your excel file and prompt you to preview your attendance sheet. If you are 

satisfied with the submission, press “Confirm to upload” to submit. Otherwise, “Close” and upload 
again. 

 

5. After submission, your attendance sheet can be reviewed under “Current record”. You can download 
attendance record for your reference. 

 

 

If you would like to overwrite your uploaded record, simply upload again to replace your old record.  
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3.3 Write feedback form 
After the end of the activity, please complete our feedback form on CSRS for SDS staff to follow-up. 

 

 

 

3.4 View media 
If SDS has shared resources to you, you may visit “Media Sharing” tab to access to the medias. 

  

Click “Visit” to visit the resource page. 

   



Community Service Record System – User Guide for NGO Users 
 

July 2023 
 

15 | P a g e  
 

4. Help & Support 
If you need any technical assistances, please contact Enterprise Solution Office. 

Name Email 
Mr. Dave YU dave.yu@cityu.edu.hk 
Mr. Siu LO siu.lo@cityu.edu.hk 

 

If you need assistances related to Community Engagement Programme, please contact SDS. 

Email 
sds.cep@cityu.edu.hk 

 

 

mailto:dave.yu@cityu.edu.hk
mailto:siu.lo@cityu.edu.hk
mailto:sds.cep@cityu.edu.hk
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