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Introduction

To continuously optimize the application workflow and minimize the administrative procedures,

the Student Insurance Requisition Form has been revised with a streamlined process.
With the latest update, applicants are only required to complete the form. Approval from the
corresponding Deans, Directors, Heads / Colleagues with appropriate delegation of power is no

longer necessary, provided that appropriate delegation of authority is in place.

Please refer to the following illustration for more details

1. Applicant completes the form

4

2. Submit to SRS

4

3. System auto cc to Deans,

Directors, Heads / Colleagues
with appropriate delegation of

4

4. SRS to insurance company for

power

record
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The overall look and feel for the insurance requisition is showed as below:

= L

il UNIVERSIDADE DE MACAL
UMNIVERSITY OF MACAL

B4 (% EHEE 3 Student Insurance Requistion Form

20 To: B ERE! Student Affairs Office

B From: Please select a value., ¥
E#H Date: i
Ef E-mail:

BT Contact Mo

SEFE R Activity Details
43 HHER Departure Date: |

[o[32 HEH Return Date: e

HrEk Dastination:
£ ) 8 No. of Student;

&N Activity Description:
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How to log in
1. Go to https://go.um.edu.mo/t2hzchl5

2. Enter your username (defaulted as the UMPASS login ID)
3. Enter your password (defaulted as the UMPASS login password)
4. Click the “Login” button

How to create a new form
1. Complete the required information

RSIDADE DE M

UNIVERSITY OF My

BA (A i Student Insurance Requistion Form

2 To: BAEEIEER Student Affairs Office

B
1.EZEZENEAL

g From: | SAD “J += select which d;n;‘,anmam you are
QEFARRXAH
E#tf Date: 26/02/2019 [E] e= select today
2 FAR T A e B
'@§5 E-mail: e.g.peterpan:_n:um.edu.mu - fill in your e-mail address
BMREES Contact No: | 4 88221234 = LIETENEE

fill Th your contact no.

sEEhEE Activity Details

SIHE EE H A

#F Departure Date: 26,/02/2019 [
N oo i E fill in the activity departure date
[E1%8 B Return Date: 26/02/2019 8] g b |E'.=' ;'-I'_'f-‘,li ._'Ei. ]: H kR
- fill in the activity return date
1L Destination: cab kg - 7R
- fill in activity destination
B ) 85 No. of Student: £.9.100 — SOREEE S AW

fillin the activity student no

SERPETS T Activity Description:

QAT A 47
==

fill in the activity description

e.g. To participate in the badmination friendly competition with CUHK
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. Please attach the student information in pdf format

4 EFF Student Information
THEREFHLIPORE L1 (1 bt BEBEE)

Please upload the student information with PDF format (e.g.: Name, Student Number)

% Add Attachment

— TEEBAPDFH

file in pdf format

Ref. no English name Chinese name | Gender Student ID
1 Chan Siu Ming psE/\BR Male DB123456
2 Chan Tai Ming [ NE Male AB123456

. Click the acknowledge button before submit the form

M

A EIETER E S R R AR EIRATi e H AR (AT RSN

1 4

I®7F Submit

o hereby acknowledge that | have read and understood the points stated in Note. | also confirmed that the
information provided are complele]y’]ruq.

—

EliE Cancel
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Notification email
1. Notification email: Automatically send to the user for confirmation

Bubject: Confirmation of Successful Submission: Student Travel Insurance Requisition Form (Ref

No. TOIXXX/SRE5/2015)

Dear Colleague(s),

We are pleased to confirm that yvour Student Travel Requisition Form has been submitted succesafully.

To ensure a smooth insurance claim application process. please be reminded to retain the following items during the

ztudent’ trip;

1. Transportation tickets (e z., bus, ferry, air or high-speed rail);

2. Original itemized medical receipts and reports;

3. Original theft of property reports from police, and theft reports from airline;

4. Original reports from airline for flight delay.
For the worldwide 24-hour emergency assistance, please contact the insurance company at (333) 6262 1459,

Attached you will find the details of coverage and reimbursement procedure for yvour reference.

3

S-015 Student_Tr
avel_Insurance_Re

Should you have any enquiries about the Student Travel Insurance Requisition, please feel free to contact Mi. Duncan

Ho at 8822 0003 / 1. Stella Ngai at 2802 9912, or email sao_services@um edu mo.

Link : https:/fwebdocs um.edu.mo/sites/eformizao/sra/Lists/Student% 2 0Insurance®e? (R equisibion%e2 0F orm/DispF

orm _aspr? D=3 X%

Best Regards,
Student Fesources Section

Student Affairs Office

<< END OF DOCUMENT >>
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