
 

 

Project Satisfaction Report by End-user(s)  
 
Procedure for completing the report is as follows:  
 
1) Upon project completion, Project-in-Charge (P-in-C) provides Contract and Cost 

Management Unit (CCMU) with the following information: Project Title, Name of Project-
in-charge, Project Director’s Email Address, Name of Consultant & Contractor firms, and 
Department User’s Email Address(es). 
 

2) CCMU inputs the project data into the Project Satisfaction Report based on the 
information provided by P-in-C in step 1) above. 

 
3) The system generates an email inviting end-user(s) to complete the Project Satisfaction 

Report according to the input in step 2) above. 
 
4) The completed report is then recorded in the system. 
 
5) The system sends a summary of the report to Project Director via email.  

 
6) CCMU receives an email notification for accessing the system to view the report. 
 
7) An email notification is sent to Rowena Lee for follow-up for reports with a “poor” rating. 
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1) Upon project completion, Project-in-Charge (P-in-C) shall provide CCMU with relevant project 
information via email. Please refer to Appendix D for template of email. 
 

2) Upon receipt of P-in-C’s email, CCMU will input the project data into the Project Satisfaction 
Report Project Satisfaction Report by End-user(s) (Re-input Project Details by CCMU). 

 
 

 

  

https://hku.au1.qualtrics.com/jfe/form/SV_3EufDP1UggJEG46


 

  



 

 

 



 

  



 

3.1) User will receive an email invitation to fill in the Project Satisfaction Report by End-user(s). 

 

 

 

 

 

 

 

 

  



 

3.2) Users login HKU Portal to fill in the Project Satisfaction Report by End-user(s). 

 

 

  



 

   



             

 



 

 

  



 

  



 



 

 

 



 

 

  



4) After user(s) completed the report, the system will return an online acknowledgement message 
and acknowledgement email. The completed report will be recorded in the system. 

 

 

 



 

  



 

5) The system will send a summary of the report to Project Director via email.  

 

 

 



 

 

  



6) CCMU will receive an email notification for accessing the system to view the report.  

 

  

 



7) An email notification will be sent to Rowena Lee for follow up for reports with a “poor” rating. 

 

 

 

 

 

 


