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1. User Login
Website address: http://myhr.ebaotech.com
As a user, please use your company email account and password to log in the system.

eBaolech Welc?me to MyHR
Innovative Solutions for Insurance A j] ﬁ ;E Ha * _? ﬁ

Use your email account
and password to log in the
svstem

Copyright @ 2000-2008 eBaoTech Corporation All rights reserved.

2. Self-service Terminal

PERSONNEL  PAYROL TIME ADMIN
4 Home # john.wang il b2 =

B TASKS W ' | = SEARCH B

Before 5 records / Total 0 records |

Search by: |Employee Name

@ TOOLS W
I NOTICE H
[Z]  Tax Calculation

@Pavmll and Benefit module is not avaialbe now

ﬁ Manager Portal E Logoff )

2.1. Personal Information View or Modify
Click Personal information to view or Modify related information



Master File  Profile A Profile8

Staff No admin Staff Name  |Admin |E|irthda‘_.r |1 7/09/2008  |Age o |Gen
Date Join 1 (I7/09/2008  |lob Title HR Supervisor ?_;”bfm'"”m Click here to
Probation ; _ modify personal
Ending Date 1 171172008 Payroll Group Benefit Policy inFrrraatiam
Branch cBaoTech Corporation Category Fulitime Contract Type
IDivizion HRAdmin ok Family HRJAdmin Contract From
Department  HR/&dmin - HR Cost Center [* Contract End
(.KPE;OP}TEB S Citizenship  [China Leave Policy [PEFREHERESE
’ [Education : ) .
City e Holiday Table [Public Helidays in CN
Payroll Clazs [* Payroll Type [* 1.00
Update :Standard 55100 pixels of ne mare than20KE | |[ Browse... | | Upload | | Delete |
i [service Starting Date |

Click | %8 to save the information

2.2. Other Information View or Append
Click Master File / Profile A / Profile B to view or append related information



3. Online Leave Application

3.1. Balance Query
Click Time Admin > Leave > Balance Query

3.2. Leave Record Query
Click Time Admin > Leave > Leave Records

3.3. Leave Application
Click Time Admin > Leave > Leave Application

Enter Leave Detaile Aoolication Leave Records

Select Leave Type A1l Additicnal Annual Leave v
e i date tract)

Please enter the duration of leave s

Select Supervisor( 000001 - jeffrey.mo |

Please enter Remarks information(S00characters) | |

Pleaze enter the copied e-mail address (separated by|

a semicolon) =

Leave Code Assigned Unit Used Balance Previous Year Adjust Balance Current Year Current Distribution Current Entitliement

Paid Sick Leave 6.00 Days 0.00 o.00 0.00 .00 6.00 .00
Personal Leave 30.00 Days 0.00 0.00 0.00 30.00 30.00 30.00

Click leave type dropdown list, select leave type you want to apply

ClickEa to select leave start/end date

Click Duration pane, system will automatically calculate leave days via vacation dates
Select Supervisor: Direct up level

Click Submit button, system will send leave application to your supervisor for approval

3.4. Leave Application Modification

Click Time Admin > Leave > Approval Status
@ rame s mchellseng (PERSONVEL. PAYROL TIME ADMIN

Leave Application Records (Print off Single)

Leave Type From End Duration Apply Date: Remark
Mandatary Annual Leave (5052009 (5572009 100 (i8r009 testing E
Mandatary Annual Leave (510542009 (150572009 000 (0572009 testing ﬁ V_
Mandatary Anrual Leave (50542009 (15572009 100 (572009 TEST E

Click

3.5. Leave Approval Status
Click Time Admin > Leave > Approval Status

to modify leave start/end date

4. Attendance Records Query
Click Time Admin > Attendance Records



it Home 3 john.v

Select Period
01/07/2009
02/07/2008

08/0712009
070712009

05/07/2009
10/0712009

14/0712009
15/07/2009
16/07/2009

17107/2009
18/07/2008

18072009

PERSONMNEL  PAYROLL

Normal
Normal
Normal

Normal

Normal
Normal
Normal
Normal

Normal

TIME ADMIN

09:27 1857
09:34 1841
10:02 1854

0827 20:38

Time Record

20:59
20:01

21:24

18:42
18:07

2 18:52

18:50

18:21

Show All Records (M

Late for work for more than 1 Times

Late for work for more than 1 Times

Late for work for more than 1 Times Missing out time 1 Times

Late for work for more than 1 Times
Late for work for more than 1 Times

Late for work for more than 1 Times

Remark

B



5. Manager Portal

PERSONNEL _ PAYROLL  TIME ADMIN

D TASKS H @ SEARCH B

Before 5 records / Total 0 records

—

ETOOLS B

I NOTICE

@ Payroll and Benefit module is not avaialbe now!
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5.1. Staff Query
Click Manager Portal > Staff Query

g‘ Your Company Name
|:| eBaoTech Corporation

Click the folder icon and you will find your subordinates list, and then click one staff name or staff code to
view his/her details authenticated by HR

5.2. Staff Balance Check
Click Manager Portal > Time Admin > Leave Records > Records > Balance Check

—

= Manager Portal

it Home + User :john.wang PERSOMMEL — TIME ADMIN

Leave Record Report Balance Check Import Records

Dutput Mode | Detal v| | Report Mode (v |

Date Range 01/08/2003 i 21/08/2009 i

Staff No. Staff Hame Leave Policy Leave Type Date From Date Exp. Duration
Total 0

5.3. Leave Approve (HR System)
Click Manager Portal > Time Admin > Leave Approve > To process

5.4. Leave Approve (Email)
Double click email attachment you received and then do the related action (Approve or Reject)



5.5. Staff Attendance Query
Click Manager Portal > Time Admin > Attendance Check

RANGE

:Jjohn.wang Personnel TIME ADMIN

[<] o1/07/2009 - 31/07/2000 [ > | Page ( 1/1)

® MNote i Only data within attendanc peried is available

Staff No. 1/2 34 58 68 7. 8 |9 |90 #1213 1|15 165 |97 890 M 2 B HNEH OB
- - - 80 80 80 80 - - 80 00 80 B0 - 80 &
- - 80 |80 |80 80 - - |80 a0 80 80 8
80 |00 | 80 80 - - |80 20 B8 |- - - |- 80 80 80
- - 80 |80 |80 80 - - |80 80 20 80 -|- 80 80 80
80 | 80 80 80 8.0 B0 80 80 - 80 80 80
- - 80 | 80 8.0 80 20 80 80 80 80 - - 0 8
80 | 80 80 80 80 80 80 80 B0 |- - 80 |80 80| - - 80 80 80
yudong shen -|/-|-|-|- - 8080|880 80 - - |80/ 80 80 8.0 80| B0 &0 80 B 8.0
zhixin hu -/-/=-/ == - 80|80 00 - - 00 00 00 08 - - 80 &0 0|80 80 0 80 80
- - 80 80 80 - - 80 0|80 8.0 80 | 80 80 D|gD|-|- 80| 88|80
80 &80 |80 80 - |- 80 80 80 80 08 - - |80 80 80 80|00 - - 80 80| 80
n 0.0 0.0 0.0 00 0.0 0.0 880 800 800 800 00 00 800 720 800 720 720 0.0 00 880 880 830 830 720 00 0.0 800 880 880

Click one Staff Name or Staff Code to view attendance details



