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information on policy, processes and procedures for all levels
Compensation 3| of employees. You are automatically logged into the HR Due to the observance of a public holiday in

_ location and role. You will remain logged in as long as you are | ync support (HR Support) will not be available
Payroll

Holiday and Vacation

active in the site. You can also access the HR Knowledge Base ' on August 17 and 20th.

through VPN, as the pages will respond to tablet and phone

Additional questions, please contact the HR Service Center via
Expense/Travel Policies LIVE CHAT.
HR Systems Guidance E Chat with HR Support
Learning and Development

My HR Support Cases
OHRP v Case ID v Case Title v Case Status v Last Updated
Career Development 30901 Vacation Open 7/7/2016
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Holiday and Vacation . . .
Work/Life Effectiveness

Global HR Policies The following materials on workplace efficiency were developed by the Organizational Efficiency team to
address two of our primary time-wasters. This is part of Work-Life Effectiveness training. Please review the
Compensation 0| recommendations carefully, print and refer to the job aids frequently, and take action to make personal
changes to create a more efficient workplace at Lenovo!
Payroll 1. Email Productivity
Training Package - ENGLISH, MANDARIN
- 2. Effective Meeting Management
Expense/Travel Policies Training Package - ENGLISH, MANDARIN
Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
HR Systems Guidance Meeting Templates - ENGLISH
. 3. Contributing @Lenovo
LEETINE SNe) B S mE Training Package - ENGLISH, MANDARIN
OHRP For more information on Organizational Efficiency, click here.
Management Processes >
Gifts and Services >

Knowledge Base Links

Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
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located in the same country as you. To do this, choose from the countries in the above drop down list. You will
remain logged into that country, until you change back to your home country. After 30 minutes of non-activity, the
HR Knowledge base will sleep, and the next time you click anywhere in the site, it will re-log you in within your own
role and country.

location and role. You will remain logged in as long as you are Lync support (HR Support) will not be available
active in the site. You can also access the HR Knowledge Base ' on August 17 and 20th.
through VPN, as the pages will respond to tablet and phone
screens.

Expense/Travel Policies

HR Systems Guidance

Learning and Development

OHRP

Career Development

Management Processes

Additional questions, please contact the HR Service Center via LIVE CHAT.

B Chat with HR Support

My HR Support Cases

v Case ID v Case Title v Case Status v Last Updated
Gifts and Services >
30901 Vacation Open 7/7/2016
Separation 2| 19815 Expenses Report Closed 5/10/2016
Acquisition .
Frequently Accessed Documents My Recently Viewed Documents
Total Rewards » P3 » Pay Total Rewards » P3 » Pay

Payroll » Payroll Calendars — AG Payroll » Payroll Calendars — AG
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> Tools and Sites
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Human Resources

>

View By: Location v « Amy Howard
Q Search Knowledge Base SEARCH

Employee Manager

Global HR Policies . . .
SR oL ife Effectiveness

Payroll

Our employees have told us that they want to have more flexibility and balance around work and other aspects
of their life. Having a balanced and effective work-life enables our employees to be more productive and
engaged. The Global Taskforce on Organizational Efficiency has put together the material below to assist you
in identifying ways to change the way we work and organize priorities.

1. Pre-read

Flexible Working Arrangements
Homeworking

Making It Work

The Business Case

2. Webex Recordings - Manager Training Sessions

- WebEx Recording - NA/LA/EMEA Manager Training Session, May 7, 2012 (includes Q&A; English): click
here.

- WebEx Recording - AP Manager Training Session, May 10, 2012 (includes Q&A, English): click here.

Conference Call Recording: China Manager Training Session, May 10, 2012

Career Development 3. E-briefing - ENGLISH, MANDARIN, ENGLISH WITH VOICE RECORDING

Management Processes

Gifts and Services

Separation

Acquisition

>
>

>

>

4. Getting Started - ENGLISH, MANDARIN
5. Lead by Example - ENGLISH, MANDARIN
6. Email Productivity

Training Package - ENGLISH, MANDARIN
Job Aid (print and post in employee work areas) - ENGLISH, MANDARIN

7. Effective Meeting Management

Training Package - ENGLISH, MANDARIN

Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
Meeting Templates - ENGLISH

8. Manager Work Life Discussions with Employees - ENGLISH, MANDARIN

For more information on Organizational Efficiency, click here.

n Open HR Support Case
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Aﬁﬁiﬁ%ﬂiﬂfﬁ (HR KnOWIGdge Base) ﬁﬁ?ﬂﬁﬁﬁﬂ#&ﬁ China Training Schedules
TREADFRBEK © fiEIES  MAENRRRERERLER
Personnel ) MIELABHMRS - WNEASRENER  MEKHERE  rpmEfa RS S A EXESH
£ AR BREEMERUERIVER - R - ANFRIIREX
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Q Search Knowledge Base SEARCH
Internal Transfer

Job Transfer

Aim to providing more opportunities to employee, Company supports the Job change and transfer for the

qualified employee.
Demotion

The transfer included the job change and transfer between LC and Lenovo correlative company.
Other Changes Note: As the correlative companies (such as LCFC, SunIT) have different HR system with LC, when

meeting the transfer between t correlative companies and LC, Employee should resign first and initiate the on
Global Transfer boarding process in the new company.

Please study the relevant policy first, and chose the right way to finish the process.

n Open HR Support Case
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kﬁﬁiﬁ%ﬂiﬂ&_ (HR KnOWIedge Base) ﬁﬁ?rﬂﬁﬁﬁﬂﬂﬁﬁ China Training Schedules
TREAHDFRBER « RIBES| > MEARFUEREFRLER

Personnel Y THELABHMRS - WNEASAANER  MEKHERRE mamEaG LIRS RiHE A HXEEH

£ MRFEENERUERIVER - RF - ANTREMIRES
_ BARVPNES - ERETESERRFISNERHAE. Workday Online Forms 5 S8 B2 & 41
Learning & Development >

MIEAERESRBANTRAR » AT EBFHIRBMESFHAN  KPHEE#{TH  i5F20165E8 B5HFT=HIEE
MRSRT  GANBTERTHPHER BRUNEAXER yEpEil fEsas

Foreign Affai > = e Ty SR - .
FANFBHEMFRIE - 58 0 GHMTRRSE P %EANE

XK NENZEHNREENNAS - MELEFNELAATLER
HR Systems Guidance 2 FR - BHITFHEY - MEBE307 HRETEMRE - RE

REHEARRRS - HEFBRXSETEHERERN THRSENETINALERBEAS

o N

Additional questions, please contact the HR Service Center via LIVE CHAT.
Global HR Policies & Chat with HR Support
OHRP Fast Route HR System Guidance

Career Development Total Rewards » P3 » Pay Total Rewards » P3 » Pay
Payroll » Payroll Calendars — AG Payroll » Payroll Calendars — AG
My HR Support Cases
v Case ID v Case Title v Case Status v Last Updated
30901 Vacation Open 7/7/2016

19815 Expenses Report Closed 5/10/2016
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Other Changes - RIRAMAXER - MEKBH - job profile ~ AR LCEEEZULEANFIRAI T » WHERAHE X
- 5 g — e (A BE RS20 T AU HRPAREL A RIS 2 -

- FEAFNEXEEETSEHRKBEEE WH--EZIAE
Global Transfer http://lenovocentral.lenovo.com/hr/mgr_knowledgebase/document?DOC=LEN94029
- B RS EERT S £ HRKB : http://lenovocentral.lenovo.com/hr/knowledgebase/document?

DOC=LEN18656E{ % http://lenovocentral.lenovo.com/hr/mgr_knowledgebase/document?DOC=LEN 18646

Internal Transfer

Global Assignment

- The Job change related information (For example job profile, effective date etc.) Should be confirmed
with HRP before initiate the change process.

- Below linkage for Job change related process
http://lenovocentral.lenovo.com/hr/mgr_knowledgebase/document?DOC=LEN94029

- Below linkage for Job change process in the workday
http://lenovocentral.lenovo.com/hr/knowledgebase/document?DOC=LEN18656
http://lenovocentral.lenovo.com/hr/mgr_knowledgebase/document?DOC=LEN18646

n Open HR Support Case
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address two of our primary time-wasters. This is part of Work-Life Effectiveness training. Please review the
Compensation 0| recommendations carefully, print and refer to the job aids frequently, and take action to make personal
changes to create a more efficient workplace at Lenovo!
Payroll 1. Email Productivity
Training Package - ENGLISH, MANDARIN
- 2. Effective Meeting Management
Expense/Travel Policies Training Package - ENGLISH, MANDARIN
Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
HR Systems Guidance Meeting Templates - ENGLISH
. 3. Contributing @Lenovo
LEETINE SNe) B S mE Training Package - ENGLISH, MANDARIN
OHRP For more information on Organizational Efficiency, click here.
Management Processes >
Gifts and Services >

Knowledge Base Links

Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
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Additional questions, please contact the HR Service Center via LIVE CHAT.
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Global HR Policies . . .
SR oL ife Effectiveness

Payroll

Our employees have told us that they want to have more flexibility and balance around work and other aspects
of their life. Having a balanced and effective work-life enables our employees to be more productive and
engaged. The Global Taskforce on Organizational Efficiency has put together the material below to assist you
in identifying ways to change the way we work and organize priorities.

1. Pre-read

Flexible Working Arrangements
Homeworking

Making It Work

The Business Case

2. Webex Recordings - Manager Training Sessions

- WebEx Recording - NA/LA/EMEA Manager Training Session, May 7, 2012 (includes Q&A; English): click
here.

- WebEx Recording - AP Manager Training Session, May 10, 2012 (includes Q&A, English): click here.

Conference Call Recording: China Manager Training Session, May 10, 2012

Career Development 3. E-briefing - ENGLISH, MANDARIN, ENGLISH WITH VOICE RECORDING

Management Processes

Gifts and Services

Separation

Acquisition

>
>

>

>

4. Getting Started - ENGLISH, MANDARIN
5. Lead by Example - ENGLISH, MANDARIN
6. Email Productivity

Training Package - ENGLISH, MANDARIN
Job Aid (print and post in employee work areas) - ENGLISH, MANDARIN

7. Effective Meeting Management

Training Package - ENGLISH, MANDARIN

Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
Meeting Templates - ENGLISH

8. Manager Work Life Discussions with Employees - ENGLISH, MANDARIN

For more information on Organizational Efficiency, click here.

n Open HR Support Case
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Additional questions, please contact the HR Service Center via LIVE CHAT.
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Our employees have told us that they want to have more flexibility and balance around work and other aspects
of their life. Having a balanced and effective work-life enables our employees to be more productive and
engaged. The Global Taskforce on Organizational Efficiency has put together the material below to assist you
in identifying ways to change the way we work and organize priorities.

1. Pre-read

Flexible Working Arrangements
Homeworking

Making It Work

The Business Case

2. Webex Recordings - Manager Training Sessions

- WebEx Recording - NA/LA/EMEA Manager Training Session, May 7, 2012 (includes Q&A; English): click
here.

- WebEx Recording - AP Manager Training Session, May 10, 2012 (includes Q&A, English): click here.

Conference Call Recording: China Manager Training Session, May 10, 2012

Career Development 3. E-briefing - ENGLISH, MANDARIN, ENGLISH WITH VOICE RECORDING

Management Processes

Gifts and Services

Separation

Acquisition

>
>

>

>

4. Getting Started - ENGLISH, MANDARIN
5. Lead by Example - ENGLISH, MANDARIN
6. Email Productivity

Training Package - ENGLISH, MANDARIN
Job Aid (print and post in employee work areas) - ENGLISH, MANDARIN

7. Effective Meeting Management

Training Package - ENGLISH, MANDARIN

Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
Meeting Templates - ENGLISH

8. Manager Work Life Discussions with Employees - ENGLISH, MANDARIN

For more information on Organizational Efficiency, click here.

n Open HR Support Case
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Additional questions, please contact the HR Service Center via LIVE CHAT.
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Our employees have told us that they want to have more flexibility and balance around work and other aspects
of their life. Having a balanced and effective work-life enables our employees to be more productive and
engaged. The Global Taskforce on Organizational Efficiency has put together the material below to assist you
in identifying ways to change the way we work and organize priorities.

1. Pre-read

Flexible Working Arrangements
Homeworking

Making It Work

The Business Case

2. Webex Recordings - Manager Training Sessions

- WebEx Recording - NA/LA/EMEA Manager Training Session, May 7, 2012 (includes Q&A; English): click
here.

- WebEx Recording - AP Manager Training Session, May 10, 2012 (includes Q&A, English): click here.

Conference Call Recording: China Manager Training Session, May 10, 2012

Career Development 3. E-briefing - ENGLISH, MANDARIN, ENGLISH WITH VOICE RECORDING

Management Processes

Gifts and Services

Separation

Acquisition

>
>

>

>

4. Getting Started - ENGLISH, MANDARIN
5. Lead by Example - ENGLISH, MANDARIN
6. Email Productivity

Training Package - ENGLISH, MANDARIN
Job Aid (print and post in employee work areas) - ENGLISH, MANDARIN

7. Effective Meeting Management

Training Package - ENGLISH, MANDARIN

Job Aid (print and post in employee work areas and conference rooms) - ENGLISH, MANDARIN
Meeting Templates - ENGLISH

8. Manager Work Life Discussions with Employees - ENGLISH, MANDARIN

For more information on Organizational Efficiency, click here.

n Open HR Support Case
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