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Welcome Message

Welcome to Guangdong University of Foreign Studies!

This brochure provides tips and reminders for work and life in
GDUFS campus, aiming to help our new international colleagues to
get accommodated to the new environment.

Each faulty has a contact for international colleagues. You can
always reach out for help from the faculty contact or international

office whenever in need.

We wish you an enjoyable stay here at Guangwai!
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1. Staff Directory
TAEANB R AR T

International Office EFr&S1EEARZFHAL
@® Secction for International Teachers #MEE FE}

Tel:36207047
Email: ete 63@126. com
Office: Room 324, Administration Building, North Campus
IhAE s AURATEUE 324
GAO Fei (Marissa): Section Chief
AR BHC
Fan Shihuan(Vicky): Project Assistant
Xk B
Section for International Exchanges/Hong Kong,
Macau and Taiwan Affairs [ FrAZ A #H G 22 RE
Tel: 36205303
Section of Official International Visits Administration H 5%}
Tel: 36207049
International Project Section il H &}
Tel: 36317267
Confucius Institute Affairs Office LT HFEIHPA=E
Tel: 36317267

Academic Research Division F}HFib

Project Management Section/Research Division il H %}
Tel: 36207045

Achievement Management and Social Service Section ¥R 5

A2 iR 55

Tel: 86318201


mailto:ete_63@126.com

Human Resources Division AZEAb
Tel: 36207069

Academic Affairs Division #%4b
Tel: 36207053 (North Campus JERZX)
Tel: 39328012 (South Campus FgRZ[X)

Security Division £ B4k
Tel: 36206999 (North Campus LX)
Tel: 39328110 (South Campus FiAZ[X)

Maintenance Service for Apartment T5&4E5 5
North Campus (Ib82) :

» Foreign Expert Building, Building 94 and Building 96:
ShERE (IR | 94 FR. 96 Hi
Reception for reporting repairment i 1ZH £ -
Front desk of Foreign Expert Building ML &
Tel (BEZ& H1E): 36207237

> Building E E #
Reception for reporting repairment fAZH /& :
Front desk of Building C (the building next to Building E)
CHRET &AL (CHRAE E FRERAE)
Tel (X A& FE1): 36641339
South Campus (FF1%) :
Reception for reporting repairment i f&Hh & .
Front desk of Exchange Center “Z ARy H LA &
Tel (¥ £ HL1%): 39328328

Internet Service Center &R0
Tel: 36207209
Address: Room 401, Teaching Building 2



2. Residence Permit

JaeR vl

A. Function of Residence Permit
JEE VAT HIThRE

Residence Permit acts as a certificate to ensure your legal stay
in China within the validated period and also a multi—entry Visa
enabling you to visit mainland China to and from.

J B VR RSB AE AR I R) i B R BRI, IR IR D Y E AR IR
H

Your application must be sent to the Division of Exit and Entry
Administration of Guangzhou Municipal Public Security Bureau within

b

30 days after you enter China with a ‘Z’ visa.

A B 7 SUE B, ST ARSI P E S 30 KAEI M A
B AL FE R R VR AT
The International Office will help you with the application and

extension of the visa/residence permit.
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B. Extension of Residence Permit
J& B VF T R SE 35

The period of validity of your Residence Permit is shown on your
passport. 10 will help you to extend the work permit and resident permit
after the contract is renewed.

o B VE R A ROYIAE S IR B VR R DUbRTE o [ o AR i ) 5
B APRIE SR & A ROH N AT N &R .

If you need to extend your residence permit for other reasons,
please make sure to contact IO 3 months before the permit expires
to leave sufficient time for the application.

E PRt AR R SRS R T, B ) AR A JE B Vv
At 75 98 3 = B VR ROTE L, TR AERSUEA RO 3 D H KR E
PRACAE R REUESE AL

Please pay attention to the Date of Expiry of your Visa or Resident
Permit. Penalty shall be imposed for any period of illegal stay in China
for the first time and more severe punishment for the second offence.

VH 55 0o IV A8 1) Jo B VR AT I R) o A BAOR Ip B 5 — R TR
e TR, 2 0K T 5™ EE A AL AT .



3. Residence Registration
BEAb N B B il A

According to the relevant rules and regulation, foreigners should
go through the registration formalities with the public security organs
in the places of residence within 24 hours of arrival. Please go to the
local police station to complete accommodation information registration
as soon as possible after you settle in, and apply for the Registration
Form of Temporary Residence for Visitors. You are required to update
your information as soon as possible each time you obtain a new visa
or residence permit at the police station.

TR 1 B A IR IR RE , BEAM R N FEHRA JE (3 24 /N N EEFRTE
IR B AT N A B . EERERARENR AT A B I RIS Bt 2
T B E B VF AT e, R R BIR tH BT S IR A e B .

Please refer to Appendix 1 for materials required and the addresses
of the police stations.

HH I IR A SO AL AR HE P st bk 1 DL B 1

BESP N A I 1 e R
___REGISTRATION FORM OF TEMPORARY RESIDENCE FOR VISITORS




4. Cards and Certificate
KW uEtk

A. Main Function of the Campus Card &£ FET)6E

The Campus Card is the only official identity card on campus.
It is an all-in-one device which allows owners to enjoy services at
GDUFS-owned canteens, supermarkets, clinics and libraries.

] = 7 PR ] PN E— B 7
MEER R, FARERTAESER X
NIEATIH 2 RIT . B D SEE 3

The Campus Card is a Pre—paid

Card. It does not support purchases on

loan or on credit.
RN TR, HHETRER
.

(a) Campus Card as Identity Card S ik

You can prove your identity as an international expert within the
University by showing it to the security staff asking you to confirm your
identity. You can also log in the WIFI network of the university in the
library and in covered teaching areas by entering your staff number, both
in the ‘User’s Name’ slot and in the ‘Password’ slot.

AR RN R ESRIE 7R S S A e, BB R r AR oy 8 4h
FEHOTH SR ] LB P A A S A S AR A BB g
SERARE IO, %A 1R & XA LXK

(b) Campus Card as Library Card K& H <

To get access to borrow books from the Library, please file the



application to the Library with the Guarantee Certificate provided by
your faculty. With the Campus Card, you can borrow a maximum of 20
books (Chinese or English books) or 5 books in other languages each
time for a maximum period of 60 days. When a book is due, you need to
go to the Library to return or to renew it if needed; the overdue charge is
0.1 RMB per day for each book.

FEARZIE R T AE AR B IR A P P A5 o i P 4 7 EE S Tl S 5
BRR, 5B R e 2 B BAE R 5 )5, 21 B3 1E 203845 B R IT38 .
Rk % I 20 Arp /e SCE @ S, 5 A/ ERE P i/ B i B
fE 1A 60 K.

You are required to return all the borrowed books to the Library
upon your leave at the end of your contract.

WA C B A BB AR AAE 1, w] BB IE P ERSE T8 AN
ST B BIE R RAE, N RIe B4, AR TN R
M. 15 BRI RETHE BT A 5 B 5

(c) Campus Card as Pay Card {37H %% F

You can pay with the Campus Card in University Canteens, the
Sunshine Supermarket (also called Xing An Chao Shi in Chinese) at
the South Gate of the campus, Grand Deer Supermarket (also called

Ju Lu Chao Shi in Chinese) and under many other circumstances.

R TR AR SO R AR S22 T R B R T sl i

B. Recharge the Campus Card FRAEREF

Cardholders may recharge the card at the cash recharge place on
both campuses or top up the card online. Please refer to Appendix
2 for top—up online.

FeME: FHP Al Rl R BT AR IX Fe B A TR E B AT AR 2R FE M .
FEL TR TR 51 W 2.



C. Where to Recharge FR{EHb
==p Room C302 of Lab Building on South Campus
== Room 103 of the 2nd Teaching Building on North Campus
Dl refEm: PR X SLik C302 =
ABRZIX 5 — Ak 103 =

D. Report of Lost Card and Reapplication R+ ZE R K#pip
Go to the Card Center and apply for a new card at the cost of
30 RMB.

BRI R EE AL, A 30 TR IATE

E. Office hours of the campus card administration office %[
O AR [A]

Monday Wednesday, Friday: 9:00—16:30

Thursday 9:00—13:00

J—2 =, B 9:00—16:30, VY 9:00—13:00

F. Contact ZpE-FHLERRT
North Campus: Room 103 of the 2nd Teaching Building
e X : #0103 =
Tel (B R H1E): 86312111
South Campus: Room C302 of Lab Building
FARLIX s SEEME C302 =
Tel (B FRHIE): 39328051

10



5. Payroll
Titif

The payroll detail can be checked through the university finance
system. Please refer to Appendix 3 for guidance about checking and
printing out your payroll information.

B AR TE PRI AR 95 R G AT A . B AR S AT B
8517 WA 3.
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6. Accommodations

(B3

Accommodations are provided for our international teachers and
their families. Each apartment has an air conditioner, a refrigerator
and a washing machine. The apartments also have televisions, beds,
basic furniture, and writing desks. When you check in for the first
time, some of the apartment requires 100 RMB as key deposit.

REENANEEZUN SR B IR TE . A1 X BT A il =5 1M
URFE SBE AR, BARZEH . KA K. 5765, MENHDH&
FAF 100 TR 5

Before checking in, teachers living in Building 94 and Building 96
on North Campus need to purchase the electricity card at the electricity
service center where is also the place for recharge, and apply for
network access from the university IT center at Room 409, Teaching
Building 2.

FAEAEHZ 94 HR.96 MRA L 5 77 Z AR AT 2 TREARSS & — S i i
(KRB 5514 JpB L RTEME, FFE] 2 #0409 W4 LS T8 M
%%

12



Electricity service center & Hi & [

Address : next to the university clinic

Huhk: BB 55

Office hour : 9:00-12:00, 15:00-18:00, Monday~Saturday
TAERFE]: J—2 7S 9:00-12:00, 15:00-18:00

Tel (K F HL1E): 36204808

IT center [X%% M.

Address : Room 409, Teaching Building 2

Hudik: 2 #0409 =

Office hour: 8:30-12:00, 14:00-17:30, Monday~Friday
TAERFTA]: J—& 5 H 8:30-12:00, 14:00-17:30
Tel (BE &R HE1E): 36207209

Internet Access is available for Foreign Expert Building, Building E
and Exchange Center at South Campus. Internet fee is deducted from the
salary with the standard of 30 RMB per month and the electricity fee is
deducted according to the actual power consumption each month.

JEAEAE AR AN 55 B 28 H 22 R g — T, B A3 9
N300, WEEH LHME: mitiing ST AR Hbak, L
RS F e A BRI 24 ) HEL 2k

For the sake of your own safety, visitors or guests are required to
register at the reception desk. All visitors are required to leave the
Foreign Experts building before 10:30 p.m. Due to epidemic situation,
off-campus personnel or vehicle should get the approval from the
university to enter the campus. Please refer to Appendix 4 for the guide
for application of off-campus personnel and vehicle to visit the campus.

NI 24, TTRANRRENTGEENGSEIL. A%
FEME | 10:30 AT IT. BEIG DI BIARL AN 51 K A NAL e S AT 2
ITHITE . RPN BRI ZER IS ARTR 515 2% I 4.

13



The public kitchen and the café¢ “Home for International Faculty”
on the ground floor are open to our international teachers.

PPN ERE— R AL A “ A e T, ATEEA R
AN

Please note that all apartment property belongs to the University
and should not be removed. If structural or furnishing repairs are needed,
please contact the front desk.

FUM A e T R, AvBERERE. WG 5 Kk
FEAETE, WERARETE RS 5.

For maintenance service of the apartment, the furniture and electric
appliances, please contact the maintenance reception desk. The contact
can be found in part 1 “staff directory” in this brochure.

NI TG & 7 B s R 4E 1, B K BQEBIES B AR 1
B CTAENBRARTT A A ETE S 42 s AL BT IE .

14



7. Health Care and Medical Service
By PRt

General Service —MARS

If you need to see a doctor, you can go to the University Clinic (on
North campus, near the cherry blossom garden; on South campus, near
the logistics building) or public hospitals in Guangzhou. The university
has purchased accident and medical insurance for international
colleagues (colleagues whose contract are signed with GDUFS) staying
in Chinese mainland. Medical expenses from the University Clinic and
public hospitals in Guangzhou can be partly reimbursed. Please refer to
Appendix 5 for medical expense reimburse guide, as well as detailed
information of the accident and medical insurance, including insurance
liability, procedure for receipt download and application of claim.
Medical expenses from private hospitals or hospitals outside Guangzhou

will be covered by the employee himself/herself.

AT 2, AT LR AR R S5 B CIER X AE Bl BT 5
RRIX By AT A X B D [RBRA 3P 3T A R 5 R fi
FRFEDHE WA B M A LS . AN SR & H

15



SR LS N AN T RS, (ET P SLER B iti2 SR A By 7 7™
A AR 9 R BRI R AR ES A mI IR A . AR 55 A2 B IR
W BT ORISR Vu s AR I A 5.
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8. Communications
iR
A. Mail HRfF
® Your mailing address for North Campus:
ABHRZIX f 22 i {3 bk
Name

C/O: International Office
Guangdong University of Foreign Studies

2 Baiyundadaobei

Guangzhou 510420, Guangdong Province

P.R. China

FETMET AT KEIL 25 JRIMEINH Ky B ¥
(HmEE4)

HE%: 510420

® Your mailing address for South Campus:
P AL X )22 i {3 bk 2
Name
C/0O: XXX School/ College
Guangdong University of Foreign Studies
Higher Education Mega Center (Da Xue Cheng)
Guangzhou, 510006, Guangdong Province

P.R. China
HH T R ZE 3R AR AME AN TR S XX XXX &Rt
(Fm 4D

HE%: 510006

17



B. Telephone Hiif

Some apartment unit has its own telephone and private number. To
dial on campus, dial the last four digits of the eight digit number. To dial
off-campus to Guangzhou City, dial 9 before the telephone number.

o MR by 22 A FETE o ANEARA TR N A, )T Bk 8
PRSI H) G 4 A0, WEIRITRAMT A HLGE, 15584k 9, ik 8
(VALERFRCR TN

C. Guide on GDUFS Email Application ] #MiB5E H 515 35|

LEEE A, ikt R MRS
Login to the website “# &4}, Click on "¢ [d ¥ Il 45" at the bottom

right

Favorite 1 ﬂm Personal reminder
@ Create f... Add App < S &h: 2
v bayx 201610101 @camail.gdufse.. | FiE: 2
£ 0| FFH: 29

luhui@gdufs.edu.cn | #E: 0

A AR TR ]
j L HERER] 2
SRR PASE.. 2

@ Mentors Setting FIRs a WisEERE(VPN)

18



ol R MRS

1.0.0 ABERS

Service description

(PAEESE SR |

Enter App No Longer Display

20EFE “TAMIBFEAS N H i
Click on ] ZMHEFE N N HE”

HENES
E @ @ @
FIEERIE VPNERIE ST mESE roEER
PR
-
& X = B4
=l TSR FANEETARE [5HIBREISEE

BEEHIEEEE, AR

k)

Fill in the application information and click on “F&%2
TR WA NN 8 A7 LA R EEA S A&
Note: The password you set should be a combination of 8 or more letters

and numbers

19



- EMR A A B (2}

HRE | COMEEAARNE HEA s maiay :
existing information does not
SEE A "B ATE: need to be modified
e i A
AR FHETIATES:

=: fill in your email address' name fill ir thie password you want to set

eg: XXXXXX@gdufs.edu.cn
fill in "XXXXXX"

iEE

By default, the system will take your job number as the account
name of the email. The account name you fill in will be used as an email
alias.

If you need to apply for a group posting function, please indicate
the group of students in the email. The information should also include
the students’ college and class.

TP BN TS NHRAEIK 54, HE B K-S 44/ D9 iSRG Jnl 44 1
Mo WRIETHERIGRERIIGE, TE L MSPE A BT B RE R 1 2 A R
MR, &R FEEER . ERLTRE,
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9. Mobile Apps
W HIFHLR ]

1. Wechat 745
® What is Wechat? 5 2447

Wechat is the most popular instant messaging software used in
China. 10 has set up wechat message groups to post notices from the
university and share the latest news of the university.

s (WeChat) 2K H il B 5 H A0 1 RIS 3@ R . o4
JES &AL R FIE, Ebrat g srA el RRE, TR A o

SR SIA =

® How to Download Wechat? #1{a] | #1315 ?
Download link for computer: https://www.wechat.com/en/ to

download the software on the PC end.

For smartphones: search Chinese characters “weixin” (PINYIN) in

the Apple Store or App Store. English version is avaible for this app.

HL Ao N #8%EF%:  https://www.wechat.com/en/

B HEFALAT LAFE Apple Store B8 App Store H i AN 7P &
“weixin”, F#EBIT],

Search @ _

[Exaupsise Mo R ) &R \WeChat

Discover

WeChat

’wochal © Cancel
it - -

Aaw

O £ 4 S e

21
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https://www.wechat.com/en/

® Recommended Wechat Official Accounts

HEFEYE AT
1) U8 4b (University Online Service Account)
This University Online Service Account provides online application

services. You can find it on Wechat by searching “gdufs-sc”.
WA Z A RS WAL P AR WA S5, ARG EER

gdufs-sc $K 2.
< gdufs-sc o Cancel

28 = EbTiR= XE BIRE INER [a]
More

gdufs-sc - Official Accounts

ERES Hb mlkes
EBEI I, SRR =AMNMEMT
EERESSEERSFA.

Followed

gdufs-sc
REF 132 [ oY 84 2R
% EhEXRT AR ERIE

2) JUMIANE ARSS (Services for Foreigners in Guangzhou)
This Official Account posts the policies and latest information

related to the work and life of foreigners in Guangzhou, including

epidemic prevention policy, COVID-19 epidemic situation and etc.

Search “gzwgrfw” to find it.

2 AT R AT A ENAE T M A AR S BUA RN 508 1
=

B, SR MPEECR . Pl RSO s A E

Official Accounts

Y &z -
HI5S : gzwgrfw — BERERMHEA TIFEXBERS
WER, REREIEINEAL,

Followed by 4 friend(s)

SER AR MHINEA TIEBREER i N
ERSHEE , RETETIENEA nEiEs| k35708

=+
EZE

uli=Ne )

R ER e 2



Appendix 1
B 1
Guide for Applying for Temporary Residence Registration
s il 455 |

A. Guide for North Campus Jt& 703 Il 18 B0 18 51

Address: Outside the North Gate of the North Campus

Huhk: AL I TANE S =

Office hour: 8:30-12:00,14:30-17:00, Monday-Friday

TAERFA]: A —Z% 8 # 8:30-12:00, 14:30-17:00

Application materials:

A PR

1. Passport with valid visa or residence permit. (If the valid visa is
in the passport, you can bring your passport only; if the valid visa is in
an old passport, you should bring both the old and new passports).

1. Ahr BR A DA S B 4 IR B 28U BV A] (U RS IR
AP B P RERTRT, a0 ERIEAE IR IR b, 7 S (RN
T IHI D

2. Application certificate provided by 1O.

2. misAT g & id B R, PR Ab St

B. ERIHEIGEAEIEEICHES] Guide for South Campus

Address: Xiaoguwei Police Station (No. 16, Mingzhi Street, Center
South Street, University Town) (near Center South Metro Station EXIT
A)

ke MRS A D KR A 16 5 (RIRSEINE A
PO /N B IR HE i

Office hour: 8:30-12:00, 14:30-17:00, Monday—Friday

TAERTE: B —Z 5 8:30-12:00, 14:30-17:30

Tel: (020) 3933 9151

23



Application materials:

bR

1. Original and photocopy of the contract.

LA R R AR B Bt

2. Passport with valid visa or residence permit. (If the valid visa is in
the passport, you can bring your passport only; if the valid visa is in an
old passport, you should bring both the old and new passports).

2. AP IR DL S T iR B5E BOR R B VR ) (A RS IEAE
AP B IE TR, WA AU R L, 7 2
R IHAHED .

3. Application certificate provided by 1O.

3. E S G ek, E BRAb gt

24



Appendix 2

B 2
Guide for Charging the Campus Card on Wechat
DA MIELANT R R ]

1. Follow the Official Account “Z{&) 47 .
FKYERAAT “BET I
< Q

HEr
FHEIMESBAY
R

BE, Sl9HREK! 2HUMEBNT MEBERELSS
EERESTES.

Soriginal article(s)

398friend(s) following

2. Enter the official account. If you are using it for the first time,
please bind your account at first. (The account number is the number of
your campus card, and the initial password is the last six digits of your
passport or other identity card).

BEANAIRT, B NE—AERZ A AT, ERFE Bk (K
SNRE RS, WIREMS NS UEE SR E ST .

25



< HErs 2

15:38

) g, WORETFRIMEIEA

= FEIRE -~ FNHHTICRT
SMOE RN RRRIRIET, 7
fEImER BB £ EFTE,

REFREEALR? SEHRE:
REFRETEER

TS EE

Ste p 2 mEER

\-
Step1

BERE - BEERS - RERD =
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3. Enter the account. Follow step 3 and step 4 in the picture.
AR TG, WEEET B ER 3 PR 4,

< BEr o SN

15:38

(787, BOUESETFRINESR

FEBRE ~ BABAOTILRT
SEXNBRRRHER,
BRI B EEFENIE.

REFFZEELR? SEHIE:
REFHEEERE

NEEIE
REME Step 4
REE
St e p3m$¢&ﬂ%
BEAE AEBES w2

27



4. Step 5 Click the second button.
sl B A R S S — AN A

| REARSS I eps

[N =
BB WRE(ERX
+)
=
WRE (IEE
+)

5. Step 6 Click the first button.
PR R N B A —

28



> ISRz EE - wm

= FEAE AR IR IR FEAE FEIS/ARFE 1= EZ 03

=)
sk EE e Y DL 1S 25
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6. Choose the amount and charge.

ENFAE A, BIAT e A R

X & Translate Full Text >
SIS B EASHITES
SR Step7 s
£ W
307T 507T 1007¢
00JT 3007¢ 5007T
Step8

RiNFEE

BB

1LIFERTERRK,, BFKFAKREKS,
#Y 7EINEE;

2 KS—REBRATS, T2%I1S, £5
AERERFEHES;
SRERKFPERERIASBRIERM,

P EE DR TN }iiPOSﬁL
)ﬁ':U‘E, 7T REE K A RN

47 'LIEJ M\ﬁﬁlA 1EW(X"5, ﬂ*%/uga s
SNANCEY b EN ISR 6 00~23 00;

6. M EME N BA—. F 9:00-
13:00 A X 14:00-16:30, JEPII 9300-13200;

7 B {F Ol Z={E 0l EiiE A T VERTE
Save as Image >
< >

ﬁﬂ#
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Appendix 3
B 3

Guide for Checking Salary and Tax

B e Bk A g 5 |

Before checking the salary and tax, please make sure you have

logged in the VPN of GDUFS, which you

http://vpn2.gdufs.edu.cn. But there is no need to install VPN if you are

using the university network.

FEE W EH AL AT RAVES AT I ARHR AL VPN, s &
WA Z R REMERN VPN, 3 E W T bk T gk % A

can download on

http: //vpn2. gdufs. edu. cn, i FHRL el M Jc 75 4% HE VPN,

1. To install VPN, please click “EasyConnectlnstaller. exe” first,

and then click “[5] &”.

FTFF EasyConnectlnstaller. exe, i “[FlE” BIA] 52 %% .

€ Fas

LTINS

RMEEF AT TERESRZN. BECHE (NEED) ZRATE -

SEER

EEEEem it R NER
EERES ROFHY :
RONHFEARE. STURRFRAL S, —BEFHERRN

SEEABRAEMEXNE

EasyConnect (WiFFEC) HRERNEEHAMAT (LUTHE-RER
SSLVPNEFWE &, BHATAHRFAGERS, ERANZIEEARASFS

& (EasyConnect) T ABFRIENRIFSEBINE
FRETAEE HEW BREFEEEE
BraARE BRT

WS R

2. Find the “EasyConnect” on your desktop and open it.

FER IR EITIE .

E’ l—
¥ =3
- =

EasyConn...

31



http://vpn2.gdufs.edu.cn
http://vpn2.gdufs.edu.cn

3. Then click “[F] &

=] ==. »
A “HEE” .

BESH
REEFEszeds, SRR, SECERUTER

TFHRSRENERERTR (fasyConnect) BTTARFEESNEFSERSE. EERTT
RyFFANEZE, BESyFERSIEE, AER Ao ERSERERERETRIES.
EFLESTERETTE, —ECTREERERETRARES. IRTCCASENAARTEN,

— XTE~&
EasyConnect (IBREC) AFERREERGERLE (LITRER "FER" ) SFRFTELISSLVPN
ErATR, IHTHRFREE=: BEERNIER\RZSR,

—. EBus

1 EEAENEE, ATHSEAIFENERDENSESHNDE,. FasyConnectRENERS
HEEEE. MEe. KESEEHIAEssaEEE. BT

1EEE=0nE: AUEREESRE. BUG, FIRFETRE, LOSTEFEF=a8a.
FREE. UNEREEECuENER. EFeTEFNUENSSTuE UEnREATE
BENRE. SHTaakE:

1.2E~EREE. EE~RIECEBRVINESE, EFTLUESCCRTES. EREE, BT
FIITREAT, ERESIENECESVNESTECE. pRnkSasEsTenEaR, |

rEE: F=

4. Then click the icon which is circled in the picture.
sy B BT s AL

. EASY CONNECT

https://vpni.gdufsedu.cn v
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5. Enter your user name on the first line and your password on
the second line.
WMNERIH P 2 P28, a5 e
P )E 6 i,

6. Click the icon which is circled in the picture as below.

skt B s B

B rHRINENEAE
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7. Enter “HET4HL”  system from the school website.

Login “%E)"4}” . Enter your user name and password.

Rt E, A

Jﬁ%#ﬂﬁfﬁ?

gkl OF FOREIGN STUDIES

FRER  FEIA TAEE #ERFE FRER HAXER

8. Enter your user name and password.

MANERIKSAES (PRI, i N TS s i
FJE 6460 .

F—BMHAESER

A AFE
NS
a8 =B
NS
0 iCERS

ICER? S=niA
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9. Scroll to the bottom of the page, and then click the icon which

is circled in the picture.

R BN M TR R R, i

Q mAEs

BRI

[z) ~ABE AT
B Esht HEDALR...
£ wgsdzshven) ey 2
B sz

i e

@ mnun @ ms=s0ry

& rs55 @® sovermsms .

& =TEm @ s

T

10. Enter“ltf % % 4t (Financial Management System), click the
circled option ("Payroll") on the right toolbar.

BEN “M55 R G7 Ja i AT TRFR “HMEil” .

A e e
&b roEseE EEcEsSEOT, uSFRSTARS. ERA ENED. BniAssieis BESE

EALE E#» EHAO

Nov. [NBngalsls-chnd

FRANENREASFER

11. Click the first-circled option ("Payroll Inquiry") on the left
toolbar, and then click the second-circled option ("Payroll Change")..

BEN “Hr AW 5 A AT EAE “HMEl” — B
/f/b 2 .
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MSEEES

FINANCIAL MANAGEMENT 4

@atriness

o
(R BRI

12. Make sure to choose “7EHH T.%%(Salary)” for compare types. Set
the release time of your payroll, click "Search" and you can check on
details of your salary.

RSO R, kiR CFEERTTEYY o ARWETEE, AECRIBUT
I AT AR LRI F 4y, B e 20807, WD 200 R A

«gEEE =m x
- PAFEIEE
E=havees o EEEES: T RFEGE: SHEEES - TAFMES > FEREEIT
FEIRSTCE I Compare type: TLBR L&~
PN s
srETL - TSR FormDirection: Longitudina|®TransverseC

[ReteaseTine: 20220901 |t 2022-10-26 | | Payroo |

ERRS BEBEER LHHE HBIHBasic Wage B&E#&itTotal Gross Pay E#H

20229 ST (HINC

&

- 2022-09-28
FA)

13. If you want your payroll printed or exported for an Excel/ PDF
format, click “Payroll”.

WMFBATEP L, B0 H 5 H2H Excel. PDF #g3, siddi “ T
%” .

“ FEE =A M- L8 < FRlEEie- 1T :
- TAFEHES
ST EEES: T RERS: FHSARR -> TARMSE - - FHELHL
FRFESCE Compare type: TEid 22w
LoESrs
- TERTE FormDirection: Longitudinal ®TransverseC

Relcaseline: 2022-09-01 to 20221025 [l || Pavreot |

FT-E BEEH #WHE BRIEBasic Wage REaitTotal ¢

If an Excel format is needed, click “Export”. If an PDF format is

needed, click “Print”—*target printer”’—*save in PDF format”.

INFRE LB A7 Excel #630, midy “FH” o WIFR L5 A7
N pdf #5350, i “ITENY — “HARTEINL” — “5H77 N PDF” .
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e T LT, mE e

S s e Bt
=) :_ wd = %8 WA
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e e e ey e L SR B
o | ey, i e g ¢ EHIRER S
N I -Tm W e e i ]
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. . - e TR - o

e [ —.
- .= em -
==-] o e e—
— P w—
.
L
S — AT, N
N N . i M ]
P . e . il
SRR ThE _
T el A

hl=ﬂ-—'-#‘- [ il i S
—n WA
rusm == e e —
L . [~ =y ST —_—— s

e e e .
5
=

If you want to print your payroll, click “Print”.
INFEFTEN LB 8, di sy “4TED

AREN: [Englsh v] 7] AFE(IE: OFE SRW ORT ORB O
Adjust Columns (Greater Than 3):35 ﬁ
T R T TR PR e BNl FEL i A . ]
T 7T EEER T 1:!" i . I PN T gy o
- — 3 -
el i e . B e e e 5w Cat— [ 1 -
el b T . N [ =
L iarad st P o PR TR e B —_ M - _ .
i - e mrﬂ._—L " m o e T e m
—— il &
] e — [T AT e T W [= 1 -
edEEEE 1 RERE B .l [ 5 =8 R i b LT e - TR
N = ]
R e e —— muj
i T S " L Py e = =
e W mm— = o — -.n " - cw— w— - e
[y o r ol @ 1= N
= - = s cEm——
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If you want to check every detail of your payment including paid
salaries and deducted salaries, click the circled option ("Payroll Details ")
on the left toolbar in this Financial Management System.

INHAEE LHER, Ead 2N “HMA B , RENH)E
mir “Eil7, BIRTEE THRER.
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Appendix 4
B 4

Guide on How to Apply for Off-campus Personnel and
Vehicles to Enter the Campus

NGV TR BTN =

A. For off-campus personnel B4M A & HiEAR

1. Enter “% 254} system from the school website.

MRS RIEN “/ZT 487

ges v © A B KPR o B R

@ At r¥
GUANGOONG UNIVERSITY OF FOREIGH STUBIES HHEE

PR A [ HEHT SRR AL bk s e

2. Input your employee number and password to log in.
BN P A MG S RS
(Note: The initial password is the last six digits of the passport,

or the same as your employee number.)

GERFI: YIaa s o e N ey 5 —F. D

XK EWR@ & !

studies

=
() m—nnrss
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3. Enter the online service section by clicking “Zk I /33 K77,
BN & EIFEKRIT

Wiy & o ume P

w1 ) ot
o s | G BN

4. Click “ AN A H iF & ftt >, and the application form will be

generated.

TP “ANRHAB AL, AR I T IHE .

S . WSEEEHEE . FEDEE GO . AmEmESH

Ce

o NdEERESIE  IEEWSHENE

s ESEEmEEEE « FEEIENE (BFR)

= EERRENESE = FRELREIEREE

i

e o e . FRSEERSTEEE

o EEFIRRE « TEEERE
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5. Select the type of personnel to enter the campus: Off-campus
personnel from non-key areas for epidemic prevention and control.
RN A ARG B2 B XA A B
(Note: People from middle or high risk areas are not allowed to

enter the campus.)

GEREFI: XX RARARL. )

@7’-'1"};"

v i b
MNEZERIEFHE
HEEE: EiEETE]: 2021-03-14
NEASES - ~
T = 2 y
= = e
A sl el AR N e SRR ~
e s~ ==E ]|
. ) il AR TR BE AT “ T RS TP DA
b S W /]
it [ = [ @ = | B | [o]
FES EE SABMAR.. 90K | HES AErEMETEs |u B FAEE ESR
UFEERT EEESAR ARRASEIR ¥ SEESAR EESEARBARER.
mE MEEEET | SEHE/EEEES = 1 FREEE Y 1 == !
] jg‘.%g‘;méﬁ [ [FEEE | |
QO Fe
FARE: AP EESRERLEE, A (e, BEtR —I=Esm,

6. Select the campuses: Baiyun Mountain Campus/University

Town Campus/Baiyun Lake Campus.
RN : A= IR X R A IAL X/ iR X o
B
Rttt ¥

NEERiE L

=EER: ERSEHA] 2021-08-24
NEA RIS [SE*E- v
% & =P I e
T A ES sHES

EEEAER

- E - va == [ —
S1i525) | REE FHSHE e |

}ﬁS’#T\)\ﬁ%ﬁiEEEiéiﬂ?EiEEﬂ AEERHE LR , Pl ESAEE
TR |

— T T
T ERAT L PR

e —
(PR 7
SEARRE" [ ]| 9 = | & | o]
THEAEE SARMAR.. 2900 | sESArezmIEs (9 E SARE REE

LAIFEENT "ERERAR" ARMEAREHA, X ERESAR" R2ESHASMMASE.

= EeRE  |splEeEes| ) e Fi=
| ®@S5uE SEvrE
\ | ompure | EEE
+Eii]
TAFE: L EFERAESAERERES, IERE. hiE. SEFEIEEEA.
SEmi
B RS /NS i
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7. Select Identity type: Foreign teacher.
i 2= (e PN ES NG DR A S 1T
@ atwiriry

NEZERIEHY

HiEEa: ERTERTIAL: 2021-08-24
M AR B v
= & »h I = 2 e
t 8 kS SHES "
A SRR, RS §
Bt SRt BT‘:'E:’%)%’\‘L{’% A HEEIE AR
Sz R v FHSE e
RS FERAD =3 “FFRE LR , B STELEL, EMPIRES
e TERAR . FERAR =% “TFFRIEL TR PIESTE L, BUIFRER ‘
=B 2
e R I @] | o]
THSNER SARMAR.. 9.0 | #HES \EHmEmTEe |4 TR "TBﬁff wSR

LIFEENT FEEESAR ARMBARENA, W EEESAS” RESSARMAEE.

pez=] UREER SHIE/EMIFEE 3] FREEEE{U FS
| @SBk oy | -
‘ | O ST ‘ | EEE- |

FENFEE: LEFEFRESHE=SRES, (5kE. HhE. SEFE IEE84A.
mi=": N

& ] FHES R ASEE

8. Fill in the reason for application: Please give the reasons for the

application and specify the identity of the person entering the campus.

HEHRHEH: FHEAFEHARN RS AR
@ atointr¥

NS L

REER: ERiERTA]: 2021-08-24
PN T SEE- v
" & “TH I = mEREL
T B # SHIFS" T E
TEESZSRh, R —E—————— T
FRIEZ$REAfT "“‘%’?%ﬁi & e AR v

ET T (e |
%?ggﬁ%ﬁﬂﬁ%ﬁéﬂﬁﬁ%ﬂ TERIE LIRS, DB, BN ]
3T |

S5 [ (38 sham ;

s
A" \ a2 | o = | & | [0]
FHeAEE SARBAR.. (2900 | #ESAEresmIee (4 FE SAER BSS

LIFEBENT "SHEEESAR" ARMBARERA, N SEESAR" RESFASMAGE.

b5 e SHIE/EMEES 1R PRI FNS
CET g
\ crae | EEE V|
O#mE
FAFE: LEEEREERER2Rx, EEE. (iE. FEFE—ISEa5.
O Bk
a8 TS AR HS HE
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9. Fill in the time for entering the campus: Please note that the

duration time of entering the school for each application is 7 days.

HE AN ] R O E RN TR e YE O 7 K

,Ef’lﬂﬂ ‘“”}

W

g

ABEiE

ES =M b 2021-08-24

pEINCE S HEEEhEE ot S v |
s h T AT
T % SHES T M | —— ‘

FEIESTL. B e ——

Rt St EBT“‘%’%{,‘Z%L RS PR AR Bz T RV

B [E &) s ES TR e B |
i oA BB IIEE BEESE IErnRIEe” , VAESHIE, S0 % ‘
b fiadlbey Y
g E] Q = 3 0|
SEemER g =
HEERAREES b
O Fig
TESAER SARMAR.. 20.0K) | #ESAETRm@TER |0 FE %)ff RS
LUTEENT HERESAR HtBARESHA, M BEESAR SESEARMBAES,
mE THEE  [SpE/EmIEs 150 R =n=
BB o
ORfEES AR M
Q1=
TAEE: ULFEFESHEELES, WARE, 6l SSER—IEE08,
SI=E

10. Confirm physical condition: Whether the physical condition of

the applicant is healthy: Yes/No.
BN S S S IR H
@ atoiniry

.

NEEREEHE

RiEEA: mRisEtiAl: 2021-08-24
MNEEA BRI LFEEhTES M R AR v
& & - T = =
® B = st | WP LT
P Elﬂmaf'E'—::%mﬁﬂ. s AR
SuEnr B e N =n=E
. R ERH RSB ESE “FEREIN IR , NIESHEI:, SRR

i it
HeEtiEr = g =

[Gremr= =

bR AREES Bt

o
FEsAEE SARBAR.. 9.0K | #ESAETREETER (9 FR SABK 852
IFEENT HEEERAR HCEARENE, N EEERAR BESEANGARS.
= EEEE  [Shu/AmEEs = Tl =
ST —
ORfEE BES TN
oz
SAEE: L LTERESASELES, ARRE, hiE. SEEE—0=Ea8,
=Y
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11. Certification for health condition: Please upload pictures of
green health code (GHC or Suikang code) and 14-day itenary which can

be generated clicking the travel card below the code on Wechat mini

program) here.
AR AL . A% B RS B R A 2B AN 14 R
ITRERE CATERUE NMEF B RSP ATIE R AR .

Rt st {14

ABERIE i

=bSE=H ERiEEdE]: 2021-08-24
NEARIEE BRI R SR A = ~
e - i Ty
=T k=4 SHIEST B L T
— T =———— ) -
BIEE SRR .h”ﬁgggﬁ%*@ = FEEE AR BnlBE v
Sipam [E ) sm N =n=m
aﬁﬁ‘M\ﬁ%ﬁj‘Efﬁ%Eiﬂ?ﬁEEﬂ CIEERBATAE” , PAS AL, B0 ais
=t TR A
| 7
SeEiAd (el [ EI @ = | = | [o]
SmeEERs" o2 oF
| SR A DRSS | ([t
o%E
FRS SABHAR... 20.0K) | #ESAEFREETES (R SARK ESE
UFEENT EEEESAR ARMARBHA, 1 ERESAR SESTATGASE
= EEET [Sein/emEes 155 PR e
@ =6k —EEE
‘ O EmEs |EEE N I
oiE
EAEE: UCERFESAEESRS, AR, (S, Sl IEEan.
EEE

sesse B K & 121 AM

¢ samomcn G BEABEITER

Language ~ E'I%Kﬁ?:%‘. A)\ﬁ:;'gl
W TRBTEF

1 B bogEsEEE

EFT: 2021.02.03 13:32:05

B BMEmisEe

£ HOETAMEE EFENARNEASL RS IWTERMNTIT
=1 {0
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12. Please fill the blanks by the order of “Name, ID type (ID
card/Others), ID number/Number of other ID number, sex, affiliated
department, phone number”

WIKHG LM R 4. IR (Spiuk/HAbiE ) |
Sk / HAIEA S Al e, Tl

Ml
Afitn ¥ +¥

ARERIEEHL

HiEEE: ERiEEdE: 2021-08-24
NEARME [T SRS AR v
e = =7 I = - )

w A s SHiES 3 ]
SRR oRE — —
=t ﬁ”‘%}%’j}&; #as ERENER [BTWRE 7
e GBS N =z (i jJ
ROl AE B LRE AAEESE < RE L EE , PRSI, AU |
puizee =i njiigiea) /‘
B E ]| @ = = | [0}
SEESER ez oOm
L'x i
SR ARSEE Sl
oE
THSNEE SARBAR.. 290K | #ESAETRImTER ¢ FE S RIS

LIFEENT HERESAR" HAMAREHAE, X "SEESAR" SESFANBARER.

== [ L [ e | iz | [=an= 1
BETT

-EEE- NV
o

FARE: L EFERRSHE=EES, WAkERE. £ FEFRIEE5%.
O2gA

13. If'the above information is authentic, please click here.

PURE T E Ly S ST VNG
Bl ?
@itrarent

ARHISHiL

— SiEEE 210624
A BB JEFIER T E S TR A B ~
e & T = B
& @ s sHiFe
i B SR RS ; e —
FEEm FEnaE BEENIE (BElEk W |
B E OB S N FHES I ]
) o LA B RS B RS TR, IES Ell, H0 R
BRmH* o AT 3 //
iEenE B g = -] [0]
BEEEFS vz &
LA ReE PRI
oxm
FREAEE SARRAR.. 290K | #BSAESEERTES |05 E—"fg“& w5
LUTEERT +EEEaAR" AREBARENE, N SEESAR SESFARBARS.
e I 2 ) 15 FER FHE
OBHE : 1
asimEe | J-EER- N |
QFE

FAFE: LLEBRESHERSRI, UARE. GE. FRER—ISEEE0.

=EN
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14. Submission: When submitting the application form, you are
required to choose from a list of names for the approver in the faculty.
Therefore, please kindly confirm with your faculty ahead about the

designated person for the approval.

FEATHIE: $RAC I ZORIEF BT B HER) TA/E N,
1632 NiS N VN VNAEA I ST

(Note: please do NOT choose yourself or set “All (FTH N) ” as
the approver.)

GEEHI: w28 H “Pra N7 NEZ AN, )

piil

B. For off-campus vehicles #2445 HiE AR

1. Enter “ % 257 #b> system on the official website of GDUFS:

https://www.gdufs.edu.cn/.

MEARSE WREN “B 2487

#IHH/Languages  w © ke @ KPR A B EHEE R

RS b5 I Sh i E AR b d FRER XARAET R R

Sl o o | o

RERAERRHARE2078AREE. .
A R R R B T AR, b
i R i i LIF4

2. Input your employee number and password to log in

BN P NV S S R G
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(Note: The password is the last six digits of the passport, or the

same as your employee number.)

GERHI: YIaRE M IR 580, B TS5 —F.
o ———

!‘“ﬂiﬂlﬁ%ﬂ*#n‘ﬂﬂ'

3. Enter “%¢ 703 KT system.
LN “%Jij}%j(ﬁ‘”

@ rtrurizt & 2 g Qs @engish  memn W9

4. Click “fRAN 5t R [ 55 416>, and fill out the form.
FTH “RANERE BRI &L F TEE .,

Phise FepERny

= ‘ﬁ o /2 |
© 1) o= Eayy

&4 PSS
TS EHERYSEE TS AR B
13D wms
2y e
A5 e . WIS HRUKERILERTR o FHEUEREE (EREN) . AiEEREEEL
& E=reessm T iess
@ =B
a8p seEme
= ARG o ouEREESE o MASIERKETHLER
e o SRR - FAEDERIE CEHR)
(CWE=
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5. Click “H-af7p 2.
st “ITHURTPE”

Bt R el w4tk

FEER]: so-RIML
BEFRAR

* ok ok A 30¥RTRES

Y

ROER ESMEE iR E SR BHRES XWGWCLICXYSP
ETEBIT] RD4 HrEBI] =25
BENs iz =i FitzaERE =%
SES & bhEAT EaEEE g%
Frmtdsl =% TRIHRIIR =%
e =% ExEENE =5
EESIM 5%
] 1
EliE
4 S
¥ 2= |
EE s EE RE EDpsms pE
= LTes -
o -
==hs =gz IEsss R P ]
W A
)=
F=]

6. Fill your telephone number in the blank marked in the screenshot.

AT M7 S 0L B,
@ atsitniry

BRI EFRH R E

FRRIES: FEEE: 2021-09-29
g8 A I B & § | ]
=) i |-mmz v
B K s v T [-msE- v

EEREREER (gt | OF
FAFFLRT A \ E] TSR [ =
TEE AR SAEREER- (27.06) srEs) N EEgpE |0 AR “%Aﬁgﬁ” HEE
WS i B v
E=ssay T
BHnTS

O3

E BH
P
BERT  EEESMNERHEERE, mpIRRE TR
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7. Select the type of the car: official vehicle/ordinary vehicle.
WM 2 NI/ B M.

@) atsitniry

BN R R

o0

FREER. mEEE:  2021-09-29
@h A I i
EEE] 3 = - v
|
7 K - v ] NEER
EEBEREER B ORF HEEH
AT A4 A \ El TR | &)
THENER SAZAEERE (27.08) BES O\ EERE @jﬁﬁ“%ﬁﬁf”ﬁgﬁ
FH=E EyEn ERE- v
L0ty s
SHIES
O 3718
= @
P
WERT  BREEAE— R R, AR T
. Campus: North Campus/South Campus.
A) A} e e Y
EEEFTHAR X JERIX/FERX .
f{‘éfﬁi‘ﬁﬁl'ﬁ)k—‘?
e e e
BRIV ERH R IR
RiEEE: EATSATIA: 2021-09-29
20 A C [ |
] i % (— ]
B K e -l ] B v
EESEEHTR
FRETTF AT E] AR LS ERRTE \ &
TEHS I SAEWERE (27,00 HEs) e |0 R E'F)\ﬁg& B5E
=H=n T B v
o 5 EEHE
BHiEsS
QS
F @
A
EEET  AETEAET R HERE, MR
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9. Select the entrance gate in north campus: west gate/north

gate/south gate.
ALK X e Rt AL 1T PET1/AET /R 1T

Aty r¥

ke A P
BHMVEEH AR
HisER: EinEIN 2021-09-29
20 A B |
R RS i ~]
® K [t ~| PN T -EE- v
= T - 1
EEREREER og = o |
FREAFFLER ] | | b =z il a1 4607
i 5
TG sasaRmE- Lo | | RSO [T e
SIS =Sl | -EHE- ~
s B [
BINES
D8
. a |
A

BEIET: BEESNE R HEERE, MAIERES T

10. Select the entrance gate in south campus: main gate/school stone

gate/gate of block A in teaching area/Door no. 1 in living area/Door

No. 2 in living area.

PR X Bt A ) IE R/ A TTIH /224X A BT/
FEVEIX 1 S 1T/4ENEX 2 51,

# £ it o g »¥

BRI EIEH AR R

3 SSH HiEhTE: 2021-09-29
Zh A B OE Lo
FEEDT] . : S EEE v
® K A ~ T - -
T ———— BT i
P ] SN e 1
AR E] FtseATE) fEEIn
HERAR I T
TEE NS SAEMERE- (700 ;&F.Efmﬁm;m el
S ZEqEE [ & - v
e e i
BHiEs
OFE
= @
y
BEET: BEEENT R TEERE, MRS e
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11. Fill the basic information of the vehicle: (1) vehicle number, (2)
vehicle type, (3) name of the vehicle owner, (4) phone number of the
owner, and (5) identity card number of the owner. The vehicle type
should be selected from “other, large bus, large truck, small bus,
special vehicle, car”.

HEEMEAFL: (D RS, () B, (3)
ExEH. D EEHEIE. (5 HMiEsS, HHPE 2 I “F5H
e STith o N | N i S SN N Y B N TR S S X TR
B it TR

Afsiriry

BRI LR R

EIER EaiEETA):
FhA B iE [ = 1
BT - = [ ]
B X - ~ ] B

SmmiEesE o Om
FEITHERTF [ = T UESERRAYE [ =
THES SR SAERERE (27.05) HES ) A BETSE gy EE EF)}:’%Q&” HEE
i Vol P TR =1
4 =85 SRR |
L [SiiEs ﬁ@w
el
ccinli KA
i i
*= 3
- e

BEET  AEEEAT RIS, MAASERE T E

2. IHENKHH.

Fill the reason of application in the blank marked.
Rtsitn €y

B BB T

SR e
Zh A B iE 1 |
ERiEEN] £ P mEEE v
g X - ~ P [msem- v |

SEmiEnETES og oF

FHFAATE] I I

TES AR SAEMERE (27.08) MRS GETEERGE | R E}ﬁgﬁ "SR
Sianic B A ~
s ZEEEE I
SMES

+Eia]
= ®#
z
BEIET  REEHAE R R, WA R e
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D9y

BAME R RE, mdil EAR “5sg” $4Hl.

After confirming that the information is correct, click the "Submit"

button in the upper left corner.
A pitr €14

BRI E i R Rt

HiSER: EEE:
g2 A B OE L
] S | m v
B K |- ~| P! | mmE v
EEEEREES o OF
SRR \ = HIEEE A E]
TEHSAER SAERESE (27.0K) BEE I O EEEE | W AT “E'FJ\E%&” H5RE
e B e SERIE- -
EEE Er
Sirs
QIE
=
4
BERT  BEEEMER HHEE, MR T Eas
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Appendix 5
B 5

Guide for reimbursing medical bills

B2 #h iR dH 9E 5

1. Guide for reimbursing medical bills from the University clinic

R ER R 24 T ik A 45 5

Medical bills from the University clinic should be reimbursed by the
University. 10 will handle the reimbursement at the end of each quarter.
To reimburse medical bills from the University clinic, please follow the
instructions below and submit documents required to 10. The deadlines
for submitting the medical reimbursement bills for each quarter: March
15, June 15, Sept 15 and Dec. 15. Medical reimbursement ratio shall be
in accordance with the University’ s medical system.

IR 9% A Rkl « EPR AR TR G — b PR 45
JEBEZ AR F H . HRER T2 BE2 3%, 15 R AL 7 AR
fEEE AL . FFRRSRFERBIE Y A —1H 15 3 (B13
H15H. 6 15 H 9 15 HA12 A 15 H) o IMAHBES Y
FRBRTY A RE AT .

)

Important Note: medical bills can only be reimbursed within the

same calendar year (for medical invoice obtained in Dec, the deadline
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can be extended to March 15 next calendar year). Incomplete documents
will not be accepted and the reimbursed money will be deposited to the
applicant’s salary account directly by the finance department.

FRaNER: PR R R IHE B NS (A 12
PR B SR T B A B B 3 15 HERACHE . D IBHAIRIRAC )
MRS 2, AR SR OB I A AR 78 55 2R BB R A2
AR 5 (R K TR B4 0 55 Ak % 25 WA N RO B ARARAT I

Document list required for reimbursement:

RAH PSRN

(1) Invoice of the medical bill, original version+1 photocopy
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(2) Payment detail list from the university clinic
You will receive a list to exchange for medication at a pharmacy,

located in the University clinic. Please take a clear photo of the payment
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list before picking up the medicine, and submit to IO a photocopy of the
list.

FEARE LR 55 A R Y, 15 AR U AR T TS A 3T B4R 5 4T B g2
A8, N R

R TS AT
Payment detail list from the university clinic

(3) 1 Photocopy of the doctor’s prescription.

P 1 4

(4) 1 Photocopy of your current contract with the University
P& REENPE 1 4

2. Guide for reimbursing medical bills from public hospitals in
Guangzhou

JPTT 2 SLBR e Be 24 9 i A i
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Medical expense from public hospitals in Guangzhou should be
covered by accident and medical insurance purchased by the University
for international colleagues. Please follow the instruction below for
claim application of the insurance as well as detailed information of the
insurance liability. Only medical bills from public hospital in
Guangzhou can be reimbursed.

FET M A SEBE B 12 B DRI 2 w) BROR:,  BRS FA A R Rs A Ok
B ST FER U o o HAHTE B BRI 2 S B e 7 AR gl B2 9 T

(1)To apply for claim, please follow procedures below and prepare

documents as required.

PR AR T, TIETER A BT AR

FERFERR

How to apply for claim?
Firstly, you should prepare the following documents as required. Then, please send the

documents you have prepared to us.

Copy of Medical Original of Course Copy of Copy of
Documents passport | Original | record(the datein | detailed and hospital passbook or
for Claims. and visa | of every medical expenditure | certificate | discharge information
page receipt record should be sheet of summary or sheet of bank
Insurance corresponding to accident medical record | card
the date in every of customer
Liabilities receipt) hospitalization
Outpatient Needful | Needful Needful Needful Needful
(because of accident)
Outpatient Needful | Needful Needful Needful
(because of disease)
Hospitalization Needful | Needful Needful Needful Needful Needful
(because of accident)
Hospitalizaton Needful | Needful Needful Needful Needful
(because of disease)

Please pay attention to the following matters:

1. Befare seeing a doctor, please call 4008105119 for medical consultation.

2. Certificate of accident, in case of a traffic accident, please submit a liability conformation of
traffic accident issued by the traffic unit. And if other accidents happen, please also submit
relative certification materials.

3.The information about bank account has to include account number, account name and name
of the deposit bank.

Materials for claims of settlement sent to :

IRHAEEXEMAEH23STLZAEIS (#P4R100033 )

Addressee: B {RIIIIELE  Please Dial:4008105119
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(2) Detailed information of the insurance liability can be found in the
insurance receipt. To download the receipt, please follow the steps below

in Instruction of Downloading Insurance Receipt.

RES TR TERS WAORES FEIE, 1B ARE DL R 48 51 3R EOR S SR UE

Instruction of downloading
insurance receipt |

Step.1

PR "HBHEEFREN 1
Scan the QR code or input Ixbx.net E




i HATE
Ste plz Click “My ;rder”

Click to change language

- WERR - RIS -EWAR

@ BHRE

Step.3 |

BAE4-SHBFEIES
Passport number and WAL
verification code

L vrg
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Step.4

RIEHTEHRMEIE
Download insurance receipt
or send it to a email address

PCiiw
PC terminal
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.| Mobile terminal
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—
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