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TMU Assistant Management System - Homepage

BN A AR IR (T

Full-time Operation A
Manual , _ ! : -
) | ArEAEE/EEHENEE Part-time Operation O
Manual _ R
REFRMZ/BITHASE | C—
e
ETeE(ERSET) s Employee ID Application Please log in using your employee ID.
KMemail= A (EIRHLE) (Full-Time only) EZEEER  BELER EEEE
=5

Once the profile is set up, you
.......... can look up your employee ID.

L Email Account Application(Full-Time only)

& ey e System entrance : TMU-Staff-Administrative-stZIZEAE/RIBAEEIE 24
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https://hr2sys.tmu.edu.tw/Assist/Account/Login
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Profile Setup



P I’Oﬁ I e Setu p(only for the first-time appointment)

RA

Please complete your personal information and upload the relevant attachments.
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EES XREARENGRAEAESE

Step.1

EEREESE

Step.2

EfaR K L8

1 2

You can type directly to

il Step.3 search for your nationality.
*ERERD EBRaATER
HA R ‘BNETEBEEE
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IEREA\BREZRGEES fin: 42 5L 28 $EAE
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2026/06/08 [s}

‘58 ‘BGER HRShEmall
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EEEIN FELE

‘PR

Eilt

RF &L

*Required field. Must be completed before further steps.




Profile Setup - Required Documents

Project Research

Job Title AlFdmey Scholarship Part-time RA Temporary Worker
Post-doc Recioi
ecipients
Graduation certificate
Applicants with foreign degrees must provide v 4
academic documents authenticated by MOFA.
ID(Local)/ARC(Expat) v v v v
Bankbook copy v v v v
Passport copy(Expat) v v/ v/ v/
Occupational safety gnd health pre- v / v /
employment education.
Academic research ethics education
courses (NSTC) f f v v
Work permit(Expat) v v 4
Physical examination report v
Certificate of employment v

RA



Profile Setup - Required Documents RA
Specific Identity * Account no. + Attachment

If you have a special identity, please select the applicable category and upload the supporting documents in the B 4| {5

attachment section. e | e
Full-time personnel are limited to CTBC Bank and Taiwan Cooperative Bank accounts. No restrictions apply to part-time
personnel. (If your employment status changes, please remember to update your bank account information to avoid
salary payment issues.)

Only personal bank accounts are accepted. Do not provide another person's account information, and please ensure the
account number is entered correctly to prevent salary transfer errors.

To expedite the appointment process, uploading documents in the attachment section is strongly recommended.
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Basic Information/Password Change RA

® Once your profile was created, a password will

be sent to the email address you provided
before.

(Yahoo may block system-generated emails;
. o N HRF
please provide an alternative email address.)

B After logging in, you can update your personal @gmail.com
information and password as needed.
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Employment application(1/3)

= SREPEEELG a
RESIR
. e T .
& RIS = %27= | The system only displays
BE5% budgets that are currently
BEE SIEEE active and have an
~ | available balance.
2 BEEE
bo sufrx BT[(10 v|EER s
BEEE Granting Authority
WA A (RERFEIRESEIESESEH] S BEH B R stEizE BEAMRE 12
@ #BID
nz EfEE FHE
R 2024-02-01 »
SR e ELESERE 2025-01-31 31,500 i
MEE . FARE
R AEE
e e e Ferssms| == Pleasg ensure_whether the mxnEEspERg 202470701 076 s
BE B appointment is funded by COUTTTTETT 2025-02-28 Step.?" v
iﬁii%wﬁ_{i personnel expenses or
S n #aszs@s| === | operational expenses. 2024-07-01 -
EXNERHEESS B
BERNERREE 2025-06-30 smmm e A
FEREmE
ETE1E3ELR K3 =8 = )=

SOCAL U,

s Zoap#b k6 M Before employment, assistants must complete their personal basic information and upload the
(.%_,mg}f,; . , ) : :
4 required supporting documents (please refer to the Basic Information Setup User Guide).
B Please submit the hiring request at least 5 business days in advance.
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Employment application(2/3)

Pl

(o=

BRER

== | Step.3

employment requests can be
saved as a draft or deleted prior
to being submitted for approval.

|
T

# | ER

FEA BiuaM

2024-12-30

After Step 3, the assistant's
personal information will be
autofilled by the system.

EEEH aEzszn rese

Step.4

=1

EXRER et ke

ESRF/SEEFTND

SXLB(EENE/HSIRAS)

EEZETHEIF

—wie.—___| Ifany required supporting documents
EAEHEISEREE for the assistant are missing, please
... | temporarily save this application form
EEXH(ZERER] and notify the assistant to complete the
eSS missing documents in the system before
submitting it.

.4 (Please refer to the Basic Information

| Setup User Guide for the required
documents for each job title.)

A =TT

BEn/EE

*LEEE

*LEEE

e

FLEEE
*LEEE
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Employment application(3/3)

Pl

Step.5

1.Job Title

2.Employment Period

3.Job Description

4 Work Location

5.Salary Basis

6.Insurance Type

7. Student ID card/Certificate of Enrollment

7. Required only for Part-Time
Assistants and Research Scholarship
Recipients; please upload proof of
employment period.
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BERICUREBEFSARSEARBERAFZIEAL - BRICUBEER ASSENRBERELIEALMKN/4) NSTC113-2321-B-038-011 mz—saomozgfsot h ec k b u d g et_ re I ated i nfo I‘matiO n

BEAE

] FEILERE=
FEBE HEREE B4IKAS

‘REEOAEEEaRsIERER “REER
2025/01108 B | 20250108 B *For the employment of part-time
“TrmE assistants and part-time staff, the
EBATHNE estimated daily wage and estimated
T number of working days must be
EEAThe / provided.
3t *The system will use the estimated

monthly salary to determine the
meEmEEERS. social insurance coverage level.

Step.7 Once the datais verified,

BERRESERS it can be submitted for review.
m FhiEFR{EENIE
12) HE O RBERE ; AP-PA241ZI00001
‘BEEF ‘BEAE -
‘ 0 0 |_w_||§§
= BEARSLENS sE/EsETR/ESES
0 0 4]

2]

11



Employment Approval Workflow1l
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SHEH 2024-12-30 (28-) 22:53:M

RERE
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AP-PA2502

Step.2 Click "Sign Contract"

EEZNE (WGt

BEA

BUAH

2025-02-25

BEER

BEAE
“BE
BHTHAR

“Efed
2025-03-08

“iERiEE
2025-07-31
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Employment Approval Workflow1l i

= WOWfUIXDmS4Iiz3IFefYPVaRtbbxY0K51Qee)VARYVOE+mFzwVXFItnLEPlil4vIwS... 176 - 0% + [ ()t)

ELEERARRRROT-RHAAR (FEHEAR-SRY RiEHE)
(R¥M)

EHRRERE (UTRBTH)
LRHEA:
(ATR#HLH)

PLEFAELFEPERE (TR)14402 A 0145114 502 H B BFLHERTH
Blegittedltentt FRRURENE  FLUFALABMG (AT HARE) HET
LEFREIRAFHRN RXBALT

- RABAH RSN
L LHRABAZER  HAFHREH FARRESLAES

AR BB R S b kAR AT E SR | R > Rbndimidh 7,

Step.3

Step.4

#EE

B Please verify the contract information, including employment period and salary.

B After confirming the information, please sign inside the box and click "I Agree."

After the contract has been signed, please
= T Mlremember to click "Submit for Approval “.
The employment form will then be forwarded
to the PI for review.

EHEH EERELER)

ER.

T

The employment form cannot be submitted for
approval until the contract has been signed.
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Employment Approval Workflow?2

HEHEERSS Ri*ﬁ
TRENEEELS =  Step.2 Click "Sign Contract"
b sufes |8 | zue |
. e -
LA SERIRE
& BEEE 5% HE upLd Eass B3 BUEE BEEH
> ETWESTERS 2025-02-25
» FEEEIEET
® » FHEEEEIEES
BAER BEAE
RS EE ¥ AP-PA2504 FEEEER
fimsE s BHIEE 2025-05-06 11:03:12 nEsE —-
Hls: AEE .
SRR : EEE N B
B mas M B ,
AEEE: s48/28: "RlieH *RHizH
Ste p . 1 2025-03-06 2005-07-31
shEs:
\‘}@\c ALy "’»%
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Employment Approval Workflow?2 B

= WOWfUIXDmS4Iiz3IFefYPVaRtbbxY0K51Qee)VARYVOE+mFzwVXFItnLEPlil4vIwS... 176 - 0% + [ ()t)

ELEERARRRROT-RHAAR (FEHEAR-SRY RiEHE)
(R¥M)

EHRRERE (UTRBTH)
LRHEA:
(ATR#HLH)

PLEFAELFEPERE (TR)14402 A 0145114 502 H B BFLHERTH
Blegittedltentt FRRURENE  FLUFALABMG (AT HARE) HET
LEFREIRAFHRN RXBALT

- RABAH RSN
L LHRABAZER  HAFHREH FARRESLAES

AR BB R S b kAR AT E SR | R > Rbndimidh 7,

Step.3

Step.4

#EE

After the contract has been signed, please
= T Mlremember to click "Submit for Approval “.
The employment form will then be forwarded
to the head of the budget unit for review.

EHEH EERELER)

ER.

T

The employment form cannot be submitted for
approval until the contract has been signed.

B Please verify that the contract information, including the employment period and salary.

B After confirming the information, please inside the bpx and click "Il Agree.”

15



Approval Process & Stages

i B = 1%

D) ceror 30 F) m Loyt
owner

The budget owner serves as the approval stage for
the appointment offer, which only becomes effective
upon their signature and approval.

Part-time

m If the approval date for part-time appointment is later than the start date listed in the contract, approvals completed before
3:00 PM will b3 effective on the following day, while those completed after 3:00 PM will be effective on the day after the
following day.

B Please ensure that the budget owner signs off at least one day before the contract period ends (by 3:00 PM); otherwise, the
application cannot be approved. The budget owner may choose to reject the form (to close the case) or return it for revision.

If returned, the form creator must adjust the contract start and end dates and resubmit the application.
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Check the Employment Approval Status

Pl

B
Bl o))

ER/ERIZAETHR/IEEER

ERAMEEE RS

b St
2 BEfrEE
EEiE
BENE

2 pEEE

RERER

EEgEH

BT EEEER

ERiEl
=/RAIB (]

Rzl
= /RIB (]

BEER

FEER

Step.3

®

Efr (0) ET=4 (162)

FUE=E (0) BEFaI (0)

BB SRR

ifgEsts : HiBE
s : AEE
SEERER  EEE
BE:HEE
AREE:

RERR/AEB R R/FRID

[(RE2EEIFREANBIRERBAEHEZEE ERA B i-F53 kRS R1F

EXENRETRES

® AP-PA2503
® AP-PA2502
\“@\CAL u,,,be
EAREDL S 2L
4 v | . é‘ > j
N, 4
4.5)}_(“_& TAIPEI| MEDICAL UNIVERSITY

When the status is shown as | )
2025 6itipldyient Completed® 54t 7%

is considered effective.

2025-03-01~ 2025-12-31 Ef=H =
Click “function “to view the

appointment approval history.
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Scheduling & Shift Rules
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Add a work shift

il
—

v
=

[}

= g

& Hr

© 53/58

s =g ¢ > [z 2024128 B: -
InzE

4 BB BH B B B= B A /A

BEINGR [ BIFPE

SREESH 8H ] 108 18 128 138 148
® 08:00 - 12:00 BHBICUBRA @ 08:00 - 12:00 EARICUMIRA @ 08:00 - 12:00 BESICUBRN

Step.z ®13:00 - 17:00 2 E R HERE

155 168 178 188
@ 08:00 - 12:00 EHICUBERS @ 08:00 - 12:00 BEERICURWA
® 13:00 - 17:00 2 EERESME

SHEEE
@ 228 238 248 258

HhiBHEN

prasel=k:] *ERHE

RIREE S E A
298 308 315 2024/12/18 m] 2024/1218

WMEZE : FRE
Fie: \EE * EVIRE * TR
SMEERE  EERE 08:00 12:00
BE : BEBE

*TERE

AR

Please select the correct project when scheduling shifts.

If there are multiple employment periods, shift schedules must not overlap.

After four consecutive hours of work, a rest break of at least 30 minutes is required.

The total scheduled working hours per day shall not exceed 8 hours (inclusive); for local employees, total weekly hours shall not
exceed 40 hours (inclusive); for foreign employees, total weekly hours shall not exceed 20 hours (inclusive).

Shifts may be scheduled for a maximum of 5 consecutive days (inclusive), and scheduling is not allowed on national holidays.

RA
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Shift adjustment RA

*FE{EEIS TEFREL TERE
=
== 2024128 E & =
#8 E— i BH= \m #ha \

18 28 38 48 58 z1= 78

1= e]=] 108 ul=! 128 138
® 08:00 - 12:00 EHICUBRA @ 08:00 - 12:00 EBICUBIIRA
® 13:00 - 17:00 EERSEBRE

158 168 178 188 198
® 08:00 - 12:00 FEHICUBKRM @ 08:00 - 12:00 BESHICURIRA St 1 ® 08:00 - 12:00 FEASICURIRN
= ep.
5

268 278

] i/ =R EawED

Pencil: Edit
Step.2 Trash: Delete

9
[
m
M
w
m
M
b
m
M
i}

298 308 318

If payroll for the project has already been submitted for the month, the shift schedule can no longer be modified.
However, if the Pl has not yet approved it, the request may be returned by the PI for further edits. Please notify the PI
to reject and return this request, make the necessary revisions, and then resubmit for approval.

If the payroll submission is approved but needed adjustment, please submit a service request through the
Information Service Platform from the IT Department to withdraw the case, so that the working hours can be
adjusted and resubmitted for approval. If the salary has already been paid, no further modifications are allowed.



Send salary

S HIEE 2025-01-07 (M) 10:54:12 BB R
N View payroll details e
il nd approval status
-
EEESE =]
o Step.3 o
& Hit ES(IHE IHEH THEH

© =3 /58
@ =B
T
3 BB
2 BENR [ BREeE

O z=EAEsR

B aREsR

®

FIEER s A

FREest= - FEEEFE

Step.4

FRRICUREEFAESEEIRBEEEE! v 1 1

ER$%: 6000 FiEH:0 SHEEA:151
BES(FEE): 213 #7ERFE:0 HEBR:0
ZiREE: 542 RBIfREX: 665 ZEEZ: 376

I Automatically fill in the number of working days, working hours,
i%ﬁ

monthly salary, and estimated insurance premium amount.
e 211 v

Step.2 Select month

< > |l== 2025218 B -

[
H

BEH B B B= #h B

m Before submitting payroll, please ensure that the shift hours and salary amount are correct. The monthly payroll
submission deadline is the 25th of each month (including Pl approval), and salaries will be paid on the 5th of the

RA

following month.

m If the payroll processing period coincides with national holidays or consecutive holidays, the submission deadline will be
announced separately on the HR website. Please pay attention to the announcements from HR.

B The insurance premium amounts listed in the payroll submission are estimates only; the actual amounts will be based on

the statements issued by the Labor Insurance and National Health Insurance authorities. -
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Sign in and out

4 g = SRTYEERLY ,
WE) arencocs e Labor Standards Act Article 30
SREYEERLE 1 + Employers shall prepare

11174
Am|

and keep worker attendance
records for five years.

b BafE S BiEE 2p24-12-25 (28=) 15:41113 /e 2 * The attendance records
specified in the preceding

Step.1 Today's Event

2 B

8= Step.2 )
o1 P- Paragraph shall register the
v EENE | REs 08:30-17:30  AP-RA2412170003
. FHEATEERS  LESERFISAL - s ATEER | | BY attendance of workers on a
O FRMBL(IE) daily basis to the minute.
o i .
R S = 3 + Employers may not refuse

when workers request for
duplicates or photocopies of
the attendance records.

B Part-time staff must first complete shift scheduling. After adding the shift for the day, they may proceed
with clock-in and clock-out.
m If thereis no clock-in record on a working day, applications for various requests (such as leave or overtime)

cannot be processed. Please pay attention to your personal attendance records.

RA



RA

Missed Signing

XIf an employee is required to be present but has no signing
record, an email will be sent to notify the individual and the PI
to complete the attendance record.

®
[ 2

= ESROEEEZE
SREMEEERE
- E P
- BEfrE —
b Sifrx
i BE/BERE
S =9 S WS
& e p. 1 Omzn BEE
O =3 /8 . HlmEs: HfSLEEET PR LSEASSEhs ERFHEZEADHE(Neddylation) =
©iaH &RH PR BRAF VEOOERR LR 2B B L BRNA S RRES FORERE
=
& #i 2024/12/01 O ~ 202401231 O Q= WEEE:  PA-00081492-1
p) 1553 \ WEEH:  2025-05-25
X =R BT 10 v/ EER “EERE
v 2= o ey 09:00
< WRNR | B L ’ o I HERM RS
9 sHR2 (52
2024-12-24 2 29 A

2024-12-25 Step'3 ? 15:37 =

Step.2 Click the question mark to correct.

(OICAL 4y,

Ry A ?
% 2ot %,’@ X%
4 D 3 é— >
R (4
J’)}_(d} TAIPEI MEDICAL UNIVERSITY
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Leave RA

B Leaves can only be applied for when there is @ @
an existing attendance record.

= EFREHESELS
SRENEEEAE
; EE{EE v == Step 2
b s v
S =3 v “BIsE
g8 HeE -
O =7 /88 *{E 3 B
a =R e v 2025-01-06 08:00 ~ | 2025-01-06 17:00
JnsE
B
& B
- EBINR /| BfFeE
* RS
O ZRARTSE : —
8 =BARPS BERE | FREFORE

BiELE Appli ion Hi r B/ E
PSR R pplication History
HRsis  FRE
R ABE BT 10 v|EER
SRR  EEE
BE  BEBE EAREE R HEHHE v Al EREE EREE HR B8R BuLHE
aEmRE
EEEREETAa%E SaaEEL
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Work overtime

B The maximum total overtime hours per month is 46 hours.
B Employees may choose to receive overtime pay or
compensatory time off for overtime work.

m Overtime must be supported by attendance records in order
to be eligible for application.

B Part-time employees who needs to work on national
holidays must submit a overtime form(hard-copy).

EREMEEELS

- BEEE
[ ==
= =3
i HEpE
© =3/5E
]
& M
3 =R
= BEE [ BES
£

£

®

FIEER S ER

= SAREEEEERS

NNPEERzEs

ER

@

Step.2

5t RS
* MBS
2024-12-3017:00

I REE

*EdEAN

2024-12-30 18:00

=iEit Application History

En/ERLTE

RA
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Offboarding

RA

SR EE L

a PBEEE
o St
S =%
&8 F
© =3 /88
6B
i 114
% B8
2 EEME | BREE

O zRAEEeE

®

FIREBI A
HigeateE  WRE
e AEE

RE : BEE

m If the approval date is later than the original resignation date, the effective resignation date will be determined as follows:

BEREREANEHRERER

# ARBERNELBEAR -

ZAFEHNI0SEBASHASHERAEBLsEEAENEERE . BE

Note: Once the resignation application form has been
approved by PI, the resignation date can no longer be

" 'modified. Please ensure that the resignation date is correct

before submitting the application.

W SR PRRRERATREXNEEEAGTH  MEES
S TP Step.Z
s
*ERIEH AR *BERE
2024/12/30 (]
EHeE
=2 Application History wrmEEL
View the status of the
BT 10 v EER . .
resignation form.
IS EE BPEAM v AIEAE/IERR R HS HREE s
R-AP-PA241212 2024-12-25 )E?TI(E%ET:(iJ;A;iiii;;g;%ﬁ:E— 2024-12-31 ESD D I@ﬁi

*If the resignation request is approved by the Pl before 12:00 PM on the approval date, the resignation will be effective on the same day.

*If the resignation request is approved by the Pl after 12:00 PM on the approval date, the resignation will be effective on the following day.

28
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Project Payroll Summary(1/2)

@) 8% pnan-gkz A
“ TAIPE| MEDKCAL UNIVERSITY *&* i-‘tl {j— IESZ E‘j %ﬂﬁéﬁ Step.l ( ;F‘J;itE )
~caEmsE | 9 gE |l B I|es | A | mE | A | 2 | @820 y
aecel S EE S EHE 7
'ﬁm&ﬁ?ﬁiﬁﬁfﬁﬁ U ERABHEEE  BEEHH
- BEHT . — = =
‘REEIEH/MASAE| 20250506 /[=28= | sErE | Ta) 208z, JLEP.d | A
FHEEERREEN | |
e T v . —Enter Budget Number e
EEFE=E HRE g REEE: HERE
TZEE() BBEER A WEIER: | ) 25 2HBH.. | B EEE
EEEC) ERAREE: Bagss OEsyEs
ERERESHRER - =
AR GEETRSNBMNT  TLEABERE)
-~ FEstEEaG
- NO REEE ¢ HERE ¢ WEIE ¢ EERE ¢ HEIGIEEE ¢ stE®( o EEA S s 0 | BETME
> BIRE e 1 gﬁﬂ%ﬁﬁﬁi% | BEERWEH 6,5
- GEBEEfE
Step_4 1 (Page 1 of 1)
v BEBALE - -
Click on the project name
(@) e trt
"J)} (d—"b TAIPEI| MEDICAL UNIVERSITY

Pl
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Project Payroll Summary(2/2)

f.- o — -
O WA RETR-HBRS

PE| MEDICAL UNIVERST

| «wmmzs |

« BEEHE

~ AR EHEHIREES

~ BEHT
FHESHEREY
BEDE=E
RBE(-)
AREED)
TREE(E)

ERETEETNER

~ At SEAT
v BIEEE
> REEEIESR
v GEEEEEE
* BROZAEE

AL
gt o,

T
= Meg,

DIEE

A

ST BAR}
(e ) BAAI
9 BE | px el Az | wE | wA | 24 | @520 o
R Step.5
THESHEEE BRE AR : 202505
| BB || mEESER || T-= || -z || 9g=As || EEnTEE | BEERTEA(Ec) | BEEUESES | BEUESESEC) || FESERKERsTEc)|| TR |
BESE FutexEE
EEnEsk
FERA SRR BREAFEF * WENEHERAEE NSTC113-2321-8-C
SEnEREs
. |Bue—miz | 1 m/#
ERER AR EA1310L- B2 A R A-BA-ENE e . FERAH 2 zmrmnn
BEER: ‘B | umEE | A
SRR RBEE EiEENREEA®
FREN A (R): 2024/07/01 FEEA{TH )| 2025/06/30 BER 112
EER-EBRL THER =4 [IERSREE EERERE: =3 SR
B
fesiReE: mas KEESE:| 2024/10/15 RIAE:
) BENTER
ERTEEE LH): FARLSE|0 BEEE|
EEFAERLE EERsE: TMBE|

)zk ,{%

“‘: TA|PEI MEDICAL UNIVERSITY |

m Before submitting the project payroll summary, please make sure that the amounts match

those listed in the execution details. If there are any discrepancies, please indicate the

affected month(s) and amount(s) before contacting the HR representative for further review.
All amounts and field items are automatically generated by the system. If any adjustments

are required, please print the document and make the necessary revisions manually.

Pl
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FAQ — Part-time

® What if there is a scheduled shift in the current month but payroll is not submitted within the
submission deadline?

You may make a supplementary submission within two months. However, if approval is completed after the 25th of

each month, the salary payment will be deferred to the 5th of the following next month. (Example: March salary may be

supplemented and submitted before May 31.)

® What if there is a difference between the actual salary and the estimated salary stated at the time
of appointment?

HR will use the estimated monthly salary stated in the appointment form for insurance enrollment. If a government

agency conducts a review and finds that the actual salary received does not match the insured amount, an official

notice will be issued to collect the outstanding insurance premium.

® | forgot to schedule shifts. What should | do?

The Version 2.0 system allows retrospective shift entry. You may modify or supplement shift hours at any time before
payroll submission. If shifts are not recorded, resulting in the inability to deduct insurance premiums during payroll
processing, the insurance premium will be directly charged to the employment budget, and the Pl will be required to
reimburse the amount afterward.

® Will there be any impact if an employee is hired but no salary is paid?

The University enrolls assistants in labor insurance starting from the official employment start date. If no shifts are ®
scheduled and no salary is paid, this is considered a violation of shift reporting regulations (referred to as “monthly

insured with no shifts” ). In such cases, the insurance premium will be directly charged to the employment budget, and m
the Pl will be required to reimburse the amount afterward. e




FAQ — Part-time

® What should | do if | find an error after the payroll timesheet has already been submitted for

approval?

v'Please notify the PI to reject and return the submission. After corrections, please resubmit.

v'If the payroll submission has already been fully approved, please file a service request through the IT Service
Platform. The IT will assist in retracting the case so that working hours can be adjusted and resubmitted.

vIf the salary has already been disbursed, no further modifications are allowed.

® How should part-time staff apply for National Health Insurance coverage?
Please inform the project Pl in advance. At the time of appointment, PI must select the insurance type: "Labor
Insurance + Labor Pension + National Health Insurance.”

® Will there be any impact if a resignation date is not set in advance?
If an employee needs to resign earlier than expected, the resignation date must be set in the system at least three
working days in advance and approved by the PIl. Otherwise, any insurance premiums incurred during the
uninsured period after resignation will be borne by the PI.

® Payroll is issued on the 5th of each month, but | did not receive my salary. Why?
Please check the approval completion date of your payroll submission. Only cases approved before the 25th of
the month are eligible for payment on the 5th. If approval is completed after the deadline, payment will be
postponed to the following month. o
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Full-time

« HR Nancy Hsieh (nancy.hsieh@tmu.edu.tw - 5#£22012)

Part-time

 HR Jessica Weng (jessica.weng@tmu.edu.tw - 531%22013)

Program and budget issues

« Please contact the respective project coordinators at the Office of Research and
Development and the Office of Finance.

ANwTA
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Thank you
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