Notice on Launching Hengyi Industries Intranet and
OA Process Information System
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All Departments:

AT

In order to standardize the management of corporate
information platform and raise the efficiency of communication,
in accordance with the management’s instructions, the Hengyi
Industries intranet and OA processes are hereby officially
launched. Please be informed of the following instructions:
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I. Hengyi Industries Intranet
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1. Hengyi Industries intranet, in its bilingual form, is the only
platform where information and documents are released and
shared. Please be informed that future department
announcements and notices are required to be released on the
Hengyi Industries intranet instead of WeChat groups or emails.
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2. Users are required to log in to get access of HYBN intranet.
Username will be the staff ID number and initial password is
123456. Heads of departments are required to train their
department staff to familiarize to use company intranet and
keep all relevant information as confidential.
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3. Intranet administrators from each department are required
to update department webpages and manage staff accounts
within the department accordingly to ensure the security of the
intranet. Departments that have not yet nominated
administrators are required to contact MIS to confirm by 30
April 2019.
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4. Website contents should be bilingual (both Chinese and
English), with English version followed by Chinese version. In
any case, the titles must be written in both languages. Releasing,
editing and deleting of any contents must be done through the

administrator account.
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5. Currently the intranet is under improvement. Staff from all
departments are supposed to browse the website often to
identify any issues and report to department intranet
administrators in time. All suggestions should be addressed to
Li Feiyan of MIS and Wang Haiqing of CEO Office.
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Intranet address: brunei.hengyi.com
M 3k Hi 4k . brunei.hengyi.com
Administrator address: brunei.hengyi.com/admin
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II. HYBN OA Process Information System
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1. the portal of HYBN OA Process Information System is:
Intranet Frontpage — Business System — OA. System language
can be set when logging into the website.
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2. All OA processes are named in the format of “HYBN” plus
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four digits, where the first two digits represent department code
and the last two digits represent OA sequence numbers.
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3. To ensure a smooth transition, previous OA processes will be
in use in tandem with new OA processes bearing the wording
“HYBN”. Expiry time for previous OA processes remains open.
All staff are recommended to use the HYBN OA processes as
preferences.
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4. Currently, the OA processes are in testing stage. Any issues
encountered can be addressed to Corporate Management,
CEQ'’s Office.
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Please be kindly informed.
gl

CEOQO’s Office 22 HNE
26 April 2019



