
How to View Data 



To display the information registered in HRBC, please 
click the global menu. 

In this example, click “All Client”. 

 ※ This screenshot might be different than the actual screen. 
 ※ The global menu: name, sorting order, view/hidden can be changed for each company, therefore it 
might be different than this manual. 

■Search 
You can view the data that matches the specified search criteria. 
  
■Saved Search 
If you frequently uses the same search criteria, save it, therefore you 
can view the data simply by clicking it. 
※The maximum number of displayable menu is 5 
  
■Recently Accessed 
Recently created, edited, and opened data are displayed. If you click it, 
the corresponding data will be displayed in the List View 
※The maximum number of item can be displayed in the menu is 12. 
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In this phase selection, the number of data registered in the latest phase is 
displayed. 

If you check the checkbox, you can filter the data, and if you uncheck it you will 
return to the original list view. 

 
※This only counts the number of latest phase, the previous ones are not 

counted. 

【List View】 
List View shows maximum of 50 items. 
If there are more than 50 items, there will be  
“See more” button on the lower left of the screen. If you 
click it, List View will further display another 50 items. 

Number of data that matches the condition 
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On the list view, if you double click the title bar, you 
can collapse the info. If you double click the title 

bar again, you will expand the info back to original. 
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If you click the Client name or “Detail” in the 
action menu, you will see the details and sublist 
(related information) of the Client on right side. 

Detail 
 

※If you double click the group name’s gray bar, you 
can collapse the display. 

(System information, etc.) 

Sublist (Related) Information 
 

※Sublist information is displayed up to 30 each.  
If you need to display more information, please 

click the “See more” on the lower left of the 
screen. 

If you click the “Print View”, you can 
printout the detailed and sublist 

information altogether. 
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If you click link in the detail view or sublist, it will transition to a new window 
and it appears as multiple windows are overlapped. 

 
Although the maximum number of overlapping windows is up to 3 pages. 

The window has the latest clicked link, therefore if you click the x button, you 
will only close the last opened window. 

If you need to close all windows at once, please click the corresponding 
record title in the List View. 
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