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Initialize New Year Procedures | Pro Leave

You should only initialize the New Year for the Pro Leave module after completing the
New Year initialization for Pro Payroll.

If this step is not completed, employee leave entitlements for 2026 will not be created,
and any unused annual leave from 2025 will not be carried over to 2026.

If your company does not use the Leave module, ignore this process.
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Initialize New Year Procedures | Pro Leave

Financial Year Leave Initialization Guidelines

 If your company uses the Financial Year method (instead of Calendar Days) for leave
calculations, please follow the steps below.

Example Scenario
« Leave Period: The company’s leave year follows the financial year, from April 2025 to March
2020.
 |nitialization Process: The Initialize New Year process must be completed twice. First in period
202512, and again in period 202603.
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Important Note Before Initialize New Year for Leave

 For customers using the Leave module, please ensure that all pending annual leave
requests are approved before running the Initialize New Year process.

* Any leave requests that remain pending will not be deducted from the employee’s annual
leave balance.

 |If you previously ran the Initialize New Year process in 2025, it is strongly recommended
that you run the process again in January 2026 after approving all outstanding 2025 leave
records.

* This ensures that the system recalculates carry-forward leave balances accurately.
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Initialize New Year
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Initialize New Year Procedures | Pro Leave

Open the URL for Solution Pro.

Company

Initialize New Year for Leave.
PRO-DEMO

Log in as "ADMIN' or any login ID with permission access
to the initialize function.

The login ID used for Initialize New Year should have
access to all employees

Login Id

ADMIN

Password

o Log in to the database where you want to perform the

Choose the period for 202512'.

Login Period

2025 V=12 hat

|

Forgot Password

Payroll Login
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Initialize New Year Procedures | Pro Leave

o Navigate to ‘Leave — Enterprise — Initialize New Year'.

TIMES

Confirmed

Leave

T
No data.

HR

© Apply Leave

© Approve Leave

© View Leave

© View Entitlement
© Calendar

© VYearly Calendar
© Report

© Leave Adjustment

SOFTWARE HRIS ¥ LEAVE >~ PAYSLIP ¥ CLAIM ~ TIMESHEET ¥ EEA ~ DOCUMENT ~ SYSTEM ~

ADMINISTRATOR
© Leave Code Setup
© Approval Setup
© Code Setup

© Cc Group Setup
© Policy Setup

© Policy

© Public Holiday Setup
© Param Setup

© Mail Log

© /mport

© Lieu Check

ENTERPRISE

© Leave Setting
© Allocation Setup
© Prorate Setting
© Prorate Details
© Work Day Setup
© Leave Calculation

© BfcCut Off

© Batch Update
© Cut Off Setup
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Initialize New Year Procedures | Pro Leave

G Ensure that the Initialize Year is shown as ‘2026’.

Leave Admin lnitialise New Year

Year

2026

Leave Type

All

Department

All

By Query

Leave Setting

Start Date

Method

All (balance leave)

Option

By selection

Employee
All

End Date
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Initialize New Year Procedures | Pro Leave

o » Choose the ‘Carry forward leave methods’ according to your company’s policy.

« If you allow employees to apply for leave in 2026 before closing 2025, it is recommended to
use the “None” method. This helps avoid issues if an employee applies for leave in 2025
after the carry-forward process.

Leave Admin Initialise New Year

Year

2026

Leave Type

All

Department

All

By Query

- Maximum days C/F (manual)

I Method I

v All (balance leave) v

All (balance leave)

One year (without B/F)

Maximum days C/F (allocation)

MNone

Maximum days C/F (by percentage)
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Initialize New Year Procedures | Pro Leave

0 For the 'Department’ and 'Employee’ options, keep the setting as "ALL" unless you intend to
initialize for a specific department or employee.

Leave Admin Initialise New Year
Year Method
2026 v All (balance leave) v
Leave Type Option
All - By selection v
Department Employee
All - All -
B U
By Query
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Initialize New Year Procedures

| Pro Leave

@) - select the Tick All checkbox only
during the first initialization.

= Click “Copy” to duplicate the Leave
Settings from 2025 to 2026.

= Click “Process” to start the leave
initialization.
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By Query
Leave Setting
Starf Date End Date
01/01/2026 (m] 31/12/2026
Prorate Method Prorate Formuila
Calendar Day - (Entitle in 1st month) ~ 11. Half (< 0.25:=0 0r 0.25..0.74=05 or > 0.75:
Cut Off Day Variable Full Saturday
- PLEASE SELECT - v Yes
Bring Forward Method FProrate Sick
All v No
Tick Al

Copy Leave Setting (except the default setting)
Copy Leave Prorate Detail Setting
Copy Leave Prorate Setup Setting

The selected year settings will be deleted and it will be replaced wiith the previous year setiings.

b
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Initialize New Year Procedures | Pro Leave

@ Initialization of the new year is in
progress.
Note that the processing time may vary
depending on the size of your database.
Please DO NOT close the browser or
navigate to another page.

(i )
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Initialize New Year Procedures | Pro Leave

@ After completing the process, a message
will appear.

Process Completed.
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Leave Calculation
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Initialize New Year Procedures | Leave Calculation

= After completing the leave initialization, it is essential to run the 'Leave Calculation' process.

- Navigate to ‘Leave — Enterprise — Leave Calculation’. Note: Login year must be 2026.

SOFTWARE PAYROLL ~ HRIS ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ EEA ~ DOCUMENT ~
|
. . . HR ADMINISTRATOR ENTERPRISE
'@ Default (_) This Menth (_) Today
© Apply Leave © Leave Code Setup © [ eave Setting
Confirm Due Date © Approve Leave © Approval Setup © Allocation Setup
© View Leave © Code Setup © Prorate Setting
Birth Date
© View Entitlement © Cc Group Setup € Prorate Details
© Calendar © FPolicy Setup © Work Day Setup
© VYearly Calendar © Policy © Leave Calculation
Timesoft Support Email & Hotline © Report © Public Holiday Setup © Initialise New Year
S © leave Adjustment © Param Setup € Bf Cut Off
support@timesoft.com.my © Mail Log © Batch Update
Hotline © Import © Cut Off Setup
+603-93880090 © Lieu Check
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Initialize New Year Procedures | Leave Calculation

Keep the settings as ‘ALL' for Department, Employee, and Leave.

Next, click 'Process' to start the leave calculation process.

Leave Admin Leave Calculation

Department Employee

- Al - - All

Leave Type

All -

‘ Process ‘
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Initialize New Year Procedures | Leave Calculation

Please note that the processing time may vary depending on the size of your database.
DO NOT close the browser or navigate to another page during the processing.

You can proceed to ‘Leave Entitlement’ to check the data after the process is completed

Process Completed. I
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Initialize New Year Procedures | Leave Entitlement

To confirm the completion of the ‘'Initialize Leave' process:

Navigate to ‘Leave — HR — View Entitlement’.

TIMES
SOFTWARE FPAYROLL ~ HRIS ~ LEAVE ~ PAYSLIP ~ CLAIM
teave | Admi HR
© Apply Leave
Department © Approve Leave
_All- © View Leave
— View Entitlement
Leave Type © Calendar
All © VYearly Calendar
© Report
[—] © Leave Adjustment
Process
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Initialize New Year Procedures | Leave Entitlement

Example: Leave entitlement of the ‘ANNU’ leave code.

ANNUAL LEAVE

Jan/2026 12.00 T.50 0.00 0.00 19.50 0.00 19.50
Feb/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50
Mar/2026 12.00 7.650 0.00 0.00 19.60 0.00 19.60
Apr/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50
May/2026 12.00 7.650 0.00 0.00 19.60 0.00 19.60
Jun/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50
Jul/2026 12.00 7.650 0.00 0.00 19.60 0.00 19.60
Aug/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50
Sep/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50
0ct/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50
Nov/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50

Dec/2026 12.00 7.50 0.00 0.00 19.50 0.00 19.50

Close
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Initialize New Year Procedures | Public Holidays Setup

» The system adds 2026 public holidays for KL/National only.
= |f you have other ‘Public Holiday' types, you will need to set them up manually.
» Navigate to ‘Leave — Administrator — Public Holiday Setup'.

TIMES

SOFTWARE HAIS ~ LEAVE~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ EEA ~ DOCUMENT ~ SYSTEM ~

reave | HR ADMINISTRATOR ENTERPRISE

© Apply Leave © Leave Code Setup © [eave Setting
employee  © Approve Leave © Approval Setup © Allocation Setup
AH LEE © View Leave © Code Setup © Prorate Setting
© View Entitiement © Cc Group Setup © FProrate Details
© Calendar © Policy Setup © Work Day Setup
ﬂ © Yearly Calendar © Policy © [eave Calculation
ABSENT @ Report © Public Holiday Setup © Initialise New Year
sl © [ eave Adjustment © Param Setup b N Off
© Mail Log © Batch Update
CHILD C,
© Import © Cut Off Setup
COMPAS € Lieu Check
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Initialize New Year Procedures | Public Holidays Setup

a Choose the ‘Year’ as ‘2026’. DN i oy seiip
Year State
You can use the ‘Copy ‘ o ‘ 3 (& =
function to duplicate the public P
. Source Target
holidays from one to another. = w [l y
SOU rce: Copy |(Copy the selected "Source” Holiday
Choose the Code to copy from_ Table to selected "Target" Holiday Table)
Blank “State” refers to the KL/National e e e e
public holidays added by the system. QW | Newves v
r 4l | Thaipusam/FT Day 01/02/2026
TarI et_ ir4l | Thaipusam Repl 02/02/2026
Choose the code to copy to. SNl iai
Aftor dublica ) @w [ Public holidays ) "
er duplicating, you can make any @® | without an assigned
necessary amendments. z® | ‘Holiday Table’ code | oo
z & | are the default list 21/03/2026

Kadded by the system V.
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Initialize New Year Procedures | Public Holidays Setup

To check if an employee is assigned a
Holiday Table code:

Navigate to ‘Payroll - EMS —
Employee — Leave/Benefit' tab.
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m

« || < E]E | new |[ save || peceTe || canced |

Employee ID / Name
ADDO1 [AHMAD BIN YUSUF]

(@) LEAVE SCHEME () BEMEFIT SCHEME

Action Code * Mew/Rejoin [M] hd

Leave Scheme EXECUTIVE SCHEME [EXE] v Q

Effective Date = 0ifoi/f2018 B

Shift Worker MO hat

Previous Leave Scheme b
I Holiday Table MAALAYSIA [MSIA] t |
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Carry Forward Leave Methods
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Initialize New Year Procedures | Carry forward leave methods

The following Carry Forward Leave Methods are available in the system.

Leave Admin Initialise New Year

Year Method
2026 v All (balance leave) v
All (balance leave)
Leave Type One year (without B/F)
All - Maximum days C/F (manual)
Maximum days C/F (allocation)
Department
None
All - |
Maximum days C/F (by percentage)
ﬂ . 1
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Initialize New Year Procedures | Carry forward leave methods

1. All (balance leave)

» This option carries forward ALL annual leave balances to the following year, ensuring that
employees retain their unutilized leave from the previous year.

Current Year Full: 13 B/F: 3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2 Balan[:e

Following Year Full: 14 B}'F: Adjust: 0 Forfeit: 0 Entitlez: 1 Total: 15 Taken: 0 Balance: 15
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Initialize New Year Procedures | Carry forward leave methods

2. One year (without B/F)
= Only the unutilized Earned Leave from the current year is carried forward.
= Any leave left from the previous year (2024) is forfeited.
= |f the 2024 B/F is equal to or greater than the leave taken in 2025, the carry forward to 2026 will
match the 2025 leave entitlement.
Example:

2024 B/F: 3 days

2025 YTD Taken: 2 days

2025 YTD Entitlement: 13 days
Carry forward to 2026: 13 days

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 | Entitle: 13 |Tnta|: 16 Taken: 2
Fnlluwing Year Full: 14 Adjust: 0 Forfeit: 0 Entitle: 1 Total: i4 Taken: 0 Balance: 14
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Initialize New Year Procedures | Carry forward leave methods

3. Maximum days C/F (manual)

= This option carries forward leave based on the user-defined number of days or the actual annual
leave balance, whichever is lower.

Leave Adrmin Initialise New Year

Scenario #1 Scenario #2
vear Method Annual Leave Balance = 6 days Annual Leave Balance = 4 days
2026 v Maximum days C/F (manual) Max Carry Forward = 6 days Max Carry Forward = 6 days

B/F in the following year = 6 days | B/F in the following year = 4 days

Maximum carry forward

6

Expected results based on the above setting.
The system carries forward 6 days to 2026, despite the 2025 balance being 14 days.

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2 | Balance: 14

Following Year Full: 14 ‘B}'F: 6 | Adjust: 0 Forfeit: 0 Entitle: 1 Total: 7 Taken: 0 Balance: 7
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Initialize New Year Procedures | Carry forward leave methods

4. Maximum days C/F (allocation)

= This option carries forward leave based on a pre-defined value (days) specified in the
Leave — Enterprise — Allocation Setup — BF’ column.

Leave Scheme Leave Type
MANAGER SCHEME ~ ANNUAL LEAVE ~
=w 0.00 - 2.00 18.00 10.00
="
W

Expected results based on the above setting.

The system carries forward 10 days to 2026, despite the 2025 balance being 14 days.

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2 |Balance: 14 |

Following Year | Full: 14 Adjust: 0 Forfeit: 0 Entitle: 1 Total: 11 Taken: 0 Balance: 11
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Initialize New Year Procedures | Carry forward leave methods

5. Maximum days C/F (by percentage)

= This option carries forward leave based on a pre-defined value (%) specified in the
‘Leave — Enterprise — Allocation Setup — BF’ column.

The value setup in the “BF” column ——
relates to a percentage. o o
*_H_
=W 0.00 - 2.00 18.00 10.00
= W
= .

Expected results based on the above setting.
The system carries forward 1.3 days to 2026, despite the 2025 balance being 14 days.

Current Year Full: 13 B/F: 3 Adjust: 0 Forfeit: DTDtaI: 16 Taken: 2 Balance: 14
Following Year Full: 14| B/F: 1.3 |Adju5t: 0 Forfeit: 0 Entitlez1 Total: 23 Taken: 0 Balance: 2.3
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Initialize New Year Procedures | Carry forward leave methods

6. None

= Any unused annual leave from the current year will not be carried forward to the next year.
It will be forfeited.

= The B/F in the following year's leave record will display '0', indicating no unused leave has
been carried forward.

Current Year Full: 13 B/F:3 Adjust: 0 Forfeit: 0 Entitle: 13 Total: 16 Taken: 2
Fulluwing Year Full: 14 Adjust: 0 Forfeit: 0 Entitlez1 Total:1 Taken: 0 Balance: 1
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TIMES Timesheet
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Initialize New Year Procedures | TIMES Timesheet

= You should only initialize the New Year for the TIMES Timesheet module after completing the
New Year initialization for ePAYROLL.

Failure to complete this step will prevent the creation of employees' shift schedules for 2026.

If your company does not use the Timesheet module, ignore this process.
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Initialize New Year Procedures | TIMES Timesheet

Open the URL for Timesolution.

Company

Initialize New Year for Timesheet.
PRO-DEMO

Log in as '"ADMIN' or any login ID with permission access
to the initialize function.

The login ID used for Initialize New Year must have
access to all employees

Login Id

Password

Choose the period for 202601".

o Log in to the database where you want to perform the

Login Period

2026 v 01 v

Forgot Password

Payroll Login

e
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Initialize New Year Procedures | TIMES Timesheet

o Navigate to ‘Timesheet — Administrator — Shift Schedule’.

TIMES | 2apoMin
SOFTWARE HRIS ¥ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET * EEA ~ DOCUMENT ~ SYSTEM ~ a: {
HR ADMINISTRATOR
Confirmed New Hired €© Time Sheet © Work Group Setup
[ [
1 -’ 0 e’ © Report © Shift Setup
© View OT Requisition © Shift Pattern
© Approve OT Requisition
© Time Log © Individual Calendar
Leave System o
© Import Timing © Approval Setup
v -~ v © Batch Approve © Period Setup
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Initialize New Year Procedures | TIMES Timesheet

@ Ensure start Date and End Date is 01/01/2026 and 31/12/2026 respectively,

Select .. to tick for all employees. Next, click “Process” to start the Timesheet initialization.

Tmesheet ) Adnin
Employee Start Date End Date
Al 01/01/2026 m] NN 2026 a
ﬁ
l Q, Query I| £ Process ”FSave l
Update Work Group
EE [LEAVE] ] a
(m] 000 AD BIN YUS CHOO [0900 Q
] A LOW JI | ] Q,
m 80001 BINTI MUHAMAD 1 I -
o0 | camimme ] T a
L ] L 1a
ccccccc OFFICE OFFICE] Q
C CHO0O cHoo ] [ la
as TESTTES [ ] Q
(m] Jacq002 EOH DAMIE | Q
l v ‘ 1 M v ecords Pe
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Initialize New Year Procedures | TIMES Timesheet

Note:
If you have more than 20 employees, you may consider changing the display record to a higher number,
e.g., 100.

Sl -

(]

0w m— a

(m] 00! AVA LOW JING YEE Q

u] B00D1 BINTI MUHAMAD 1] [ 1a

o w mene — —

0 ™ E—  Ja

o | - a -

0 cHoooor 00 1 [ Ja 0

o m TESTTEST] [ ] [ | q m
100

O | Jacqoo2 YEOH DAMIEN 1] " a 500

Show Page of 1 Pages Display Records Per Palie
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Initialize New Year Procedures | TIMES Timesheet

0 Processing in progress.

Note that processing times may vary, depending on the size of your data.
Do not close the browser or navigate to another page during the processing.

The shift scheduling

Process Completed.
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Initialize New Year Procedures | TIMES Timesheet

e If the list of employees spans [ -
All Q 01/01/2026

more than 1 page, repeat the e

initialization shift scheduling on s

each page. “D_ — i_-| |
O A0001 AHMAD BIN YUSUF [cHoo |
O T005 AVA LOW JING YEE | |
O B000T BINTI MUHAMAD | |
= cooot CATHERINE | |
0 T002 CHIN YEE VEE | |
0 T003 CHONG KK [oFFICE |
O CHO0O1 GHOO | |
O o CHRIS [PAYROLL] | |
O Jacqo01 JACQUELINE LYE | |

L] <] snomese s U—’L Process for }
all pages
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Initialize New Year Procedures | TIMES Timesheet

e « Now that the Timesheet initialization for 2026 is complete, it is advisable to perform a random
check to verify its status.

= Navigate to ‘Timesheet — Administrator — Individual Calendar’.

¥ CLAIM ~ TIMESHEET * EEA ™~ DOCUMENT ~ SYSTEM ~
— =
HR ADMINISTRATOR
© Time Sheet © Work Group Setup
:-“" © Report © Shift Setup
© View OT Requisition © Shift Pattern
© Approve OT Requisition © Shift Schedule
© Import Timing © Approval Setup
© Batch Approve © Period Setup
© FPayroll Transfer © Layout Setup
O e D e O T i
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Initialize New Year Procedures | TIMES Timesheet

@ « Choose the employee code. revesnest ) g
" Set the date range from Employee Start Date End Date
01/01/2026 to 31/12/2026. AHMAD BIN YUSUF Q 01/01/2026 o 31/01/2026 w
- Click 'Save', then click 'Query’. | | Qavey || @save [
= The system will display the oae ek ooy vorkGoup sni
employee list for the selected date oo | Tho [oFrice | foFricE |
ran g e. 02/01/2026 Fri |oFFicE | |oFFICE |
. Ver|fy that the 'Workgroup' and 03/01/2026 Sat |oFFICE | |oFF DAY |
' cpar £ . 04/01/2026 Sun |oFFICE | |OFF DAY |
Shift' fields contain the expected
L 05/01/2026 Mon |oFFICE | |OFFICE |
data. If the data is in order, the
. o . . 06/01/2026 Tue |oFFICE | |OFFICE |
Timesheet initialization process is
07/01/2026 Wed |oFFICE | |OFFICE |
Complete' 08/01/2026 Thu ‘Work Group’ E

and ‘Shift’ must
k not be empty v,
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