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1. INTRODUCTION

This document serves as User Guide for prepare, generate, & submission of

Occupational Employment Dataset (OED) report.

RELATED GUIDES
Before proceeding this guide, please read the following document first.

- TimesPro Payroll SG User Manual v1.0.pdf.
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2.

DATASET DESCRIPTION

2.1. Data Export Logic

> All staff who have received pay for the month will be included in the report, excluding

staff who resigned in the previous month.

> The current month's report needs to be submitted no later than the 7™ day of the

following month.

2.2. Report Template

OED Report Field

Payroll EMS field & payroll transaction data

Mapping

S/N

** Running number start from 1 **

Data as of DDMMYYYY

** Report generated date **

UEN

Company Registration Number

Full Name (as per NRIC/
FIN)

Employee's Full Name

ID Type

Employee's ID Type

Identification No.

Employee's NRIC/FIN No

Date Joined Employee's Hired date
Highest Education Highest Education
Attained Employee's Education Level (Mapping) Attained

PWM Job Level

Employee's Occupation (Mapping)

PWM Job Level

Main Job Title

Employee's Occupation

Main Job Duties

Employee's Occupation (Mapping)

Occupation — Main

Duty

PWM Job Description

** |leave blank **

Is the employee
performing HR

functions/roles?

Is HR option ticked

Primary HR Function

Employee (Mapping)

HR Job Functions and

Levels

Secondary HR Function

(if applicable)

Employee (Mapping)

HR Job Functions and

Levels
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HR Job Level held

Employee (Mapping)

HR Job Functions and

Levels

Occupation Group

Employee's Occupation (Mapping)

Occupation Group

Type of Employee

Employee's Tenure of service (Mapping)

Type of Employee

Full-Time or Part-Time

Employee's Tenure of service (Mapping)

Tenure of Service

Department

Employee's Department

Contractual Working

Hours (Per Week)

Employee's Pay Group Working Hours * Days
work/Week

Total Paid OT Hours

(Month)

Employee's Total OT worked for the month

No. of days of Unpaid

Leave taken

Leave code (Mapping)

Type of Leave taken

No. of days of Paid Leave

taken

Leave code (Mapping)

Type of Leave taken

Total number of working

days in the month

Employee’s worked days in report generated

month

Actual number of days

worked in the month

Current month working day

Mode of Payment

Employee's Pay Type (Mapping)

Pay Type

Basic Wage (S)

Employee's Current New Salary

Gross Wage Received ($)

Employee's Gross Wage for the month

Annual Leave

Entitlements

Employee's Annual Leave entitlement

Premise Type

Cost center (Mapping)

Premise Type

Postal Code

Cost center (Mapping)

Premise Type

Street Name

Cost center (Mapping)

Premise Type

Date left (DDMMYYYY)

Employee's Resignation date

Mode of Leaving

Termination (Mapping)

Resignation Reason
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3. GENERATE OED REPORT

» Go to Payroll > Reports > Other Report > Occu Employment Dataset

g e

oot e J Eperio Sothycoe v [npetoseohhme
Period 202403 ~
Type HIGHEST EDUCATION ATTAINED Al

I

e

| 7

ADVDIPLO

|pecree

ADVANCE DIPLOMA

|pecree

‘ % ‘

DIPLOM

poc

DIPLOMA

pocrorite

MBA

i

NONE

foueie

PRIMARY

» User required to perform mapping on this page and then save it.

a) Select available options at “Type” drop-down list

b) Perform mapping at table below -> Classification field.

c) Click [save] button.

d) Repeat step a to c until all available options (11 types) are mapped.

Fields that need to map (Type):

Highest education attained

|| occurationsi employment Dataset

Sort By CODE N Type te
Company ABC COMPANY PTE LTD [ ABC ] »
perioa w01 v
Type HIGHEST EDUCATION ATTAINED v
a [rieve [ V] a
Aovorpo ADVANCE DIPLOMA v
oesres |oecres | v
o1pLOM otpLoMA v
|vea [mea | v
N N LEvEL v
nonE [none | v
° oLeveL v
[priM |pramary

SECONDARY
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ii.  HRjob functions and levels

‘Occupational Employment Dataset

Company ABC COMPANY PTE LTD [ ABC ] hd

Period 202407 e

Type HR JOB FUNCTIONS AND LEVELS o

foe aoom i g S T -
maercon = S

** employee listing that appear here is depends on the ‘Is HR?' checkbox at EMS ->
Employee -> Detail page. **

Employee ID / Name 10066

Employee ID * 10066 Is Supervisor?

Fient Nimman |

iii.  Occupation group

[roiivenane

(=] Eptcsy SoRByCoDE V| petoseuenrere

Company ABC COMPANY PTE LTD [ ABC | v

period 202407 v

Type OCCUPATION GROUP v

[acer [accounmanr I v] &
accT_ ACCOUNTANT - NONSUPERVISORY 5
|some [sowin asstsman | v
Aove_ ADMIN ASSISTANT - NONSUPERVISORY 5
Jsommea [sowin manaen | v
ADMHGR_ ADMIN MANAGER - NONSUPERVISORY v
e e 1 ol
cuerc_ CLERK - NONSUPERVISORY 5
|cons |consuwmanr | v
cons_ CONSULTANT - NONSUPERVISORY

iv.  Paytype

[ oxcmmiom empormen owe
e sonicone <) [pperosewenner

Company | ABC COMPANY PTE LTD [ABC ] v
period 202407 v
Type PAY TYPE v

|es [o1-0ait Rated Typez | v &
02 01-Daily Rated Type2 ~
o= [ox-ai Rated ypez | v
04 01-Daily Rated Typed d
|os Jos-oaity rated Types | |
o6 01-Daily Ratad Types 5
o7 [o2-0aiy Rated Type7 | v
o8 01Dy Rated Types v
s s Heury rated Tyoes | |
wr2 HR2-Hourly Rated Type2 v
v [pma-ourly Rated Type3 | v/
HRe HR4-Houry Rated Types v
Joes |#e-Heury rated Types | v
e SE-hthly Ratad-NonOT -
= e \ =
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v.  Premise type

g

Sort By CODE v | [Type to search here

Company | ABC Company Pte Ltd [ ABC ] v

period 202407 v

Type PERMISE TYPE | Code Mapping DIVISION v

a

o ‘uonm BRANCH ‘ v l ‘ ‘
ovz EAST BRANCH v

|owvs ‘som BRANCH ‘ v ‘ ‘ ‘
MGT CENTRAL BRANCH T
= =

** Code Mapping under Premise Type is to indicate user use which field as their work
location/ branch/ outlet **

** user to select the premise type, key in postal code & street name of each premise. **

vi.  PWM job level

g

Sort By CODE | [Type to search here

Company | ABC Company Pte Ltd [ ABC ] v

period 202407 v

Type PWM JOB LEVEL v

— SIFICATI a

|acer |accounmant - supervisory | v
AccT_ ACCOUNTANT - NONSUPERVISORY v
IADME ‘ADMIN ASSISTANT - SUPERVISORY ‘ v ‘
ADME_ ADMIN ASSISTANT - NONSUPERVISORY v
IADMMGR |somn manaer - suervisory ‘ |
ADMMGR_ ADMIN MANAGER - NONSUPERVISORY v
Jouenx |cLenx - supeavisory | v
cLeRk_ CLERK - NONSUPERVISORY v
‘cons “consumm - SUPERVISORY l v ‘
cons_ CONSULTANT - NONSUPERVISORY

vii.  Resignation reason

Sort By CODE v | [Type to search here
Company | ABC COMPANY PTE LTD [ABC ] v

period 202407 v

Type RESIGNATION REASON v

== Josox o scuoor i ] -
erren freys— S
[ ecerseo \ <l
e [ | “|

" Py, =

hone frone \ -
s> S
feseo [ \ “
remen pr— =

e frennereo | =

Copyright © 2024 Times Software Pte Ltd. All rights reserved. Page 9 of 14



TIMES

User Manual Guide
SOFTWARE Occupational Employment Dataset (OED) ver1.1

viii.  Tenure of service

I Occupational Employment Dataset
EnE = Sody ot v petosevenrae

Compory | ABC COMPANY PTE (7D (A6C] v

P

e TeNURE OF stavice v

[ [rore e { 3] -
one vone v

b = \

ix.  Type of employee

I eSS DA _
- export CsV |[ Export xcel Sort By CODE v | [Type tosearch nere

Company | ABC COMPANY PTE LTD [ ABC ] v
period 202607 v
Tyoe TYPE OF EMPLOYEE v

B e \ o] .
- e | .|

X.  Type of leave taken

Occupational Employment Dataset

Company | ABC COMPANY PTE LTD [ ABC ] ~
period 202407 v
Type TYPE OF LEAVE TAKEN v

= T ] <] a
oo e 5
o o vesrma | -
= o e =
== e | <
coue conmasionrs wnve ~
o fowmo siceene \ -
coo - s
e e wewwr I =1
o oo e =
fpwar s e | =
vossmsATon =

xi.  Occupation — Main duty

[ s | —

Export CSV |[ Export Excel Sort By CODE v [Type to search here
Company | ABC Company Pte Ltd [ ABC] v

period 202407 v

Type OCCUPATION - MAIN DUTY v

. Y - 1 T 1Y 11> 7 —

kAccr |AccouNTAm - SUPERVISORY ‘ ‘
AccT_ ACCOUNTANT - NONSUPERVISORY

lADME |ABMIN ASSISTANT - SUPERVISORY ‘ ‘
ADME_ ADMIN ASSISTANT - NONSUPERVISORY

[ADNMGR |ADMIN MANAGER - SUPERVISORY ‘ ‘
ADMMGR_ ADMIN MANAGER - NONSUPERVISORY

.ctsm( |CLERK - SUPERVISORY ‘ ‘
CLERK_ CLERK - NONSUPERVISORY

[mus |cousumu‘r - SUPERVISORY ‘ ‘

CONS_ CONSULTANT - NONSUPERVISORY

** user to key in brief description of the main job responsibility if the occupation **
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» Users can generate the OED file and export it to CSV or Excel format.

> Users have options to upload the file to the MOM portal via APl Submission.
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4. MOM API SUBMISSION

Requestor Detail
Name Email Update

Requestor will be receiving email for AP validation and submission process.

API Submission

s e
Period 202405 v
)

1. Click [UPDATE] button to input Requestor Name and Email address.
Requestor will be receiving email for API validation and submission process.

2. Click [SAVE] button to save record.
To generate record, click [GENERATE] button.

4. Click [OK] to proceed.
“ MOM API Submission —

Requestor Detail

Name Mei Thien Email meithien.ong@timesoftsg.com.sg Update

Requestor will be receiving email for AP validation and submission process

API Submission

e R S
Period 202403 N
(]

Confirm x

e ‘Confim to generate for IRAS API TEST COMPANY PRIVATE LIMITED
AGENCY TIMESV 12345YUP [ CHA]

OK || Cancel

5. To sign in using CorpPass, click [CORPPASS] button.
6. After logging in, click “[YES]” to agree to submit using the API.

apex

Request for Permission

Timesoft-APEX APl is requesting permission for the purpose of
Submission of Occupational Employment Data

Do you agree to connect and transact with Timesoft based on the Terms of Use?

L
C No )

*Image just for reference purposes.*
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7. After clicking “[YES]", system will prompt you to click CorpPass again.
8. Click the “[OK]” button, and then continue by clicking the [CORPPASS] button again.

Requestor Detail

Email meithien.ong@timesoftsg comsg
Requestor will be receiving emailfor AP) validation and submission process

Update
s
APl Submission
Ccompany IRAS AP| TEST COMPANY PRIVATE LIMITED v
202403 v

Period

Alert
o Plssse cick CorpPass agan

oK

Click [SUBMIT] to confirm the submission.
. Click “[OK]” button to complete the process.

p—
API Submission

202403 v

—

0 Confirm to submitfor IRAS API TEST COMPANY PRIVATE LIMITED
AGENCY TIMESV 12345YUP [ CHA]

OK || Cancel
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