TIMES

SOFTWARE

Setup

Steps to change pay group

1. Go to Payroll Setup > Pay Group Setup

2. Click on New

Global Pay Group Setu
Allawance/Deduction 'V Group Setp
Pay Group Year 2020
Bank Master
Start Date End Date r2020] [
Code Setup Day Worked Per Week 5 Hour Worked Per Year 2080
Cost Centre Allocation Daily Rate Formula Warking v Working Hours e
NPL Rate Formula Working Da v OT Hour Formula 48 HOURS K [2] v
Formuls Setup
Global Weekly Setting
Week 2 ¥ |[Pav? Y| Bo™ ¥ MON TUE WED THUY FRI SAT Sun
; Is Alterate Saturday? Public Holiday as OFf Day?
Pay Group Weekly g v ' Week 1 FULL FULL FULL FULL FULL oFF oFF
Work Code Setup Week 2 FULL FULL FULL FULL FULL OFF oFF
SAVE CANCEL RE-GENERATE
PERIOD START-DATE MID-DATE END-DATE 1st-HALF 2nd-HALF TOTAL OT-START DATE OT-MID DATE OT-END DATE
01/01/2020 15/01/2020 31/01/2020 11 12 23
202002 01/02/2020 15/02/2020 23/02/2020 10 10 20

3. Set the pay group name (eg. 4.0DAYS), days worked per week and hours
worked per year accordingly

4. Set the global weekly setting to indicate the working and off

5. Click on Save

Global Pay Group Setr

Allowance/Deduction s 1
Pay Group 4.0DAYS - Year

Bank Master
Start Date 1012020 End Date

Code Setup Day Worked Per Week 4 Hour Warked Per Year 1664

Cost Contre Allocation Daily Rate Formula Working D v Working Hours s
NPL Rate Fermula Working Day v OT Hour Formula HOURS/YEAR - USER DEFINED [1] ¥

Formula Setup

Global Weekly Setting 2
Pay Group Setu -
Y pacte Week 2 ¥ [ Bay ¥ | Mon TUE WED THU FRI SAT suN
; Is Alternate Saturday? Public Holiday as Off Day?
by @iy 4 v Y 1| [FOLt FULL FULL oFF FuLL oFF oFF
Work Code Setup 3 2| FuLL FuLL FuLL OFF FuLL OFF OFF
NEW DELETE CANCEL WORKING CALENDAR RE-GENERATE
PERIOD START-DATE MID-DATE END-DATE 1sTHALF 2nd-HALF TOTAL OT-START DATE OT-MID DATE OT-END DATE
202001 01/01/2020 15/01/2020 31/01/2020 E 3 18
202002 01/02/2020 15/02/2020 25/02/2020 H s 15
202003 01/03/2020 15/03/2020 31/1 2020 8 10 18
202004 01/04/2020 15/04/2020 30/04/2020 9 k) 17
202005 01/05/2020 15/05/2020 31/05/2020 E B 17
Success ®

Q/ Save Successfully.

OK
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Assign New Pay Group individually for small group of employees

1. Go to Employee > Calendar
2. Choose the newly created pay group > Change

Detail Career Bank Employment = Address Leave [ Benefit | Calendar | Misc = Free Fields Exit Records
m a a m | NEW || sAvE DELETE || CANCEL
Employee ID ool | @ Mame |DAVID LIM
Pay Group Setting Employee Weekly Setting
Payaroup 4.0DAYS ¥ CHANGE | MON TUE
ZDAYS R -
From Date B To Date =
5.0DAYS ) Week 2 F
Period 5.5DAYS Total Workiga's Day 22
£.0DAYS
Employee Yearlyjg CLATM
ECLAIM
LEAVE
OVERTIME 4 5 [ 7 8 [} 10 11 12 13 14 15 16 17 19
Jan 2020 | H 'SrEgT s} F F F F o fs} F F F F F o
Feb 2020 = = F o o E E E E F o o F F
Confirm Save? ®
® Reset to paygroup default setting?
oK Cancel
Success x

; Calendar setting changed successful,

o |
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Mass Assign New Pay Group
1. Go to Utility > Global Change
2. Key in pay group at the searching field > click on pay group

VALUE Query Selection

v Field/Description

DESCRIPTION

Initialize New Year Global Change  Global Rename Photo Upload
Export/import FROCESS CANGEL EMPLOYEE v | | crance
Global Change
no DESCRIBTION NO DESCRIBTION
Report Footer Message
18 CLASSIFICATION CODE | 40 PAY GROUF

|34

[TERMINATION CODE

3. Choose the newly created pay group under value
4. Choose the query accordingly (choose ‘ACTIVE STAFF’ if applicable to

all employees)
5. Click Process

Iz D Global Change  Global Rename Photo Upload
Transfer Emp Record Type here ) CHANGE FROM OPERATION VALUE IQuery Selection ACTIVE STAFF
L
Export/import CANGEL EMPLOYEE v | | cHance v || 4.0DAYS hd | Field/Description 40 || PAY GROUP
Global Change
NO DESCRIPTION NO DESCRIPTION NO DESCRIPTION
Report Footer Message - E——
a7 /AMGUNT PER POINT 24 MEDISAVE SCHEME (T/F) SEMI MONTH PERCENTAGE
33 BANK PARTICULARS NATIONALITY CODE 3 SEMI MONTHLY ~ .
. e = e - e ployee pay group details and calendar will generate
base on the selected pay group.
14 BRANCH CODE 7 NPL RATE FORMULA k] SERVICE POINT
30 CHANGE CPF/SDF/FWL 25 PASSPORT PERIOD 47 STOPR PAYMENT INDICATCR
18 CLASSIFICATION CODE 40 PAY GROUP 34 ' TERMINATION CODE
6. Click OK
Confirm [Query:-2] x
_..\ .
( Confirm to Proceed the Global Change?
k Description: PAY GROUP
Value: 4.0DAYS
oK Cancel
Success ®
~. Global change process is completed.
-
OK

-END-




