New Default Password Format Employee Guide

06 May 2026

TIMES

SOFTWARE

TIMES

SOFTWARE

New Default Password Format

Employee Guide

Document Version: 1.2
Released Date: 06.05.2026

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
Restricted Page 1of14



New Default Password Format Employee Guide

TIMES 06 May 2026

SOFTWARE

TABLE OF CONTENTS

L 00 111 0] (1) 3
L.1) NEW EMPLOYEEC..ccuiiiiiiiiiiiiieiee ettt ettt s ste e e s e e sibe e s sabeessabeeesabeesnaneeens 3
1.2) Employee reset login PassWOrd ..........coceevverieriiriienieniieieseesreeie et s 7
1.3) Employee change payslip PassWord .......ccueeeiveiriieeniieeniieeniieesiee e ssreessineessiseessaneeens 8

2) MFA For EmMPIoyee......ccceuuiiiimiimiiiiiiiiiiiiiiineiiiniinsisnnrsseesssnnssssssssneesnes 9
2.1) MFA DY QUthENtICALOT. .....eeiiteiiieeiieeiee sttt et s b e e e e snees 9
2.2) MEA DY €Ma1L..c..coiiiiiiiiiiieiieeseee ettt st 12
2.3) Change MFA Method.........cccieiiiiiiiiiiiiiiiiicr e 13
2.4) Unable to access MFA AuthentiCator..........covueerieiiiieriieeiie et 14

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
Restricted Page 20of14



New Default Password Format Employee Guide

TIMES 06 May 2026

SOFTWARE

1) Employee
1.1) New Employee

When a new employee is created, they need to click on the “first login or forget password”
to get a temporary login password

TIMES @ English
SOFTWARE

) Company
TestDB
Login Id
ADMIN
Password
N Login Period

2026

R | Login

First Time Login / Forgot Password

Payroll Login

After clicking the button, the user will be redirected to the “Forget Password” page. They will
be prompted to enter their Employee Number (Emp No.), Email and to fill in the Captcha

Forgot Password

Please enter your Emp No and Email then follow by Submit button

Emp No
[ x |

Email

| J

T3696F

If the user enters the wrong emp No or email, the following error message will be shown:

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
Restricted Page 3o0f14



New Default Password Format Employee Guide

TIMES 06 May 2026

SOFTWARE

Forgot Password
« Input data does not match the registered credential
Please enter your Emp No and Email then follow by Submit button.

Emp No
002

Email

asds@csa.com

827C55

53FB6E

The user needs to enter both the correct Employee No (Emp No) and Email to receive the
temporary password.

After entering all the information required and clicking the Submit button, the user will get the
following success message:

The credential information has been sent to user registered email.

An email will be sent to the User’s email address:

Reply Reply all Forward

P
@ To: @ Kyle Chua

Password: ai2t8-42L1QE

Please note that the temporary password will be expired on 2 hour(s).

Reply Forward

Important: Please note that the temporary password is only valid for 2 hours. If more sthan 2
hours, kindly reset your password again by following the steps above.

Note: If password does not get sent to email after 1-2 minutes, re-click the hyperlink
hyperlink “First Time Login / Forgot Password” on the login screen above and follow the
steps above

After the user logs into the system with the temporary password, after which they will be
prompted to reset to their own password.
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P> Google Play
£ Download on the
' App Store

After User click the Login button, user will be redirected to the First Time Change password
page.

Note: Full/Partial NRIC of employee cannot be used as employee password (Example:
S1234123A/123A)

For first time login, you MUST change your password.The password must contain at least one lowercase,
uppercase and numeric.Password at least 8 character.

Employee

BEN LIM b
Password Type

Login Password
0Old Password

New Password

Confirm Password

By using this app, you consent to the collection, use, and disclosure of your personal data by your
organisation in accordance with the Personal Data Protection Act (PDPA) of Singapore. Your data will be
used to provide and improve our services, as well as for operational and legal purposes. For more
information on how we manage your personal data, please refer to your organisation Privacy Policy.
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If the wrong temporary password is entered, the following error message will be shown.

Invalid old password.

If the value of confirm password and new password do not match, the following error
message will be shown.

The new and confirm password is not the same.
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After filling up the following fields, the user can click submit button:

e Old Password
e New Password
e Confirm Password

Please relogin with new password.

Now the user will be able to use their own password to login to the system.

1.2) Employee reset login password

If an employee forgets their login password, they can click on the “First Time Login / Forgot
Password” and follow the steps in 1.1 to reset their password

**Note: There is a difference in email if an employee has an existing password compared
to them requesting for their first login password

Credential Info

PostMaster

@ To: @ Kyle Chua

Hi BEN LIM [002],

You have requested to reset your password. The link will expire in 2 hour(s).

[http:/localhost/SolutionPro/ChangePassword2/Page?
QHKKXX8GAUS5VRKrI4IYNG66YIc13nUNKk8iz17+2V3IliZrL1ZRp751685GNIpvOwCn]Please
click here to proceed

Reply Forward
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1.3) Employee change payslip password

If an employee wants to reset their payslip password, they can click on the “Change
Password” tab under “Payslip”

@english |
TIMES LEAVE ~ CLAIM ~ CASUALLABOUR ~ DOCUMENT ~ " RECRUIT = JOBSHEET = BOOKING ~ FORM ~ TII ~ HRIS ~ PAYSLIP > IRAS ~

SOFTWARE 2es | o

TRAINING ~  APPRAISAL ~

EMPLOYEE
© View Pay Slip
My Dashboard Annual Leave off In Lie This Week © View Pay Histo
Change Password <
Good Afternoon BEN, Today is 11/05/2026. ) s Pced
Yo lsstioginis at 11/05/2026 150823 2outof 10 days i taken Mo Recard
Submission In Pending
28 Pending — FLEX| CLAIM ot 28104/2026 4
Announcement

~ ANNUAL LEAVE at 11/02o

+ ANNUAL LEAVE at 20.02-2025-27-02-2025 &
8 PeningFor — Birthday Leave at 29/04 @
8 PondingFor — ANNUAL LEAVE at 28/04 &

Next Week

No Record.

The employee will be re-directed to the “Change Password” page where they will be prompted
to fill in the following fields: (Old Password, New Password, Confirm Password)

& English

TIMES LEAVE ~ CLAIM ~ CASUALLABOUR ~ DOCUMENT ~  RECRUIT = JOBSHEET ~ BOOKING ~ FORM ~ Tl H ~ HRIS~ PAYSLIP ~ IRAS ~

SOFTWARE aels TAB OFF

TRAINING = APPRAISAL ~

Password at least 12 character.

Employee

BEN LIM
Password Type

Payslip Password -
0ld Password

New Password

Confirm Password

By using this app, you consent to the collection, use, and disclosure of your personal data by your organisation in
accordance with the Personal Data Protection Act (PDPA) of Singapore. Your data will be used to provide and
improve our services, as well as for operational and legal purposes. For more information on how we manage your
personal data, please refer to your organisation Privacy Policy.

| @ submit

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
Restricted Page 8of14



New Default Password Format Employee Guide

TIMES 06 May 2026

SOFTWARE

2) MFA For Employee

2.1) MFA by authenticator
1. After logging in, the employee will be prompted by the system to choose an OTP
(One-Time Password) method. Select 'Setup Authenticator':

SsaSUAT

[ 24 BEN ‘ @ English

TIMES

SOFTWARE  oocumenr - Leave -

axzel TABOFF

PAYSLIP ~ CLAIM ~ TIMESHEET ~ 'HRIS'~ "APPRAISAL ~ IRAS ~

Choose One-Time Password Method

| want to receive a one-time password via email when logging in ( ]
I ) = Activate Email OTP
| want soft Authenticator on my phone 1o get a one-time password
v & Setup Authenticator

when |

Click + button -> Select a OR code

ad "Microsoft Authenticator from App Store or
Go
Microsoft
e Authenticator
[ cpen ] t == [orrye—
E Wk o schoot account >
..... . O (Googge, Facebook, et Find 6 digit that displayed on the App
Addsarkor = Authenticator Q +
school account A
TIMES SOFTWARE PTE LTD
919 045¢

Cancel input the 6 digit and press Test button

Test

Refer to step 1 to step 4 to download Microsoft Authenticator on the employee’s
mobile device. Then, access the Authenticator to scan the QR code shown in 'Step 3

— Scan the QR Code'.
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Step 1 - Download '"Microsoft Authenticator' from App Store or

Google Play
Microsoft
Authenticator
Protects your online identity
 oven o)
4.8 4+ No.4
L2 2 8 83 Years Oid Praductivity M
What's New Version History
Version 6.8.9 Tmo ago

We're always working on new features, bug
fixes, and performance improvements. Make
sure you stay updated with the latest version
for the best authentication experience.

Step 2 - Launch the App -> Click + button -> Select a QR code

Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

== Personal account >
. Other (Google, Facebook, etc.) >
Add work or

school account

Sign in

Scan QR code

Cancel

2. The Microsoft Authenticator will display a 6-digit code. Please enter the code in
the field above, then click the 'Test' button to continue.

3. Upon successful setup, the system will prompt "Verification successful’.
Click the [Activate] button to enable two-factor authentication.

Step 4 - If the test is successful, click the Activate button to
enable two-factor authentication the next time you log in.
(MUST do step 3 for enable the Activate button)

Activate

Choose One-Time Password Method

**The “Activate” button will only be enabled after Step 3 has been successfully

verified.**
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5. After successfully activating the Microsoft Authenticator, the system will display

the following message, the user will be logged out

| 2a8en || @ englisn
 Scclmed | foin

el TAB OFF

SOFTWARE DOCUMENT ~ LEAVE ~ PAYSUIP ~ CLAIM ~ TIMESHEET > HRIS'™ APPRAISAL = IRAS ~

One-time password is activated, please relogin the system.

| Close

6. Upon successfully re-logging into the system, the user will be prompted to enter
the 6-digit code generated by Microsoft Authenticator:

Login with Authenticator

Cancel || Login

Please input 6 digit of Authentication Code

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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2.2) MFA by email

1. After logging in, the employee will be prompted by the system to choose an OTP
(One-Time Password) method. Select ‘Activate Email OTP":

«

V Ti MES 24 BEN & English

soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ "HRIS'™~ APPRAISAL ~ IRAS ~ axzea TABOFF

Choose One-Time Password Method

| want to receive a one-time password via email when logging in. | 1
# N & Activate Email OTP

 want to use Microsoft Authenticator on my phane 1o get a one-time password =
P 9 L & Setup Authenticator
when logging in — ]

" TIMES

DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ APPRAISAL ~ IRAS ~
SOFTWARE

One-time password s activated, please relogin the system.

Close |
=)

2. Upon success re-login to the system, OTP will be triggered to user’s email
address. The user then enters the OTP and clicks [Login].

Login with Email

@ ReGet OTP (120)

Cancel || Login

OTP has been sent to email jasox0@xxx

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
Restricted Page 120f14



TIMES

SOFTWARE

New Default Password Format Employee Guide

06 May 2026

2.3) Change MFA Method
To change the Multi-Factor Authentication (MFA) Method, click “Two-Factor Login”

24 BEN @ Enc

; T
S TSPL p

i 2024 06

(X ¥ X
(A)(a][a]

& UserProfile

@ Talk To HR

& Feedback

13 Change Period

B SignOut

The user will be redirected to the One-Time Password method selection page. Refer
to the previous section for the steps to activate Email OTP.

F”‘i
TIMES
SOFTWARE DOCUMENT = LEAVE ~ PAYSLIP ~

I

CLAIM ~ TIMESHEET ~ HRIS ~ APPRAISAL ~ IRAS ~ e TAB OFF

Choose One-Time Password Method

| want to receive a one-time password via email when logging in
P 909 & Activate Email OTP

| want to use Microsoft Authenticator on my phone to get a one-time password Currently in used
when logging in

Laot a new phone and need 1o scan the QR code on my new phone.
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2.4) Unable to access MFA Authenticator

To reset their MFA Authenticator, if the employee does not have access to their mobile phone,
they can click on the “First Time/Forgot Password” hyperlink at the login page to reset their

password.

Forgot Password

Please enter your Emp No and NRIC / FIN No. then follow by Submit button.

Emp No

002

3BE4EF

3BE4EF

After the employee successfully resets their password, they will be able to re-select their OTP
Password Method (Either via email OTP or Microsoft Authenticator)

TIMES
SOFTWARE

Choose One-Time Password Method

| want to receive a one-time password via email when logging in
B o 8 Activate Email OTP

1 want to use Microsoft Authenticator on my phone to get a one-time password when

@ Setup Authenticator

logging in
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