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1) Payroll User
1.1) Create New Payroll User

After creating a new payroll user, a random temporary password will be sent to the new
payroll user via email.

SOFTWARE PAYROLL ~ LEAVE ~ CLAIM ~ DOCUMENT = RECRUIT = TIMESHEET ~ HRIS = PAYSLIP * IRAS *

Important: Please note that the temporary password is only valid for 2 hours. If used after 2
hours, kindly ask the administrator to reset the password again.

PostMaster
® To: @ Kyle Chua Wed 20 May 2026 2:38 PM

Password: 5-0_4N1c_f3H

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

Reply Forward
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After getting the temporary password, the user will be able to login with the temporary
password. The system will then prompt them to set a new login password.

F

For fiest time login, you MUST change your parssmoed.

After changing their password, the user will get the following notification shown below:

tsuat.saas-timessg.com says

Password changed successfully!
Please re-login with your new password.

1.2) Admin reset password (Payroll)

The user can ask the payroll admin to reset their password “Payroll -> Company Setup -> User
Profile page.” After which the temporary password will be sent to their email

iobs Senp

,,,,,,,,,,,,

Emloyee Access Sefting

Important: Please note that the temporary password is only valid for 2 hours. If more than 2
hours, kindly ask the administrator to reset the password again.
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After getting the temporary password, the user will be able to login. The system will ask the
user to set their new password.

For st time o, you MUST change you passmeed.

F

If the wrong temporary password is entered, this message will be shown:

tsuat.saas-timessg.com says

Old password is not valid.

If the confirm password does not match the password, this message will be shown:

CHANGE PASSWORD

Please check the following Error!
Password do not match.

After the user changes their new password, they will get this notification:

tsuat.saas-timessg.com says

Password changed successfully!
Please re-login with your new password.

Important: In the future, for any payroll user accounts that are created, the user will not be
able to receive the temp password when the payroll admin creates the account. The user needs
to click on the First Time Login / Forgot Password link to get the new temp password to
reset their own password.
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1.3) Payroll user reset password (Payroll)

If a payroll user forgot their password, they can follow the above steps to reset their password.
There is a different email that will be sent if the payroll user has an existing password

Forgot Password (Payroll)
Please enter your User Id and email then follow by Submit button.
User Id

UATO001
Email

kylechual00@gmail.com

B Submit

Credential Info Inbox x

® postmaster@timesoftsg.com.sg

. tome «

Hi UAT TEST ACCOUNT SIGMA 001 [UAT001],
You have requested to reset your password. The link will expire in 2 hour(s).

Please click here to proceed.

 Rep
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1.4) Generate E-Payslip for employee as payroll admin

When a new employee is created, the payroll admin needs to send out the E-password to the
new employee via payroll > payroll report > payslip. The process of sending an E-payslip to

an employee takes a few steps:

1. Firstly, the payroll admin must go to “Payslip” > “Payslip Password”, select the “Generate”

and “strong password”, click “Generate”

TIMES
SOFTWARE  ~veou: -

&8 suppert

Akmsoca/Deductin

[t

HPLSHOT/RESTORY

NS Baport

TES | ALLUUNI D1GMA VUL K4 Hide Overtime Period?

PAYSLIP PASSWORD

Employee(s)

Employee 002 - BEN LIM

Password

@ Generate "\J Release Lock (0 Email

(@ Strong Password

COMPANY SELECTION - ALL

Generate

QUERY SELECTION- All

&4 Print Rate?
x

Upon successful password generation, the payroll admin will get the following success

message:

Password Generate successful.
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2. The payroll admin must select the “Email” radio button, they will be able to send the E-
password to the employee

TEST ACCOUNT SIGMA 001 hd B4 Hide Overtime Period? &4 Print Rate?
PAYSLIP PASSWORD x|’
e
Employee(s) st
Employee 002 - BEN LIM Password Generate successful, Ce
1 Joi
en
Password
3 O Generate (O Release Lock (@ Email i
Pa
:4
thi
1 Subject Payslip Password 7
" Dear {#EMPNAME},Please check the attachment.Thanks.Note: Password to v
Body Message open the attachment is your DOB in YYYYMMDD format. P
‘ d?
By

‘COMPANY SELECTION - ALL QUERY SELECTION- All

If the new employee does not have an email address, it will be reflected on the “Employee
payslip password or email address missing report”

@ tsuat.saas-timessg.com/SolutionPro_SaaSUAT/ePayroll/Utility/N_PaySlipNoEmailAndPassword.aspx - Google Chrome

23 tsuat.saas-timessg.com/SolutionPro_SaaSUAT/ePayroll/Utility/N_PaySlipNoEmailAndPassword.aspx

ﬁﬁ

ALL Print Date : 28/01/2026 10:06 AM
UserID : SUPPORT

EMPLOYEE PAYSLIP PASSWORD OR EMAIL ADDRESS MISSING REPORT
Please check the follwing employee(s) Email or Payslip Password Missing

EMPNO EMPNAME Email

TESTDP1D TESTI111111

After clicking the email button, the new employee will receive the email with E-password sent
to their email address.

Note: the default minimum length of the E-password is 12 characters
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Payslip Password £ symmarize

5 PostMaster<postmaster@timesoftmail.com> © «a« « »
To: O Jason Siah Wed 28/1/2026 9:14 AM
s 002.pdf v
= 2KB

Dear BEN LIM,Please check the attachment.Thanks.Note: Password to open the
attachment is your DOB in YYYYMMDD format.

€\ Reply 7 Forward

3. The payroll will need to be processed for the employee for them to be able to view their
payslip. Click on “Process” to process the payroll for the employee

TIMES P

SOFTWARE Ao - (oW~ CLAM - TIMESHEET - KRS~ PAVSLP - IRAS - APPRAISAL - SYSTEM -

PROCESS FAYROLL r'd

P
ANNG | NCE

ceooesceosse

T —

TIMES

SOFTWARE  #VALL - LEAVE~ CLAM = TWESHETT - WAIS = PAYSLIP = FAS = APPRAISAL = SYSTEM ©
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4. Click on “Generate E-Payslip” to generate the E-payslip for the employee

TIMES

SOFTWARE  PavRoLL - LEAVE~ CGLAIM ~ TIMESHEET = HAIS = PAYSLIP~ [RAS ~ APPRAISAL ~ SYSTEM -

Mo csian e ———————————————————————

CPE Max Report Salsction print option
COMPANYSELECT AL Ve Ogticn BASIC ¢ MVC - Ot T e ~
CPF Sharttal Repert Enpiyee [ o1 | osoroston  (Rignt + 9% Option Pt CPF ERICPF ER v
NPL/SHAVOT/RESTDAY o Empioyes UATOO1 AT TEST ACEDUNT SIGHA 001 e Overtirns Puiod?
Py Date @ Paymert om # r .
5P Report
Paysip View Date ] Paymert To L]
Pay History
VTD Detail Ropert Pay cycle spocaleanus
1) Mid Month O ek 1 [
Payrol Report ) End Morth Oie 2
- ~ Puyilip Message
Payslip ek O employee ® Global Setup
O week s
Paysp Chacking Repart
Cwaaks Sortby
Pivot Table Report st sort by GEPARTMENT -
I sy CATEGORY v
a sty EMPLOVEE NO v

Wesk1 Wesk2 Wik Wesks  Wesks

o
o

5. Upon successful payslip generation, the payroll admin will get the following success
message

Success b 4

Generate E-Payslip Process Completed

1

OK )

I FTINU IVIbIURIE rernou ravsill

6.The user will be able to use the E-password to view their own payslip in the Payslip Module

\w.Loge

24 53E0FKILM Jf @ English

LEAVE ~ CLAIM ~ CASUALLABOUR ~ DOCUMENT ~ RECRUIT ~ BOOKING ~ FORM ~ TIMESHEET ~ HRIS ~ PAYSLIP ~ IR

Pysip  Emolyee  SEUSTNE

Password

202601 v

{ QPreview Send Paysiip to Email?
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If the client does not have the payslip module, the payroll admin will send out the Payslip to
the employee.
1. Click on “Email” under “Payroll”. Under “Payslip, after selecting the employee to send the
email to, type out an email in the “Subject” and “Body Message” and click “Send Email”

TIMES

SOFTWARE

Allowance/Deduction
CPF Max Report
CPF Shortfall Report
NPL/Shift/OT/RESTDAY
NSP Report
Pay History
YTO Detail Report
Payroll Report

Payslip
Payslip Checking Report

Pivot Table Report

[ TIMES
SOFTWARE

SETUP

© Company Setup
© Payroll Setup
© Statutory Setup
© utility

MODIFY RECORD
© Pay Record
© Bonus Record

© Special Record

PAYROLL ~ LEAVE ~ CLAIM ~ TIMESHEET ~ HRIS ~

EMS

© Employee

© Pay items

© E-Document

© Change Password
© Batch Delete

REPORTS

© Code Master Report
© Payroll Report

© Management Report
© Bank Report

© Statutory Report

© Employee Info Report
© Audit Trail Report

© Graphic Report

© Other Report

© Report Code

6L

D Income Tax

PAYSLIP ~ IRAS ~ APPRAISAL ~

QUERY

© Change Period
© Lock Period

© Company Select
© Query Expert

© Query Selection
© Report Writer
© Adhoc Query

CASUAL PAY

© Entry-Import-Process

® Email Notification

SYSTEM ~

PROCESS PAYROLL
© Process

© Bonus Record

© Special Record

© Festival Advance
© Transfer Payroll

© AL Encash

© Transfer Claim

© Long Service Award

PAYROLL ~ LEAVE = CLAIM ~ TIMESHEET ~ HRIS = PAYSLIP = IRAS ~ APPRAISAL =~ SYSTEM ~

&8 support

v Output Type A v
v CPF Option Print CPF EE/CPF ER v
Print Rate?
O print P2

O print Category?

Show Current Salary?

O include Non-Payroll item?
Print Zero Pay Employee?

(O print Monthly Staff Work Day?
O print Mso?

O print CPF Type?

Print Period?

O print Sort By 15t & 2nd

Paysip Password || Generate E-Paysi || View E-paystp || Clear E-poysip |

~

2a support

Paysiip

Iras

Send Email Email PaySlip for Period; 202605 Cycle: B v
Subject RE: Payslip sent via email (7]
Dear Employee, this email has been sent over to yu to update you for this month's paysiip. The email with the paysiip
izo been sent. Kindly use the in the paysip to login
Body Message
Company AL v GropBy Al v
Search T Filter By v
—
o0z sen L yle.chua Btimesofisg.com.5g
o oY
O | oo oavio Gan

EuGENE onG
PATRICK BATEMAN
WILLIAM WALLAGE
NIGHTEIGHT
BeTIV CHIA
cecnA NG
APHNE TAN

EMILY WONG.

SHANE-KYLE CHUA

siong@timesoftsg.com.sg
sisiDtimesoftsg.com.sg
kylechua100Dgmail.com
kylechua100mgmail.com
kylachua100@gmeil.com
malthian sng Btimasoftsg,com
Jeftlimitimesotsq. com.zg
siong@timesoftsg.com.sg
‘slolGtimesoftsg.com.sg
kyla.chua @timesoftsg. com.sg
kylechua100Dgmeil.com
kylechua100mgmail.com
kylschua1gomgmail.com

kvla.chuadutimesoftss, com.sa

3

EE—

2. When an employee receives the email with the payslip and the password, they can view the
payslip for the month by entering the password provided
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RE: Payslip sent via email [ Summarize this email

PostMaster

® To: @ Kyle Chua Wed 13 May 2026 4:28 PM

002.pdf
g 9 KB

Dear Employee, this email has been sent over to you to update you for this month's payslip. The email
with the payslip password has also been sent. Kindly use the password provided in the payslip to login

Reply Forward

ALL Print Date : 13/5/2026
UserID :SUPPORT
Payslip Password Listing

EMP NO EMP NAME PASSWORD
002 BEN LIM |Dv@2YriVt;:

This document is password protected. Please enter a password.

esssceccenese

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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TIMES SOFTWARE (S-DEMO) PAYSLIP FOR  : 30-05-2026 To 30-05-2026
NAME : BENLIM PERIOD : END - MAY 2026
EMPLOYEENO  : 002 DEPARTMENT : SINGAPORE DIVISION
PAY DATE : 01-05-2026
[DESCRIPTION HOURS DAYS RATE EARNINGS [DESCRIPTION HOURS DAYS RATE DEDUCTIONS
DIRECTOR FEE 1,000.00
TOTAL EARNINGS SGD 1,000.00 |TOTAL DEDUCTIONS SGD
[BANK : CASH AC# : 1,000.00 NETT PAY| 1,000.00
CURRENT Y.TD
Nett Pay 1,000.00 3,000.00
Gross Wage 1,000.00 3,000.00
[SALARY WILL BE CREDITED AT MONTH END
This is a navslin. no si is reauired.

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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Pre-requisites: Admin to Login to Payroll > Under Company Setup > User Profile

update “Email” for all USER ID(s).

Company Setup UserSetup . Menu Setup
Global Setup
User Profile
Search  masteq
] i ey S
MASTER MASTER ADM

Load Users By Profile

Profile DEFAULT PROFILE

User Setting
Userid *

User Name *

Role * ADMINISTRATOR
Create a Password *
Confirm Password *

Reset Password

Acc Deactivation Date

Access Setting

Employee No

Hide Wages NO
Query Access NO
2FA

Mobile Number

<
¢l ele

2.1) Enabling Multi-Factor Authentication (MFA)
a) MFA by Microsoft Authenticator
1. When the user logs in, they will be prompted by the system to choose their One-Time
Password (OTP)method, either by email or by Microsoft Authenticator:

TIMES
SOFTWARE

DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~

TIMESHEET ~ HRIS ~ APPRAISAL ~ IRAS ~

Password Setting
Renew Password every *

Effective Date *

Expiry Date *
Last Changed

Access Date 05/03/2024

Employee Access Setting
[ Lock Modify Salary?

[ Disabled Update Salary in Career

Allow IRAS API submission?

IERIEED

anes meor

Choose One-Time Password Method

0 receive a one-time password via email

when logging in

Microsoft Authenticator on my phone 1o get a one-time password

@ Setup Authenticator

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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2. Choose “Setup Authenticator”, system will redirect to this page:

Step 1 - Download 'Microsoft Authenticator’ from App Store or

Google Play
Microsoft
0 Authenticator
8 a4+ 4

We're akways working on new features, bug
fixes, and performance improvements. Make
sure you stay updated with the (atest version
for the best authertication experience

P———
[ — )

. Crver (o Facebeon. o)

Add work or

Find 6 digit that displayed on the App

= Authenticator Q +

ANDY LOW
TIMES SOFTWARE PTE LTD

919 0456

Input the 6 digit and press Test button

| rest

enable two-factor authentication the next time you log in.
(MUST do step 3 for enable the Activate button)

Choose One-Time Password Method

Step 1 - Download 'Microsoft Authenticator' from App Store or

Google Play
Microsoft

Authenticator
Protects your online identity

 oven J U

4.8

4+ No.4
Jokkkk sOid  Productivit
What's New Version History
Version 6.8.9 1mo 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
i

. Other (Google, Facebook, etc.)

Add work or
school account

Sign in

Scan QR code

Cancel

>

3. Users need to download Microsoft Authenticator at their own handphone then use
the Authenticator scan the QR code shown at the “Step 3 — scan the QR code”.

4. Microsoft authenticator will show 6 digits code, enter the 6 digits code at the field
above then click the test button.

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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Step 3 - Scan this QR code

Find 6 digit that displayed on the App
= Authenticator @y ar

ANDY LOW
TIMES SOFTWARE PTE LTD

919 045 &

Input the 6 digit and press Test button
925445 |[ Test ]

I Verification success I

5. System will prompt “Verification success’, proceed to click the [Activate] button
at the Step 4

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)

Choose One-Time Password Method

** The activate button will be activate after Step 4 verify successfully. **

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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6. After successfully activated Microsoft Authenticator, system will display the
following message, and the user will be logged out:

c

k- Jes Q) Sautt Portal

TIMES [ 2asen || @engin

SOFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP = CLAIM = TIMESHEET > HRIS'~ APPRAISAL ~ IRAS ~ 2e2 AN OFF

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

| Close

7. Upon successful re-login to the system, system will prompt user to key in the 6
digits code generated from 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 Admin Account
1. When user login, system will prompt user to choose OTP method, either by email or by
Microsoft Authenticator:

T'MES S BEN (| @Enghsh

somme DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ "HRIS'S “APPRAISAL ~ IRAS ~ aze¢a TABOFF

Choose One-Time Password Method

I want to receive a one-time password via email when logging in [ 1
o s ek ol  Activate Email OTP
I want to use Microsoft Authenticator on my phone to get a one-time password
: e 4 ! @ Setup Authenticator
when logging in

2. Choose “Activated Email OTP”, system will display the message shown below
and the user will be logged out

n}

IMES

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

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

Close

3. If Admin account chooses the email OTP option , the system will ask the user fill
in the email that user want to use when they login the admin account.

SOFTWARE LEAVE - CLAIM - TIMESHEET ~ HRIS = PAYSLIP = IRAS = APPRAISAL = DOCUMENT = SYSTEM ~

Setup Email

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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4. Upon success re-login to the system, system will trigger OTP & sent to user’s
email address

Cancel || Login

OTP has been sent to email jasoxo@xxx

5. User key in the OTP received & click [Login].

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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2.3) MFA by email Employee Account

1. When user login, system will prompt user to choose OTP method, either by email or by
Microsoft Authenticator:

SaBEN || @ English

SOFTWARE DOCUMENT = LEAVE = PAYSLIP ~ CLAIM ~ TIMESHEET > HRIS ~ APPRAISAL ~ IRAS ~ aunec2 s

Choose One-Time Password Method

I want 1o receive a one-time password via email when logging in [
s 99ing [ = Actvate Email oTP

| want to use Microsoft Authenticator on my phone 1o get a one-time password
¥ 4 ! ‘ @ Setup Authenticator

when logging in

2. Choose “Activated Email OTP”, system will display the message shown below
and the user will be logged out

o

TIMES
SOFTWARE  0ocumen -

One-time password is activated, please relogin the system

Close |
J

3. Upon success re-login to the system, system will trigger OTP & sent to user’s
email address. The user then enters the OTP and clicks [Login].

Login with Email

@ T

OTP has been sent to email jasoxo@xxx

3. User key in the OTP received & click [Login].

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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2.4) Change MFA Method
User can change their MFA method, click the option below to change their MFA
method:

a8 BEN | € Enc

T
S TspL &
& 202406
(X ¥ 2 X

& UserProfile
@ Talk To HR

& Feedback

& Two Factor Login

13 Change Period

M SignOut

After clicking the “Two Factor Login” option, user will be redirect to the page below:

[R—
TIMES =3
SOFTWARE DOCUMENT ~ LEAVE~ PAYSLIP ~ CLAIM =~ TIMESHEET ~ HRIS ~ APPRAISAL ~ IRAS ~ - TAB OFF
Choose One-Time Password Method
| want o receive a one-time password via email when logging in :}. T E—
| want to use Microsoft Authenticator on my phone to get a one-time password Currently in used

when logging in

Lgota new phone and need 10 scan the QR code on my new phone.

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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2.5) Unable to access MS Authenticator

2.5.1) Employee Self Service reset MS authenticator.
In the event where employee cannot access their Microsoft authenticator. They need
to click the [Forget password] function to reset their Authenticator and the password.

Forgot Password
Please enter your Emp No and DOB (YYYYMMDD) then follow by Submit button

Emp No

002

DOB (YYYYMMDD)

3ECDB3

3ECDB3

Choose One-Time Password Method

| want o receive a one-time password via email when logging in
panese P aadals Sl 8 Activate Email OTP
1 want to use Microsoft Authenticator on my phone to get a one-time password when
Lig » " @ Setup Authenticator
logging in

After employee reset successfully the password, when will be able to select the MFA
factor option.

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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2.5.2) Admin reset MS authenticator
If an employee loses access to their authenticator, they can ask the admin to reset
their Multi-Factor Authentication for them by clicking on the “Two-Factor List”

ADMINISTRATOR
© Announcement
© Change Period

© Change Password
© Reset Password
© Unlock Password

© Password List
© Password Policy

D Two Factor List

SOFTWARE LEAVE - CLAIM - TIMESHEET ~ HRIS = PAYSLIP = IRAS = APPRAISAL = DUCORN

Y

mel Ao

L ] o001 ANDY LOW Ghey
W 05 ELIGENE ONG emal
] ADMIN ey
W support emal

-

Admins need to click the ™ icon to delete the selected employee MFA method, after

clicking the u icon, the selected employee will be required to choose the MFA
method again when they login.

Choose One-Time Password Method

| want to receive a one-time password via email when logging in. & Activate Email OTP
| M ft Al - i

’ want to use Microsoft Authenticator on my phone to get a one-time password when @ Setup Authentioator
logging in
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