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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.

il Company: TESTOR
Clsim  Document  Recruit  TimeSheet Hris Payslip Iras Training  Appraisal Sy Period: 202605 Looms

.!n!rrrﬂwsﬁ m ﬁ o I’; "32\0 %‘ a & : d/ “ e
Payroll Leave

»

G User Selup  Menu Setup
Global Setup SHVE CANCEL F or change password pleate kindly go to Change password page
User Profile Load Users By Profile -
Search | Type o search here
aprol Misc Satup Profile CEFAULT PROFILE v|Ca
£ v £ usename 2o £ oo
| UserSening Passward Setting
geco Ascoot L User 1+ TEsTINGoa1 [lsteckt  Renew Password every |
cusTOMER customar Pay
User Name * TEST PAYROLL USER 001 Effective Date -
AFPROVER HR MANAGER VIEWER
Rale ADMINISTRATOR Bl Expiry Date
15010060 Jasom E
| Reset Password Last Changed
MASTER MAsTER oM
Ace Deactivation Date | Access Date
MKo01 K oM
TesTo0L Testing Account 001 resteR ccess Setiing Employes Access Setting
SuPPORT TIMES SUPPORT oM Employes No. 002 || | s
uAToOL UAT Testing 001 SIGMA ADH Hide Wages W v| Ll || _Lock Modity Selary? [ Mesk NRIC in reports?
Query Access [ v|Ca Disabled Update Salary in Career
26
Mobile Number +|65 ||93837348 -
] Allew IRAS API submissien?
Email « kylechual00&gmail.com
E-module Admin & Hr Setting E-Module Role Selup
ocuLE mow AohI HR ENTRY
[] Appraisal
[_] Booking

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.

TIMES
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Resend Password

Please enter your User Id then follow by Submit button.

User ID:  [TESTING0O1 ]

Email: |ky\echua100@gmai\ com 1

The credential information has been sent to user's registered email.

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.
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® postmaster@timesoftsg.com.sg
. tome «

Password: YI_BL3a308w-

Kindly update your password after logging in with the temporary password provided within 2 hour.

(h Reply > (r-> Forward>

CHANGE PASSWORD

For first time login , you MUST change your password.

User ID TESTING0O1 Password Requirements
Old Password

New Password

Minimum 6 characters in length.
Confirm Password

SUBMIT CANCEL

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

localhost 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
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BRI r hin v femi  Tehe Mo sy b T Apeel e
R esen| Woraseip
ot seap e ane care || owen ¥
Une o

Payroll Misc Setup

HASTER

TESTINGOOL  TEST PAYROLL USER 001
TEsTOnL Testieg Account 001 TesTER,

il TIMES SUFRORT

sk NBIC in reperts?
AT Testing 001 StMA

Al IRAS 491 subissianT

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.

Credential Info [ Summarize this email

PostMaster

® To: @ Kyle Chua Mon 18 May 2026 1:55 PM

Password: ai2t8-42L1QE

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

Reply Forward

After getting the temporary password, the user will be able to login. The system will ask the
user to set their new password.

CHANGE PASSWORD

For first time login , you MUST change your password.

User ID TESTINGO01

Password Requirements
Old Password

New Password

Minimum 6 characters in length.
Confirm Password

SUBMIT CANCEL

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

For first time login , you MUST change your password.

User ID TESTINGO001
Old Password =~ [seesenes

New Password ~ seeseesns

Confirm Password

SUBMIT CANCEL

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: For future payroll 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 Login or Forget Password link to get the new temp password to reset their own
password.
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to assist HR job:

imes p

TE 0909 O0 W

E-Leave E-Claim E-Training E-Attendance  E-Payroll

Times Software offers comprehensive integrated suite of Payroll and HR solutions designed specifically for small, medium and large
corporations.

Login to eSolution!

Password
Company TESTDB v
peiod  [2028 <[ V|[E 7]

_Fxrst Time Login / Payroll Forgot Password I

Payslip is P&C. please don't share

1.3) Payroll user reset password (Payroll)

06 May 2026

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
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Resend Password

Please enter your User Id then follow by Submit button.

User ID: UAT001 ]
Email:  |kylechua100@gmail.com |
| submit |
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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.

<<—\ Reply > <r-> Forward>

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”
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S
PAYSLIP PASSWORD x

Employee(s)

Employee All ¥
Password

(®) Generate () Release Lock () Email

= == = =

(@) Strong Password

COMPANY SELECTION - ALL QUERY SELECTION- All

GENERATE

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

Password Generate successful.

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

PAYSLIP PASSWORD x

Employee(s)
Employee 002 - BEN LIM $ Password Generate successful.
Password

() Generate () Release Lock (®)Email

Subject [ Payslip Password }

< £ £ < <

Dear {#EMPNAME},Please check the attachment.Thanks.Note:
Password to open the attachment is your DOB in YYYYMMDD

format. )
orma /.@

COMPANY SELECTION - ALL QUERY SELECTION- All

Body Message

EMAIL

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

B B

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

EMP NAME Email

TESTI111111

EMPNO
TESTDP1D

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

Payslip Password % summarize

®@ « «

PostMaster<postmaster@timesoftmail.com>
Wed 28/1/2026 9:14 AM

To: O Jason Siah

) 002.pdf ¥

2KB

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

€\ Reply > 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
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Company Setup
Payroll Setup
Statutory Setup
Utility

Pay Record
Bonus Record
Special Record

Employee
Pay Items
E-Document
Change Password
Batch Delete

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
Employee Info Report
Audit Trail Report
Graphic Report
Other Report

Report Code

GL

Income Tax

Email

Email Notification

Change Period
Lock Period
Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Entry-Import-Process

Bonus Record
Special Recard
Festival Advance
Transfer Payroll

AL Encash

Transfer Claim

Long Service Award

mE Ry

e

18 Recees b St S0 b g el e

Broces Bt G [ DEFALLT

A

COMPANY, ALL

QUERY AL

Prccess Pyt (2605/E]

Plense eveune o eove apphed fortis manth hss been spgroved,af resignecis) are updste, bedore peneess the oyl Th i 4 amsure the sslares, (28
jocucton ez

calation, o

Company 7
- [EMeE—

01 Evploye Cod{003] - K

02 ; Employes Codkl003] - 0K

03 ¢ Emioyes Cos003] - 0K

@4 1 Emoyes Cose(005] - oK

85 : Emioyen Codkl070] - 0K

86 Emloyes Codk{071] - 0K

07 : Empioyes Cosose7] - oK1
86 1 Empioyes Cos{102] - GKI

0. oKl

tal Daca Vaidaton T
ot Iilsain Tove
st Gl e o7 Tt
et Pocess O T
Tt Py Tramgacion Trme
tal BF Time:

ot G T

it Rmcay Tane

otal 81t T,

4. Click on “Generate E-Payslip” to generate the E-payslip for the employee

& minish O sects) 746 itk
@ miniah & ecta) 430 milk)
@ mnia) 0 st a5 i)
@ minta) 0 sects) 595 i)
it 10 scts} 85 i)
i 2 mct) 702 it}
@ minish 3 ects) 343 i)
@ minish 17 secish 793 milts)
@ minia) 3 weta) 872 i)
9 minis) o e 331 ki)
& minish & sects) 01 itk
@ i) & et & milish

o10 ol

811 Emproyos Cosal105] - OKI

012 Empioyes Codel129] - OKI

@13 Empioyes Cose{1234] - oK
814 Employes Cose{12345] - GKI
015 Employes Codel1535] - 0K

016 Empioyes Cos{3750] - 0K

@17 Empioyes Cose{3751] - oK1

818 Employen Code(3752] - 0K

819 Empioyes Code{3733] - 0K

020 Empioyes Cose[3753] - oK
Stans procassing Finishest

N OF EMPLOTEE

QuERT seLEcT

ek 1 () ek 2 o 3 [ ek 4 [ ek 5

4
AL

carosn o

) frin Ml Pricd Paysp?

= - - 2 ~ [roe————
TIMES a9 ‘= 2 g & OF & m .
SOFTWARE = Company: T<TT
Leave Chim  Documemt  Recruit  TimeSheet  Wris Faystip Iras Trsining  Appraisal Sy perod 2uzs0s £ Lo 0
: T 12
Allowance/Deduction Lo e
Seletion Print Option
A CoMPANY SELECT sl MVC Option BAEIC + VT v Output Trpe. at ]
CPF Shanal Repoet From Emsoyea 0oz BeN L) g Portin (g w o Optin Print CPF EE/CPP £R
e e To Empioyee UATEO1 [UAT TEST ACCOUNT SIGMA 031] . - )
oy Dt ouosracas]| B awentfrom | 3057202028 D Hide Overtime Pericd? Print Rate?
NS Regort .
[— oujozyzaas) B fapment o syos/2uze 23 Cleranseer e
- ClPrint Aneual Lasve? Print Sick Lamve?
i Py Cycle SpecialBonus 5 Prin Bank Payment Info? rint Emps Address?
etil Report c . D N
O Mani Dirciude Borms Cckae Spocel Jpren Occupatian Print Cost Cantre
Payro Rapart ® End Month r—— Clsum p ame Aawance? ) print Catogary?
— (0 Specsl Pesiod Omployes B lobal seup Clirin Cenified True Copy? 3 show Cument Salary?
" O parws Period — 2t VTD Amcunt? O incluce M Peyeo lem?
Paysip Checking Repart (e . (et tem Line? Print Zevo Pay Employee?
s DEPARTHENT -
[ ¥ ! ] Print NRIC/FIN/EMP PASS? ) Print Monshly Sttt Work D2
e caTeneRy (I Brint masked MRIC/FINEMP PASS? 0 print Msc?
st by EMPLOEEND v (] Print Approved Received By?

Print CPE Type?
Print Period?
L) pring Sart By 151 & 2nd

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

1nclude Honus | ) Include Snecial R
5| Success x0T
(e it
Generate E-Payslip Process Completed \
0 Y
Li
te
/t
Id OK e

e O

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

M

Online Payslip Viewer

Password I I
Period | 2026 V|| 202605E v |

I Preview I

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”
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Company Setup Employee Change Period Process
Payroll Setup Pay Items Lock Period Bonus Record v
Statutory Setup E-Document Company Select Special Record
Utility Change Password Query Expert Festival Advance
Batch Delete Query Selection Transfer Payroll i
Report Writer AL Encash ™
Adhoc Query Transfer Claim
Long Service Award el
ni
Pay Record Code Master Report Entry-Import-Process L
Bonus Record Payroll Report le
Special Record Management Report 2
Bank Report
Statutory Report
Ml

Employee Info Report
Audit Trail Report c)
Graphic Report he
Other Report
Report Code
GL

Income Ta

!mal I otification

- -2 - ~ swppart
S N S R IR P S
I SR I N W

Py a640 EvL Emsil PaySin for Period: ~ 202605 O (8 ]
Subject Paysip @

Enail payslip start sending...
Dear Ben Lim, attached is yaur gaysip

811 o02] - Beu L o]
Bty ez
send email process completed
compaoy [a1 - coupBy AL -
sawch  [mec v by
o -
ooz BN UM =
o coumxan
| oos DAVID GAN.
oos sucenE ang
] [ on PATRICK BATEMAN
o Wil waiiace
] | oo aHTEEHT
w02 T
e cecimne
104 oaerae T
O | s ey wone e

If the email is successfully sent, the newly created employee will receive the email with the E-
password show as below:

If the client does not have the payslip module, the payroll admin will send out the Payslip to
the employee. Then the Employee can use the E-password stated in the pdf to view their

payslip.
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P
® To: @ Kyle Chua Sun 17 May 2026 4:02 PM

@ 002pdf

9 KB
Dear Ben Lim, attached is your payslip

Reply Forward

lALL Print Date : 17/5/2026
User ID : SUPPORT
Payslip Password Listing

EMP NO EMP NAME PASSWORD
002 BEN LIM XIhK2A2adjtC
Page 1 of 1

This document is password protected. Please enter a password.
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2) Payroll User MFA Setup

Pre-requisites: Admin to Login to Payroll > Under Company Setup > User Profile update
“Email” for all USER ID(s).

TIMES =z 3 2 G > = _ R
- = s 7] y @ 3 o R T
SOFTWARE H - J &) & ¥

. Company: AISAPI2_TS
laim Leave Hris TimeSheet  Appraisal Iras System Setup Perlod: 202605 € Logeut

Company Satup UserSetup  Menu Setup
Global Setup NEW SAVE DELETE CANCEL r For change password please kindly go to Change passy
User Profile Load Users By Profile a
Search Type to search here
Payroll Misc Setup " - . 2 Profile DEFAULT PROFILE v
£ ussRm 4 USER NamE £ roLe £ wck
7| User Setting Password Setting
ne JANGBARTS PAU
User Id * SUPPORT [istock? | Renew Password every + 8| Month
JANG JANICE PAU
User Name * TIMES SUPPORT Effactive Date * o1/1172025)
MASTER MASTER ADM
Role * ADMINISTRATOR ~| el Expiry Date * 3yjoy/2004
SUPPORT TIMES SUPPORT ADM -
Create a Passward * Last Changed 02/08/2017
Confirm Password * Access Date 07/05/2015

[ Reset Password

Acc Deactivation Date B

Access Setting a Emplayee Access Setting

Emplayee No x | Cd

Hide Wages WO v| | [Jiock Modify Salary? [ ] Mask NRIC in reports?
Query Access NO «| @ [ ]Disabled Update Salary in Career

2FA

Mobile Number

Allow IRAS API submission?
I Email * janice@timesoftsg.com.sg I

E-module Admin & Hr Setting £-Module

MODULE FLow ADMIN HR ENTRY

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:

Choose One-Time Password Method

. ! ! ; L Activate Email
I want to receive a one-time password via email when logging in. oTP

I want to use Microsoft Authenticator on my phone to get a one-time Setup
password when logging in. Authenticator

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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TIMES User: ADMIN - NONE
Date Time: 06/05/2026 12:21:43
SOFTWARE Company: AISAPI2 TS

Period: 202605 Logout

Step 1 - Download 'Microsoft Authenticator’ from Step 2 - Launch the App -> Click + button -> Step 3 - Scan this QR code Step 4 - If the test is successful,
App Store or Google Play Select a OR code . click the Activate button to enable
" \, " two-factor authentication the next
Microsoft o time you log In.
e Authenticator ] :

Activate
 open ) t

WHAT KIND OF ACCOUNT ARE YOU ADDING?

[ 1]
Personal account
LI

a8 " = Work or school account >
4.8 4+ vo.4
*hkkhk Find 6 digit that displayed on the App
. S Coopw e e = Authenticator Q +
What's New Version History
Add work or ANDY LOW
school account TIMES SOFTWARE PTE LTD

We're always working on new features, bug
fixes, and performance improvements. Make = 9 1 g 045 G
sure you stay updated with the latest version Sign in

for the best authentication experience. Sten OR 6606 Input the 6 digit and press Test button
can QR code
Test

Cancel

L

Follow the steps provided (Step 1 -> 4) to download Microsoft authenticator on the user’s
mobile device. Then refer to ‘Step 3 — Scan QR Code’ to setup the authenticator.

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

2. Upon successful setup, the system will prompt "Verification success’.

Step 3 - Scan this QR code Step 4 - If the test is successful,
click the Activate button to enable
two-factor authentication the next
time you log in.

Activate

Choose One-Time Password Method

ANDY LOW
TIMES SOFTWARE PTE LTD

919 045 &

Input the 6 digit and press Test button
sssees H Test ]

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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Hmm i Telln"ag— B

§ Message Title E 4

! Verification success.

1
Ok !

l

o s ]

Click the [Activate] button to enable two-factor authentication.

** The activate button will only be enabled after Step 3 has been successfully verified.

3. After successfully activating the Microsoft Authenticator, the system will display the
following message and then automatically log out:

Message Title x 4
la
« One-time password is activated, please relogin
" the system. i
Fi !
Ok
d Il
. = WARW Tin/

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

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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Login with Authenticator
Input the 6-digit Secure PIN

Login with 7\

Authenticator v

2.2) MFA by email Admin Account

1. Upon logging in, the system will prompt the user to choose an OTP method. Select
“Activated Email OTP”

Choose One-Time Password Method

I want to receive a one-time password via email when logging in. oTP

\ ‘ Activate Email ‘

I want to use Microsoft Authenticator on my phone to get a one-time Setup
password when logging in. Authenticator

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

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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Choose One-Time Password Method

I want to receive a one-time password via email when logging in. ‘ OTP

Activate Email

I want to use Microsoft Authenticator on my phone to get a one-time Setup
password when logging in.

Authenticator

Message Title x

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

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.

Choose One-Time Password Method

| Activate Email OTP |

I want to receive a one-time password via email when logging
in. Please input email
[kyle.chua@timesoftsg.corrl

I want to use Microsoft Authenticator on my phone to get a

one-time password when logging in. l Setup Authenticator l

4. Upon success re-login to the system, system will trigger OTP & sent to user’s email
address. Which they can use to login

Login with mail
Input the 6-digit Secure PIN

Login with mail
ReGet OTP (118)

OTP has been sent to email kylexxx@xxx

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

1. Upon logging in, the system will prompt the user to choose an OTP method. Select
“Activated Email OTP”

Choose One-Time Password Method

\ ‘ Activate Email ‘

I want to receive a one-time password via email when logging in. oTP

I want to use Microsoft Authenticator on my phone to get a one-time Setup
password when logging in. Authenticator

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

will be logged out
)gninn in | DELUPE
Message Title x

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

Ok

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

Login with mail
Input the 6-digit Secure PIN

Login with mail
147728 ReGet OTP (105)

OTP has been sent to email kylexxx@xxx

Copyright © 2026 Times Software Pte Ltd. All rights reserved.
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2.4) Change MFA Method

To change the MFA (Multi-Factor Authentication) method, select ‘Two Factor List’:

ﬂ Param Setup

@ Change Password
¢°| Reset Password
¢ Unlock Password
@ UI Setup

¢ Mail Setup

¢°] Location Log

ﬁ) Version

¢°] Change Period
& SMTP Setup

| ﬁ] Two Factor List |

sV

Hi

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.

Choose One-Time Password Method

. ! ’ ) L Activate Email
I want to receive a one-time password via email when logging in. OTP

I want to use Microsoft Authenticator on my phone to get a one-time Setup
password when logging in. Authenticator

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.
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SOFTWARE

TIMES

SOFTWARE

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

Email: I

Password Type: | Login Password v

Choose One-Time Password Method

) ! ; ) L Activate Email
I want to receive a one-time password via email when logging in. OTP

password when logging in.

I want to use Microsoft Authenticator on my phone to get a one-time
Authenticator

Setup ’

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

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”
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||

| ]
@ Param Setup

Hi n¢

@ Change Password
@ Reset Password
@ Unlock Password
@ UI Setup

@ Mail Setup

@ Location Log

@ Version

@ Change Period
&°] SMTP Setup

@ Two Factor List

TIM
SOFTWARE LEAVE - CLAIM - TIMESHEET ~ HRIS = PAYSLIP - IRAS = APPRAISAL = DO n2es TsorT
] 001 ANDY LOW ghey
W o0 uEnEONG emai
" ADMIN ey
w support emad
L

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

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

a8 OFF

SOFTWARE

Choose One-Time Password Method

| want to receive a one-time password via email when logging in = Activate Email OTP
I want to use Microsoft Authenticator on my phone to get a one-time password when

; : Ve 9 B @ Setup Authenticator
logging in
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