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1)New Default Password Format Mobile Guide
1.1) First-Time Login to Mobile Web Portal

1) When a new employee account is created, to retrieve their first time password on mobile,
click on the “First-Time Login” Hyperlink, fill in their Emp No, Email and Captcha, and click
“Submit”

9:26 @3 dron[Ses: @ N 56.1 €D

12:18 © Comatose  * N 5646

A 9% tsaas-timessg.com

(A % tsaas-timessgcom <« (&

TIMES = | &English
SOFTWARE L Forgot Password
Please enter your Emp No and Email then follow by
Submit button.
Company Emp-No
TEST0369
TEST22
Email
| Login Id kylechual00@gmail.com
002
| 942E59
Password
' .......... ®
.‘ Login Period
X -
& 202 v| 05 ) B Submit
I Login OR SingleSignOn
q First Time Login / Forgot Password Y

Payroll Login

ll @) <

2) After the employee clicks “Submit” they will receive a temporary password in their email
that they can use for first-time login. They will see the following success message

B The credential information has been sent to user

registered email.
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To: @ Kyle Chua Mon 25 May 2026 1:35 PM

Password: tFj?yL33X11Z

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

Reply Forward

3) After the employee logs in with their employee number and temporary password provided,
they will be prompted to reset their login password.

1:35 8 X 56.1€ED 1:37 € The Socio; & X 56.ED 12:32 ©PLANS B @ o X 561 €D
(A % tsaas-timessg.com : (A % tsaas-timessg.com < H (A % tsaas-timessgcom < ([
TIMES — | @English For first time login, you MUST change your
SOFTWARE - d.The p d must contain at least one
I pp , numeric and special
- atleast12 Please relogin with new password.
Employee
Sompany BEN LIM -
TEST22 Password Type
Login Id Login Password
Old Password
002
Password New Password
tFj2yL33X11Z @ | B | | [ o

Login Period

2026 v{ 05

9
g
A
A : : By using this aj ou consent to the collection,
d OR SingleSignOn s PR !
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,

First Time Login / Forgot Password
Payroll Login

admin A B :
please refer to your organisation Privacy Policy.

B Submit

] O < 11 (@)
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1.2) Setup MFA on Mobile Web Portal

1.2.1) Setup Microsoft Authenticator
1) After an employee resets their password, they will be prompted to setup MFA (Multi-factor

authentication) for their account

1:45 @ SomeSear B X564 @@

R 2% tsaas-timessg.com <

Choose One-Time Password Method

| want to receive a one-time password via email when
logging in

| == Activate Email OTP

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

| @ Setup Authenticator

a. Install the Microsoft Authenticator App
b. Click on “+” = Other (Google, Facebook, etc)
c. Click on “Enter Code Manually” and copy the Account Name and Secret Key

d. After setting up the authenticator, key in the 6-digit pin shown in the authenticator and click
“Test”

e. Click “Activate” to activate MFA Login
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12:49 & 4 Months 56l 9 E4Months | » N 56,

Step 3 - Copy Account Name and Secret Key to
Authenticator

12:49 B yGun?2lll - X 56 .1 @B 12:49 € 4 Months

m tsaas-timessg.com < (@ H

Scan QR code

Step 2 - Launch the App -> Click + button -> Select
Other (Google, Facebook, etc.) -> Enter Code
Manually

Account Name

Step 1 - Download "Microsoft Authenticator' from
App Store or Google Play

Add account

. TIMES SOFTWARE PTELTD |
Microsoft | Copy |
Authenticator

Secret Key
(" open | & AR Personal accoun
GQ4DCNBZG4ZDMNJYGMZA Copy
u )
|

4.8 4+ No.4
Fokkk Kk Find 6 digit that displayed on the App
What's New Version History uthenticator Q +
o i Your account ANDY LOW
We're always working on new features, bug Scan QR code TIMES SOFTWARE PTE LTD

fixes, and performance improvements. Make G
sure you stay updated with the latest version 9 1 9 045

for the best authentication experience.

Enter code manually

Input the 6 digit and press Test button

Step 3 - Copy Account Name and Secret Key ta

Step 2 - Launch the App -> Click + button -> Select
Authenticator

Other (Google, Facebook, etc.) -> Enter Code
Step 4 - If the test is successful, click the Activate

Manually
Account Name button to enable two-factor authentication the next
< Add account " time you log in. (MUST do step 3 for enable the
TIMES SOFTWARE PTE LTD Copy Activate bu[lon)
|| — Secret Key

il (&)

A

2) Once the user clicks on “Activate”, they will receive the following success message

x

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

Close
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1.2.2) Setup Email Authenticator
1) In the “Choose a One-Time Password” Method screen, click “Activate Email OTP”

New Format Default Password Format Mobile Guide
11 May 2026

2) if the employee has an email-address linked to their account, they will see the success

message below.

1:45 @ SomeScar 1 * X564

(A 2 tsaas-timessgcom <

Choose One-Time Password Method

| want to receive a one-time password via email when
S

| S Activate Email OTP ]

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

[ @ setup Authenticator |

1:47 @ SomeScar &

X.56.1 @

A % tsaas-timessg.com <

X

One-time password is activated, please relogin the

system.

1.3) Reset Password on Mobile Web Portal
If the user has no access to their computer and strictly uses their mobile phone, they can
proceed to reset their password via the times mobile web portal by following the steps in

Section 1.1. After which they will be prompted to reset their MFA (Multi-Factor

Authenticator) Login.
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1.4) Setup Times Pro Mobile App
After the user logs in for the first-time and sets up their MFA on the web portal, they can
proceed to install the mobile app

1. Navigate to the app store on IOS/Android, find the application “Times Pro Mobile”, click
“Install”

<_

TIMES Times Mobile Pro

SOFTWARE Times Software Pte Ltd

3.4% 50k+

161 reviews ( Rated for 3+ © Downloads

2. After installing the application, the employee will see the following screen. Click on the
ojio

i

B button to scan the QR Code located on the SolutionPro web portal

TIMES
SOFTWARE

TIMES MOBRLE APP.

P Google Play

2 Dow d on the
. App Store
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3. After scanning the QR Code, the employee will be prompted to login to their company’s
Times Pro application. Fill in the username and password, click “Login”. After which they
will be prompted to setup Multi-Factor Authentication (MFA) via the mobile web portal.

2:06 © astersDic 8 X 561 ED 9:59 @ Sprout M @ * X 561 €D

SOFTWARE
TEST22
002
Alert
2026 05 Please login via web browser to activate

MFA first

OK

4. After the employee can login to the mobile application, they will be re-directed to the home
screen with all the tabs

206 @ nglFrids, ® *

A o

Home cLocKmouT

BEN
FINANCE MANAGER - SUPERVISORY / TEST22

a B @
=
Notification ~ TalktoHR  Leave Policy  Apply Leave
o @0
=25
App e Leave Staff Leay
L Calendar  Entitiement
v]
staff Apply Today
Entitlement Booking Booking
Module  Highlight  Announcement
s BB
Leave Claim  CasualLabour

B £ &e
T
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1.5) Reset Login Password (Times Pro Mobile App)
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1) An employee can reset their password via the Times Mobile App by clicking on:

9= - “Change Password”

10:16 & = 4 »

L] O] %0

=  App Settings

~—
Security Setting
Remember Signin Id
Use fingerprint to unlock TIMES app
Use Passcode

Change Passcode

Lock TIMES app when away (minutes)

Push Notification

Push Notification Token

CLOCK INOUT SETTINGS

Sign out after 5 failed passcode attempts

X 0560

&

L060UT

10:16 & = 4 *

L] O]

CLOCK IN OUT

Settings

. Change Password

% 9566

&

LOGOUT

ﬁ Switch Login

E App Settings
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2) In the change password screen, user will see the following fields. Fill in the fields
mentioned below and click “SUBMIT”

[¢=] Login Password

0ld Password

(‘i New Password

[Q Confirm Password

If the password contains the employee’s NRIC (Full NRIC/Partial NRIC — First, Middle,
Last), the system will prompt the following error after the user clicks “Submit”

Alert

Password must not contain part of the

IC no.

If the password meets all the requirements, the system will prompt the following success
message after the user clicks “Submit”

Alert

Record has been saved.
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1.6) Reset Payslip Password (Times Pro Mobile App)

1.6.1) Forgot existing payslip password
1) An employee can reset their password via the Times Mobile App by clicking on:

9= - “Change Password”

10:16 = = 4 « X 056460 1016 B 4 + % 956

L] O] o B # © o 8

CLOCK IN OUT SETTINGS LOGOUT CLOCK IN OUT s LOGOUT

App Settings

Settings

. Change Password

Security Setting

Remember Signin Id ﬁ Switch Login

E App Settings

Use fingerprint to unlock TIMES app

Use Passcode

Change Passcode

Sign out after 5 failed passcode attempts

Lock TIMES app when away (minutes)

Push Notification

Push Notification Token

2) In the change password screen, user will see the following fields. Fill in the fields
mentioned below and click “SUBMIT”
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‘.;:, E-Password

[% Old Password

fi New Password

[% Confirm Password

SUBMIT

If the password contains the employee’s NRIC (Full NRIC/Partial NRIC — First, Middle,
Last), the system will prompt the following error after the user clicks “Submit”

Alert

Password must not contain part of the

IC no.

If the password meets all the requirements, the system will prompt the following success
message after the user clicks “Submit”

Alert

Record has been saved.

1.6.2) Empty Payslip password
If the user does not have a payslip password, they will be prompted to create one when
clicking on “Payslip” in the mobile app. The following screen will be shown
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&

LosouT

Module Announcement

5 B .

Leave Claim  CasuallLabour

E sat E
[ 1 1]
L L 1]

Document  Recruit Booking

Highlight

Form  TimeSheet Hris
y B L
B B L1
PaySlip Iras Training

©

Appraisal @ @
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10:13 © Honesty? &3 * X 956

xxxxxxxxx serTiv: to0ouT
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This function allows you to change your

existing password.

The password must contain at least one

lowercase, uppercase, numeric and special
rd at least 12

New Password

Confirm Password

11 May 2026

If the password length does not match the criteria (12 characters) the system will prompt the
following error message:

Password must at least 12 characters.

Close

If the user has their NRIC as their password (Full NRIC/First 4 digits/Middle 4 digits/Last 4

digits) the system will prompt the following error message
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Password must not contain part of the IC no.

Close

If the user fills in a password that matches the criteria specified, they will get the following
success message:

x

Password has been changed.

Close
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1.7) Forgot Password (Times Mobile App)
If a user wants to reset their password via the times mobile app, they have to click on “Forgot
Password” and fill in the fields “User ID” and “Email”, followed by clicking “Submit”

R251O0O8® -

TIMES

SOFTWARE

TEST22
User Id
Password

2026 05

English

LOGIN

FORGOT PASSWORD? b

&

1l O <

SINGLE SIGN ON

1251 O «

Forgot Password

Please enter your User ID and Email then follow by
Submit button

@Q TEST22

User ID

&

[az] Email

BACK TO SIGNIN PAGE.
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After the user clicks “Submit”, they will get a success message shown below

9:42 @i~ B » X.56.11 €D 9:43 & @ » * N 561 €D
Forgot Password
Please enter your User ID and Email then follow by
Submit button
g TEST22
0]
&% 002

57 kyle.chua@timesoftsg.com.sg

Alert

The credential information has been
sent to user registered email.

The user will see the following password reset link sent to their email address:

To: @ Kyle Chua Thu 21 May 2026 9:43 AM

Hi BEN LIM [002],

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

Please click here to proceed

Reply Forward
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