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Disclaimer

Copyright 2023 Times Software Pte Ltd (“TIMES SOFTWARE”) (Company Registration No.:
199804415D) All rights reserved. Please refer to the legal notice below for terms of use.

THE SPECIFICATIONS AND INFORMATION REGARDING THE PRODUCTS IN THIS USER GUIDE ARE
SUBJECT TO CHANGE WITHOUT NOTICE. ALL STATEMENTS, INFORMATION, AND
RECOMMENDATIONS IN THIS USER GUIDE ARE BELIEVED TO BE ACCURATE BUT ARE PRESENTED
WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED. USERS MUST TAKE FULL
RESPONSIBILITY FOR THEIR APPLICATION OF ANY PRODUCTS.

INFORMATION PROVIDED IN THIS GUIDE IS PROVIDED “AS IS”" WITH ALL FAULTS. TIMES
SOFTWARE DISCLAIM ALL WARRANTIES, EXPRESSED OR IMPLIED, INCLUDING, WITHOUT
LIMITATION, THOSE OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND
NONINFRINGEMENT OR ARISING FROM A COURSE OF DEALING, USAGE OR TRADE PRACTICE.

IN NO EVENT SHALL TIMES SOFTWARE OR ITS SUPPLIERS BE LIABLE FOR ANY DIRECT, SPECIAL,
INCIDENTAL, CONSEQUENTIAL, INDIRECT OR PUNITIVE DAMAGES, OR ANY DAMAGES
WHATSOEVER, INCLUDING, WITHOUT LIMITATION, LOST PROFITS OR LOSS OR DAMAGE TO DATA
ARISING OUT OF THE USE OR INABILITY TO USE THIS USER GUIDE, OR ANY ERRORS OR
OMISSIONS IN THE CONTENT THEREOF, EVEN IF TIMES SOFTWARE OR ITS SUPPLIERS HAVE
BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

Unless otherwise noted, the example companies, organisations, products, domain names, email
addresses, logos, people, places and events depicted herein are fictitious, and no association with
any real company, organisation, product, domain name, email address, logo, person, place or event is
intended or should be inferred. Any workflows, display output, diagrams and other figures included in
this user guide are shown for illustrative purposes only.

Without limiting the rights under copyright, no part of this user guide may be reproduced, stored in or
introduced into a retrieval system, or transmitted in any form or by any means (electronic, mechanical,
photocopying, recording, or otherwise), or for any purpose, without the express written permission of
TIMES SOFTWARE.

The TIMES service and products identified in this user guide are trademarks or service marks of
TIMES SOFTWARE. All other products or services referenced in this user guide may be the

trademarks or service marks of their respective owners.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 1 of 40



TIMES

TIMES PRO Appraisal

SOFTWARE Standard Setup Guide for Administrators v1.0
08 Sep 2023
Table of Contents
CHAPTER 1.  INTRODUCTION........ccueruereneenesesaressssasssessssssessss s snsssssassssssanssessansanesans 3
CHAPTER 2. FIRST TIME LOGGING INTO THE TIMES APPRAISAL .......cccociiimrmnennns 4
CHAPTER 3.  DASHBOARD ........eoeeterreetrsessessssssssssssessssssessass s sssssssssssssassssssssasssans 5
CHAPTER 4. CODE SETUP ... crsssser s s e s s s s mmmm s e e 6
CHAPTER 5. FORM SETUP........ s rr s s s s se s s e e e e s ennnnns 7
5.1  Saving the Appraisal Form as a Draft Copy .........ccccoviiiiiiiiiiiee e 9
5.2 Creating a new Appraisal FOIrM ... 10
5.3  FOrmM DetailS........ueiiiiiiii e 11
5.3.1 Understanding the Form DetailS..........cccocvveiiiiieiiiie e 12
5.3.2  Editing FOrm Details .........ccooiiiiiiiiiiie e 15
5.4 SECHON et 16
5.4.1 Understanding the Section Details ..........ccoocveeeiiiiien i, 18
5.4.2  Understanding the Section’s Profile Access Details...........cccocvveernineeen. 21
5.4.3  Editing and Deleting the Section ..........cccceviiiiiiii e, 22
5.5 QUESHION. ... e 23
5.5.1  Question Type and DetailS ..........cocooveiiiiiiiniiii e 24
5.5.2  QUESHION ACCESS .....oiiiiiiiiiiitieee et 28
5.5.3  Create New, Edit and Delete Question ACCESS.........ceeevvviiiiiniiieeriieeenn. 30
5.5.4  Score Group for Question Types Self-Define and Pre-Define................. 33
555  SCOre Details ......ccocueiiiiiiiiei et 35
5.5.6  Control Setup for Question Types Text and Paragraph Text................... 37
5.5.7  Setting up Values for the Question Type Multiple Choice, Checkbox and
ChooSe frOmM @ LiSt.......ooiiiiiii e e 37
5.6  Create a new Appraisal Form by Copying from another Form.............ccccccoevvneen. 38
5.7 Deleting an Appraisal FOMM ........ccoiiiiiiiiie e 39
5.8  Printing an Appraisal FOMM ........cociiiiiiiii e 39
CHAPTER 6. POLICY SETUP ... ceereer e s s e e e 40

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 2 of 40



TIMES TIMES PRO Appraisal

SOFTWARE Standard Setup Guide for Administrators v1.0
08 Sep 2023

Chapter 1. Introduction

TIMES Appraisal is a web based system designed specifically to assist Human Resource
professionals to streamline tedious annual appraisal activity for each departmental staff. The system
provides a flexible platform to design and implement appraisal systems that matches closely to each
company’s unique appraisal guidelines, regardless of whether the guidelines are simple or complex.
The system captures appraisal information in great detail and this allows a company to evaluate and

preserve its’ investments.

Using the latest web technology, TIMES Appraisal provides an online portal for every employee within
organizations to perform and submit their performance appraisals to respective supervisors with ease
and convenience of a web browser. All information is captured in real time and employees can view
their own appraisal results and feedbacks online. Preparing hardcopies of appraisal forms and labor

intensively filling in forms are a thing of the past.

The management of the organizations receives up to date information on employee self appraised
KPls, performance factors, competency skills, plans and qualitative goals and can view them online
conveniently via a web browser. Action can then be taken to approve the employees’ performance
appraisals or even adjust them accordingly to match company objectives. Many industry standard
appraisal reports are provided within the system, eliminating the need for the management to
manually prepare such reports. All these save the management precious time and allows the

management to focus on higher value-added operational needs.

When it comes to managing organizational wide annual appraisal activities, TIMES Appraisal delivers

them through innovation, systematic approach and transparency.
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Chapter 2. First time logging into the TIMES Appraisal

Open internet browser and enter the URL address to access the TIMES Solution portal login web

page, example: http://www.myportal.com/SolutionPro

An example of the login page is shown below.

TIMES

SOFTWARE

NS

ssssss

Forgot Password

Payroll Login

TIMES MOBILE APP

GETITON

Google Pla

1. Click on the “Company” drop-down list to see a list of available companies and choose the one
that you want to access to.
Key in login id at “Emp No”.

Key in password at “Password”.

Login
4. Click the button to login into the system.

7
To effectively use this guide, ensure that user are given the role of Administrator for the
company that you are logging into. If the role is not setup yet, use login id Admin at “Emp No” to

login as the Administrator.
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Chapter 3. Dashboard

After logging into the system, you will be presented with your dashboard.

TIMES T I —
SOFTWARE

DOCUMENT ~ TRAINING ~ LEAVE ~ CLAIM ~ TIMESHEET ~ HRIS ~ APPRAISAL ~ IRAS ~ SYSTEM ~

e TAB OFF
Confirmed New Hired Resigned WorkPassExpiry
0 & 0 2 0 s 0 s
Leave Claim System
Y C hd c T c
Nodata. No data -

Visit Module Frequency
01092023 - 30.09-2023

@ Appraisal @ Leave @ System

Staff On Leave Today Staff Claim Last Month

0 0

Total Staff Total Amount

Staff Annual Leave
=

Staff Claim This Month
n

The dashboard shows you a list of items that require your attention.

You can click on any of the items to access it.
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Chapter 4. Code Setup

You can create and manage master codes in Scheme Setup. Codes defined here are used to
populate drop-down lists in the TIMES PRO Appraisal system.

L T———
APPRAISAL ~ |IRAS ~ SYSTEM ~

. HR ADMINISTRATOR i
© View Appraisal Form © Form Setup
© Status List © Policy Setup
© Report © Scheme Setup h
© Data Transfer © Appraisal Result Setup
© Career Progression © Param Setup
© Bonus Distribution © Mail Log
© Approval Router © Audit Log
© Approval Setup

Click on the Scheme Setup option in the Administrator menu to access the Code Setup web page.

zu EXEC EXECUTIVES

Zu N-EXEC NON-EXECUTIVES

‘ as
To add a new code, click on the ﬂ button. Enter in the details for the new code and click

I
button to save the code or button to cancel.

3 B Save
To edit an existing code, click on @ button, enter the new details and click button to

€ Cancel
save the code or - button to cancel.

To delete a code, click on button.
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Chapter 5. Form Setup

All appraisal forms are designed and published via the Form Setup web page.

APPRAISAL ~ IRAS ~ SYSTEM ~

HR ADMINISTRATOR [
© View Appraisal Form b Form Setupl

© Status List © Policy Setup

© Report © Scheme Setup fe
© Data Transfer © Appraisal Result Setup

© Career Progression © Param Setup i
© Bonus Distribution © Mail Log

© Approval Router © Audit Log

© Approval Setup

Click on the Form Setup option in the Administrator menu to access the Form Setup web page.

SOFTWARE DOCUMENT ~ LEAVE = PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS~ TRAINING ~ APPRAISAL ~ IRAS'~ SYSTEM ~ aea TABOFE

If you have existing appraisal forms you can look for them by choosing the filters “Appraisal Type”,
“Year” or “Tag” and “Form”.

To create a new appraisal form click on the button.

To edit an existing appraisal form choose a form from the “Form” drop-down list and click on the

button.
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£ Print
To print an appraisal form into an excel document choose a “Form” and click on the button.

To delete an appraisal form, choose a “Form” and click on the

delete an appraisal form if no users have used it yet.

button. You can only
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5.1 Saving the Appraisal Form as a Draft Copy

As designing the appraisal form can take considerable amount of time it is wise to save your
appraisal form as a draft copy from time to time while you are working on it. The last thing you need
is to get timed out session from your server which results in you being automatically logged out from

the system and losing your work.

TIMES

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

Question save successfully.
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5.2 Creating a new Appraisal Form
To create a new appraisal form you will need to setup 3 components of the form.

The first component is called the Form Details. Form details determine the appraisal type, title,
appraisal period, final grading and the number of reviews that will be conducted for the appraisal

form.

The second component is called the Section. Each section represents a page (tab) in an appraisal
form. In a Section you can indicate description text (typically instructions) that users can read and

access rights to determine who and what can be done in the page.
The third component is called the Question. A question can comprised of either:

1. A goal setting or KPI question (also known as Self-Define Question) that users can enter
their objectives, weightages and scores,
Performance factor question that has Pre-defined set of criteria that users can rate against,
Free-field or free-form question that has no weightage and score, and its purpose is to

record down answers from users or just to show information as a label.

You can create all three types of questions and as many as you like in a single Section (page) of the

appraisal form.

Let’s have a look at the Form Details first.
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—

5.3 Form Details

When you first create a new appraisal form you will access the Form Details web page first. You

must complete the setup of the Form Details before you can create the Sections of the appraisal

form.

_—_—
TIMES
SOFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET = HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~ iy e G

Appraisal Type Grade (0 Required Calculate Year Review

Performance Appraisal v DEFAUT NEW GRADE GROUP . Zo 3
Description StartDate End Date
mm/dd/yyyy =] mm/dd/yyyy =]
[ Switch Review J Required Moderation
1 Review 1 mm/dd/yyyy o mm/dd/yyyy o u} m]

Al fields that are marked with * must be filled up or selected before you can proceed to the next

) B Save )
setup. Click button to save your transactions.
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5.3.1 Understanding the Form Details

Here are the explanations for each of the functions in the Form Details web page.

—
<
T

o

Indicate the type of appraisal for this appraisal form.

Performance Appraisals are available for confirmed employees only whereas Probation Appraisals
are applicable for employees under probation only.

Form Title

The title of the appraisal form.

Start / End Date

The start date and end date of the appraisal period for this appraisal form. Once the appraisal

period ends the appraisal form is no longer accessible by users.

Year / Tag

For Performance Appraisal specify the appraisal year in 4 digits.

As Probation Appraisals do not have a specific appraisal year you can specify a Tag (any

abbreviation or id) to identify the probation appraisal form for searching purposes.

Auto Calculate Grade

Tick the [Z] checkbox if you want the system to calculate the final grade for this appraisal form

based on the selected score range. If there is no score range you can create a new one.

2aADMIN Jl & English
TAB OFF

soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~

Group Description
DEFAUT NEW GRADE GROUP

x

.. T SN W1 L. T3 S ... Y—

.

" = = @ wm
x> =
H"‘ "H

"“ "“ "H

At the Grade Setup pop-up window you can either enter all the relevant information manually or if

you have another grading range setup you can copy them over to this appraisal form.
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Allow Moderation

Indicate whether employees’ final grades for this appraisal will be moderated.

Review Cycle

Indicate the number of reviews that will be conducted for this appraisal. Each review has a period,

and the next review commences on or after the review’s start date only if the current review is

completed. However, if you tick the IZ] “Allow user to switch review data.” checkbox the users of
this appraisal form can freely switch between any reviews that have commenced, regardless of

whether the current or previous review has been completed, as long as the review has not ended.

7
& Probation appraisals can have one review only.

Review Description

The description of the review.

Review Start Date

The start date of the review.

Review End Date

The end date of the review. After this date the review is deemed to have ended and can no longer
be accessible.

Allow Self View

Allow appraisees access to this appraisal form during a specific review period.
Appraisers will always have access to the appraisees’ appraisal forms.

Allow Self Score View

Allow appraisees to self-rate in the appraisal form during a specific review period.
If this is not ticked appraisers will rate for them.

Allow Self Appraisal

Allow appraisees to enter information into the appraisal form and submit the appraisal form for

approval (self appraise) during a specific review period.

If this is not ticked appraisees will be appraised by appraisers without appraisees’ input.
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Allow Sup Direct Submission

Allow appraisers, on behalf of the appraisee, to directly submit appraisee’s appraisal form for review
(without having to wait for appraisee to submit the appraisal form first) during a specific review
period.

Acknowledge Required

If this is ticked, during a specific review period, after the last appraiser had approved the appraisee’s
appraisal form, the appraisee must acknowledge whether to accept or reject the appraisal. Only if

the appraisee has accepted the appraisal can the appraisal be completed for that review period.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 14 of 40



TIMES TIMES PRO Appraisal

SOFTWARE Standard Setup Guide for Administrators v1.0
08 Sep 2023

e
—

5.3.2 Editing Form Details

To edit your Form Details after you have saved it, click on the = button at the Form section in the
Form Setup web page.

VWYY =

Add Section [#"

2aADMIN i & English

soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~

Appraisal Type Grade [ Required Calculate Year Review
Performance Appraisal v | 2021 NON-EXEC . Zo 2023 1
Description Start Date €nd Date
VW 01/01/2023 [=] 12/31/2024 =]
O Switch Review (JRequired Moderation
1 ww 08/01/2023 o 12/31/2023 o o o

. ==
Then make the necessary changes and click button to save your changes or

button to cancel the changes.
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5.4 Section

Sections are like pages in a hard copy appraisal form. A single page can contain all types of
appraisal questions that appraisees can answer.

In the electronic appraisal form each section is a single tab in the web page. Here is an example:

“TIMES D

soFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~

Aoprasal Emplores

Emp Name Appraisal Form Review

ANDY LOW Performance Appraisal 2021 for Executive Staff v Review 2 v
Approval Flow Approval Status Review Start-End Date

ANDY LOW >> BEN LIM >> DAVID GAN Pending for BEN LIM 01/01/2021-31/12/2023

Result Details

SECTION 1 SECTION 2 SECTION 3 SECTION 4 SECTION 5

Review Goal Settings

*Goal 1 Weight @
Focuses sales efforts by studying existing and potential volume of

dealers. Submits orders by referring to price lists and product literature. 40
Keeps management informed by submitting activity and results reports, score @ : 4.00 Remark.
such as daily call reports, weekly work plans, and monthly and annual
territory analyses. Monitors competition by gathering current

ANDY LOW BEN LIM

Let’s start by creating a Section.

ks

VWYY =

Add Section [

Add Section [@°

Click on the logo to create a new section in the appraisal form.
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T werds @tiny
Question Type SortNo
Self define question v 0
VVVV Profile
Self-Define Mandatory All Access . Zo

Basic Settings

User self define question.
Score Group Score bind as Score display as

General Grade . Ze Max Score v Score v
Control Line Min Weight Max Weight

5 0 100

Bas
Enter the details into the Section and click button to save your changes.
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5.4.1 Understanding the Section Details
Here are the explanations for each of the functions in the Section Details web page.

Section Title

The title of the section which will be displayed in the tab of the appraisal form.

Weight

The section’s total scores’ weight percentage to determine the importance of this section’s scores’
contribution to the overall score of the appraisal.

All section’s “Weight” in the appraisal form must add up to 100%.

(7]
o
‘
4
o

The sorting sequence of the section in the appraisal form. 0 is regarded as the first one.

Review

The number of reviews that will be conducted for this appraisal.

Section Detail Description

Description of the section for each review. Text entered here will appear in the appraisal form for

users to read.

Allow View

Indicate whether this section is accessible by users during a specific review period. Ticked

checkbox means yes.
To specify the specific user who can view the section is setup in the Profile Access.

Allow Score

Indicate whether users can rate in this section during a specific review period. Ticked checkbox

means yes.
To specify the specific user who can rate is setup in the Profile Access.

Allow Weight

Indicate whether users can enter weightage in this section during a specific review period. Ticked

checkbox means yes.

To specify the specific user who can enter weightage is setup in the Profile Access.
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Profile Access

Determine what the users can do in this section. There is a pre-set list of standard access that you

can use and they are:

Profile Access Name Purpose

Interim Review Pre-Define

Users will not have access to the section for the review period.

Interim Review Freefield

Users will not have access to the section for the review period.

Interim Review Self-Define

Typically used during the start and mid review period of the
appraisal. Users can enter weightage, however there will be no

rating involved.

Final Review Pre-Define

Typically used during the last review period of the appraisal.

Users can perform rating.

Final Review Freefield

Users can answer free form questions. No weightage and rating

involved.

Final Review Self-Define

Typically used during the last review period of the appraisal.

Users can enter weightage and perform rating.
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Profile Access

However, if you wish to set up your own Profile Access click on the button to access the

Profile Details pop-up window.

&a ADMIN @ English

ae¢s TAB OFF

TIMES

soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~

Description

e e e e L e e e L e M R

At the Profile Details pop-up window you can create a new Profile Access by clicking the © button.

Then enter the “Description” for the new profile, specify the access rights and click the

button to save the transactions.

To edit an existing profile, choose the profile from the “Description” drop-down list and click the
z . .
button. Make the necessary changes and click the button to save the transactions.

To delete a profile, choose the profile from the “Description” drop-down list and click the

button.
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This sub chapter explains the functions and purpose for each of the Profile Access Details fields.

The type of user.
Employee refers to the appraisee and Supervisor refers to the appraiser.

Allow View

Indicate whether the user can access and view the section.

Allow Edit

Indicate whether the user can enter or select information in questions (such as goal settings, free

form questions) for the section.

Allow Score

Indicate whether the user can rate.

Allow Weight

Indicate whether the user can enter weight percentages for self-define questions (such as goal

settings) in the section.

View Weight

Indicate whether the user can view the weight percentage for questions in the section.

View Other Score

Indicate whether the user can view other users’ selected rating for questions in the section,

especially if there are more than one appraiser appraising the employee.

View Other Comment

Indicate whether the user can view other users’ comments.

View Other Question

Indicate whether the user can view other users’ answers for the questions in the section.
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5.4.3 Editing and Deleting the Section

\J
To edit your Section after you have saved it, click on the E" button at the Section in the Form
Setup web page.

—
TIMES o J oo ]
soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~ a2C2 TAB OFF
Appraisal ) Adin m

VWWWWY ]

Add Section [#"

W Delete

B Save
Then make the necessary changes and click button to save your changes.

If you want to delete the Section, click on the button.
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5.5 Question

Once you have created your Section you can begin to create appraisal Questions in it.

B -

VWwvvv

Add Section [#

DXXA

Add Question [#'

Click on the Add Question hyperlink to create a new Question.

TI MES 2aADMIN I 4 English
SOFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~ s TABOFF
Title O Hide Title @

Detail (J Show Detail In TextBox

file Edit View Inset Format Tools Table Help 4 Upgrade

e BI 2

s @tiny

Question Type SortNo

Self define question v 0

A Question comprises of up to three important components. The first component is the question
type and the details of the question, second component involves the users’ “Access” rights to the
Question and the last component is to setup the rating scale, properties of the text box or values in

a drop-down list or checkbox depending on the type of question created.

B Save
Once you have entered all the required details into the Question be sure to click button to

save your Question into the appraisal form.

Let’s have a look at each of the Question’s components.
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5.5.1

Question Type and Details

Here are the explanations for each of the fields in the Question Details pop-up window that you

need to setup first.

Question Type

Choose the type of Question that you are creating. The list of available types of Question are as

follows:

Question Type

Self Define Question

Typical Usage

This is usually used for Goal or KPI
Setting where the appraisees and
appraisers can enter their
objectives and weightage for these
objectives. Then each of these
objectives are rated based on a

rating scale.

Technical Notes

Provides the Question with a multi-
line text box, a weight percentage
box and score drop-down list for

user input.
Needs to define a Score Group.

The weightage entered for all Self
Define Questions in a single

Section must add up to 100%.

Pre Define Question

This is used to define a list of
performance factors or a set of
criteria that appraisees and

appraisers can rate against.

Provides a score drop-down list for
user to select for each Pre Define

Question. No text can be entered.

Needs to define a Score Group.

simple free form question in which
the users can provide a single line

answer to the question.

Label This is used to display instructional | Shows the question as text on the
text or announcement for users to web page. No user interaction and
read. no Question’s third component

setup required.

Text This is usually used as a short and | Provides the Question with a single

line text box for user input.

Needs to define the length of the

text box in pixel count.

Copyright © 2023 Times Software Pte Ltd.

All rights reserved.

Page 24 of 40



TIMES

SOFTWARE

Question Type

TIMES PRO Appraisal
Standard Setup Guide for Administrators v1.0
08 Sep 2023

Technical Notes

Typical Usage

Paragraph Text

This is usually used as a free form
discussion or feedback question
where users can provide long

answers to the question.

Provides the Question with a multi-

line text box for user input.

Needs to define the height and

length of the text box in pixel count.

Multiple Choice

The Question provides a pre-set list
of possible answers to the question
where a user can just click on a
radio button to choose one desired

answer.

Provides the Question with multiple
radio buttons containing answers to

the question for user to select.
User can choose one answer only.

Needs to define the list of answers
for the radio buttons and the length

of the answers in pixel count.

Checkbox

The Question provides a pre-set list
of possible answers to the question
where a user can click on
checkboxes to tick their desired

answers.

Provides the Question with multiple
checkboxes containing answers to

the question for user to select.
User can choose multiple answers.

Needs to define the list of answers
for the checkboxes and the length

of the answers in pixel count.

Choose from a List

The Question provides a pre-set list
of possible answers to the question
where a user can click on drop-
down list to choose one desired

answer.

Provides the Question with a single
drop-down list containing answers

to the question for user to select.
User can choose one answer only.

Needs to define the list of answers
for the drop-down list and the length

of the drop-down list in pixel count.
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Question Title

This can be the appraisal question itself or the title of the appraisal question. Maximum 100

characters allowed. The “Question Title” will appear as bolded text in the appraisal form.

If the Question that you are creating exceeds 100 characters you can enter the question in the
“Question Detail” instead. However you still need to enter the mandatory “Question Title” as a title to
identify this question uniquely. This is useful for Copy Question as this function lists all available

Questions that can be copied over by their titles.

You can click on the “Title hide in form?” [ZI checkbox to hide the “Question Title” from being shown
in the live appraisal form.

If you have created some Questions before you can copy one of them over to this new Question. To

do this click on the button to access the Copy Question pop-up window.

Copy Question *
Appraisal Type Year
Performance Appraisal v 2023 v
Appraisal Form Section Question Code
Testing 1 v Name v Bad? v

Question Preview

Detail

Question Type

Copy

At the Copy Question pop-up window make selections to the criteria such as “Type” and “Form” to

retrieve the list of Questions that you want, and then choose the Question Title at “Question”. Click

C
on the button to copy the selected Question over to the new Question.
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Question Detail

The appraisal question. Maximum 65,534 characters allowed.

The sequence of the Question that will appear in the appraisal form. “Sort No” 0 is at the top most.
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5.5.2 Question Access

Choose the “Access” to determine what the users can do for this Question. There is a pre-set list of

standard access that you can use and they are:

Access for “Question Type” Label, Text, Paragraph Text, Multiple Choice, Checkbox and
Choose from a List.

Question Access Name Purpose

Freefield Mandatory All Access

All users can view and must answer the free form question.

Freefield Mandatory SUPE-EMPH

Only appraisers must view and answer the free form

question and appraisee cannot view the free form question.

Freefield Mandatory SUPE-EMPR

Appraisers must view and answer the free form question and

appraisee can only view the free form question with answer.

Freefield Mandatory SUPR-EMPE

Appraisee must view and answer the free form question and

appraisers can only view the free form question with answer.

Freefield Optional All Access

All users can view and can choose whether to answer the

free form question.

Freefield Optional SUPE-EMPH

Only appraisers can choose to view and answer the free
form question and appraisee cannot view the free form

question.

Freefield Optional SUPE-EMPR

Appraisers can choose to view and answer the free form
question and appraisee can only view the free form question

with answer.

Freefield Optional SUPR-EMPE

Appraisee can choose to view and answer the free form
question and appraisers can only view the free form

question with answer.
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Access for “Question Type” Pre-Define Question

Question Access Name Purpose

Pre-Define Mandatory All Access | All users must view and rate the criteria or performance

factor.

Access for “Question Type” Self-Define Question

Question Access Name Purpose

Self-Define Mandatory All Access | All users must view and enter their objectives or KPI,

weightage and rating.

Self-Define Optional All Access All users can choose to view and enter their objectives or

KPI, weightage and rating.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 29 of 40



TIMES TIMES PRO Appraisal

SOFTWARE Standard Setup Guide for Administrators v1.0
08 Sep 2023

5.5.3 Create New, Edit and Delete Question Access

You can create your own Question Access, edit or delete existing access. To do this click on the
to access the Profile Details pop-up window.

| _ 5
TIMES 2a ADMIN ll & English

soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~ 2¢ce TAB OFF

Question Type Profile Code

Pre define question v Pre-Define Optional All Access v

Description

Pre-Define Optional All Access
wup (m] (=] O

0 a] o

To create a new Question Access click on the L button. Enter the details of the new access and
click button to save it.
To edit an existing Question Access choose one from the “Description” drop-down list and click the

\J
E" button. Make the necessary changes and click button to save it.

To delete an existing Question Access choose one from the “Description” drop-down list and click

the button.
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Here are the explanations for each of the functions in the Profile Details pop-up window.

Description

The name of the Question Access.

Question Type

Determine the type of Question that this Access is catering for.

The type of user. Employee is appraisee and Supervisor is appraiser.

Allow View

Ticked [z checkbox means the user can view the Question.

Ticked [Z] checkbox means the user can answer the Question.

Required

Ticked @ checkbox means user must answer the Self-Define or Freefield'-Define Question.

Allow Score

Ticked [Z] checkbox means user can rate the Self-Define or Pre-Define Question.

Allow Comment

Ticked [z] checkbox means user can provide comments for the Self-Define or Pre-Define Question.

Required Comment

Ticked [Z] checkbox means user must provide comments for the Self-Define or Pre-Define

Question.

' Freefield-Define Question (also known as Free Form Question) are either Question Type Text, Paragraph Text, Multiple
Choice, Checkbox or Choose from a List.
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Allow Weight

Ticked [z checkbox means user can enter weight percentage for the Self-Define Question.

View Weight

Ticked [z] checkbox means user can view the weight percentage for the Self-Define Question.

Allow View Other Score

Ticked @ checkbox means user can view all users’ score contributions to the Question.

Allow View Other Comment

Ticked [Z] checkbox means user can view all users’ comments for the Question.

Allow View Other Question

Ticked @ checkbox means user can view all users’ answers to the Question.
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5.5.4 Score Group for Question Types Self-Define and Pre-Define

If you are creating a Self-Define or Pre-Define Question you must setup the rating scale for it in the

Score Group Basic Settings.
Here are the explanations for each of the fields in the Score Group Basic Settings.

Score Group

This is the rating scale. Choose a “Score group” if you have one created. Click on the Edit hyperlink

if you want to make changes to an existing “Score Group”.

If you want to create a new “Score Group” click on the Add hyperlink to access the Score Details
pop-up window. Refer to the next sub chapter for more information on the Score Details.

Score bind as

Choose Max Score to list all the scores that can be calculated by the system for the Question
starting from 1 to the largest value defined in the Score Details’ “Range Value”. For example, if the
largest value in the Score Details’ “Range Value” is 8 then the list of scores will be 1,2,3,4,5,6,7,8.

For this selection the “Score display as” will always be set as Score.

Choose Score Table to list all the scores that can be calculated by the system for the Question

based on the Score Details’ “Range Value”. For example, if the Score Details’ “Range Value” are 2,

5, 8 and 12 then the system will perform calculation based on those actual scores.

Score display as

This will determine the values that the users will see in their “Score” drop-down list when they want

to rate the Question in the appraisal form.

“Score display as” Score displays the actual scores (either a range of scores if “Score bind as” is

Max Score or the scores defined in Score Details’ “Range Value” if “Score bind as” is Score Table).

“Score display as” Range displays the list of values defined in Score Details’ “Range”.

Control line

The length of the “Score” drop-down list in pixel count.

If you are creating a Pre-Define Question you can indicate the weight percentage on the rating for

this question.
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Min Weight and Max Weight

For Self-Define Questions users can enter their weightage. Therefore you can define the minimum

and maximum weight percentages that users are allowed to enter.
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5.5.5 Score Details

TIMES

soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~

2aADMIN Il @ English

e TAB OFF

Group Description

DEFAUT NEW GRADE GROUP

. = 1= . . .= T J—

¥ = \ \ Fo—
1 \ ] [ ] Desc
I x| [ x| x Description
¥ | \ \ =

At the Score Details pop-up window enter the “Description” for the “Score Group”. If you want to

Q

copy an existing “Score Group” over to this one click on the button to access the Copy Score

pop-up window. From the Copy Score pop-up window choose your “Score Group” and click button

to copy the selected “Score Group” over to this new one.
Enter the remaining details for this “Score Group”. To add another row of record click on the Add

hyperlink. To remove a row of record click on the record’s D checkbox to @ select it and click on

the Delete hyperlink.

Click on the button to save your transactions.

Here are the explanations for each of the functions in the Score Details pop-up window.

Description

The title of the “Score Group”.

Range

The title that represents the score. You can enter the title up to 10 characters maximum. For
example the “Range” can be A, B, C, D, E, or Excel, Good, Average, Subpar, Terrible. Users can

choose these when they perform their ratings if you set the “Score display as” as Range.

Range Value

The actual score.
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Range Description

The description of the score.

The sorting sequence of the score in the drop-down list.
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5.5.6 Control Setup for Question Types Text and Paragraph Text

If you are creating a Text or Paragraph Text Question you can setup the height and length of the

text boxes.

Control Line

The number of line rows of the text box that will determine the height of the box.

Control Width

The length of the text box in pixel count.

5.5.7 Setting up Values for the Question Type Multiple Choice, Checkbox and Choose from

a List

If you are creating a Multiple Choice, Checkbox or Choose from a List Question you must setup the

list of values that the user can choose from.

Basic Settings

Freefield text question.

Control Width

0 =
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5.6 Create a new Appraisal Form by Copying from another Form

You can create a new appraisal form by duplicating the details from another appraisal form.

To do this first choose the appraisal form that you want to copy and click on the button at the
Form Setup web page to access the form.

2aADMIN il & English

soFmARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~

Appraisal Type Grade 7 Required Calculate Vear Review

Performance Appraisal v 2018 EXEC 2023 1
Performance Appraisal
Probation Appraisal Start Date €nd Date

Testing 1 03/01/2023 =] 06/30/2023 o

O Switch Review [ Required Moderation

1 1 B 3

Review 1 03/01/2023 o 04/30/2023 o C (u] ] o

18 Copy
Click on the button to start the copying process.

The Form Details pop-up window for the new appraisal form will be shown. Enter the details of the

new appraisal form and click button to create the form or M hutton to cancel the

process.
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5.7 Deleting an Appraisal Form

To delete an appraisal form first choose the form.

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

Appraisal Admin Form Setup

Appraisal Type Year Form
Performance Appraisal v 2023 v Testing 1
[ 1 Exec EXECUTIVES
N-EXEC NON-EXECUTIVES

l B Add " & Edit ]I W Delete l I Copy H 8 Print l

] W Delete
Then click on the button.

5.8 Printing an Appraisal Form

To print an appraisal form into an excel document first choose the form.

soFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTE!' —

Apprasal i

Appraisal Type Year Form
Performance Appraisal v 2023 v Testing 1
1] Bxec EXECUTIVES
L ] N-EXEC NON-EXECUTIVES

[ B Add H & Edit “ W Delete ” 1B Copy l B Print ]I

) £ Print
Then click on button.
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Chapter 6. Policy Setup

You can create and publish your organization’s appraisal policy at the Policy Setup web page.

APPRAISAL ~ |IRAS ~ SYSTEM ~

HR ADMINISTRATOR
© View Appraisal Form © Form Setup
© Status List © Policy Setup
© Report © Scheme Setup
© Data Transfer © Appraisal Result Setup
© Approval Router © Param Setup i
© Approval Setup © Mail Log
© Audit Log

P e e L

Click on the Policy Setup option in the Administrator menu to access the Policy Setup web page.

2aADMIN fIl @ English

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

soprasal aamin
code Description

| ,

Policy

File Edit View Insert Format Tools Table Help 4rUpgrade

o e B I &£v £ F =

1]
iii
iii
<
Il

IEST

Twords @tiny

B Save
Enter the policy details and click button to save and publish the policy.

- End of Document -
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