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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.
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Chapter 1. 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

Password

Login Period

2023

Login

Forgot Password

Payroll Login

TIMES MOBILE APP

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”.

3
4. Click the button to login into the system.
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Chapter 2. Accessing the Employee’s Appraisal Form

APPRAISAL ~ IRAS —

] EMPLOYEE SUPERVISOR "
© Appraisal Form © Review Appraisal Form
© Report © Status List )
© Appraisal Policy © Report

22 Ac AN IAA \

You can access your employee’s appraisal form from either the Review Appraisal Form option or

Status List option in the Supervisor menu.
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Chapter 3. Reviewing the Employee’s Appraisal Form

soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ TAB OFF
Department Employee Appraisal Form Review
- All- - BENLIM Performance Appraisal 2021 for Executive Staff v Review 2 v
Approval Flow Approval Status Review Start-£nd Date
BEN LIM >> ANDY LOW Waiting for acknowledge 01/01/2021-31/12/2023
Result Details
SECTION 1 SECTION 2 SECTION 3 SECTION 4 SECTION §
Review Goal Settings 50 %
. igh
Goal 1 Weight @ System Score BENLIM ANDY LOW
Providing administrative assistance, such as writing and editing e- voo
mails, drafting memos, and preparing communications on the 40
executive’s behalf Maintaining comprehensive and accurate records score @:4.00 score @ 4.00
Remark. Remark
BEN LIM ANDY LOW
*Goal 2 weight @ System Score
Performing minor accounting duties Organizing meetings, including i
scheduling, sending reminders, and organizing catering when 30 score @:500 Score @:4.00
necessary
Remark Remark:

Note: Your actual web appraisal form is unique and tailored to your organisational needs, and may

differ from the screenshot.

At the Review Appraisal Form web page, you can view different employees’ appraisal forms by

choosing the criteria such as “Employee”, “Appraisal Form” and “Review”.
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SOFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~

Appraisal Supervisor Review Appraisal Form

Department Employee Appraisal Form

- All - » BEN LIM v Performance Appraisal 2021 for Executive Staff
Approval Flow Approval Status Review Start-End Date
BEN LIM >> ANDY LOW Waiting for acknowledge 01/01/2021-31/12/2023

Result Details

SECTION 1 SECTION 2 SECTION 3 SECTION 4 SECTION 5

eview Goal befhngs

Each appraisal form will have pages that are displayed as section tabs. Click on the tab to access

Approval Flow Approval Status Review Start-End Date
BEN LIM >> ANDY LOW Waiting for acknowledge 01/01/2021-31/12/2023
Result Details

SECTION 1 SECTION 2 SECTION 3 SECTION 4 SECTION 5

Staff Factors 25%
+ Initiative System Score
BEN LIM ANDY LOW
Extent to which he/she seeks out and accepts i
responsibility, taking appropriate action without waiting for
direction from supervisor score @ : 400 score @400
Remark Remark
- BEN LIM ANDY LOW
* Dependability System Score
Ability to work with accuracy, thoroughness and reliability.
o score @:500 Score @:4.00
Remark Remark

Some sections such as goal settings, KPIs and performance factors may require you to provide a
score for the employee.

To do this click on the “Score” drop-down list and choose a score. If you want to see the legend for
the score just click on the "' button.
If “Remarks” are available for you just key in your remarks in it.

After you have finished with your scoring you can view the scoring results by clicking on the Result

Details hyperlink.
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At the last section of the appraisal form you can then choose whether to approve or reject the
appraisal form.

. Approve
To approve the form click on the button.

Reject
To reject the form click on the button.
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Chapter 4. Status List

—

TIM SaANDY I @ English
SOFTWARE DOCUMENT ~ LEAVE = PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ eS| meor
Department Employee Appraisal Type vear

All K ] All A : ] Performance Appraisal v 2023 v
Appraisal Form Review Status

Testing 1 v Review 1 v SALL- v

O Include Section Scores O Include Free Field Comments

BENLIM 24/03/2023 Waiting for acknowledge [ E

COLIN KOH

DAVID GAN

At the Status List web page you can view your reporting employees’ appraisal information.

Choose your criteria such as “Department”, “Employee”, etc. to filter the list of records. Then click on

Query
the button to retrieve the records.
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Chapter 5. Report

You can generate reports in Report web page.

S
APPRAISAL ~ |RAS ~
EMPLOYEE SUPERVISOR
© Appraisal Form © Review Appraisal Form
© Report © Status List

© Appraisal Policy

Click on the Report option in the Supervisor menu to access the Report web page.

2aANDY I & English
SOFTWARE DOCUMENT ~ LEAVE -~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ nes TAB OFF
porsssl | Supenisor m
Report Format
Appraisal Form v Excel v
Department Employee
- All- - Al N ]
Appraisal Type vear
Performance Appraisal v 2023 v
Appraisal Form Review
Testing 1 v Review 1 v

Choose “Report Type”.
Choose your criteria (such as “Department”). If you have made multiple selections you can view
them by clicking the “*' button.

Choose “Format”.

B Print
Click button to generate the report.

- End of Document -
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