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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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1. Logging into the TIMES PRO Booking System

Open internet browser and enter the URL address to access the TIMES PRO portal login web page,
example: http.//www.myportal.com/SolutionPro

An example of the login page is shown below:

TIMES 4-.“é§Enq\ishW
SOFTWARE 7 -

B Company
TEST22
Login Id
Password
W Login Period
Login
Forgot Password

Payroll Login

TIMES MOBILE APP

GETTON
P> Google Play

s o
. pPp

0 Times Software Pte Ltd. All Rights Reserved

1. Click on the “Company” drop-down list to see a list of available companies and choose the one
that user want to access to.
2. Keyinloginid at “Login id”.

3. Keyin password at “Password”.

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

@ To effectively use this guide, ensure that user are given the role of Administrator for the
company that logging into. If the role is not setup yet, use login id Admin at “Login id” to login as the
Administrator.
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2. Code Setup

With the Code Setup function user can create the new resource for the each category.

ADMINISTRATOR

© Code Setup

© Resource Setup

© Param Setup
© Mail Log
© Audit Log

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

TIMES R —

soFmARE DOCUMENT ~ BOOKING ~ LEAVE ~ RECRUIT ~ CLAIM' "TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ CASUALLABOUR ~ SYSTEM ~ a2e TAB OFF

Category

Resource Category [BKC]

el | 2 2

ZW Room Room

At the Code Setup web page, choose a “Category”.

|
. . . . as
To add a new code, click on the - button. Enter in the details for the new code and click
button to save the code or button to cancel.

. - . r4 . . B save
To edit an existing code, click on © button, enter the new details and click button to
save the code or button to cancel.

o W A
To delete a code, click on button. Deleted codes are unrecoverable.
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3. Resource Setup

User can create the new resource in category in Resource Setup page.

ADMINISTRATOR
© Code Setup

© Resource Setup

© Param Setup
© Mail Log
© Audit Log

“TmES
SOFTWARE DOCUMENT ~ BOOKING ~ LEAVE ~ RECRUIT ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISA 2SO TABOFF |

fookng Ao

Category

-ALL- v

[Z4] | MEETING1 Meeting Room 1 True
= MEETING2 Meeting Room 2 Y True
Zw MEETING3 Meeting Room 3 True
=W 21 2 N N 1 False
[z4l § swe ewq Y Y 1 True

At the Resource Setup web page, choose a “Category”.

To add a new resource, click on the “ button. Enter in the details for the new resource and click

button to save the resource or button to cancel.

" B Save
To edit an existing resource , click on 4 button, enter the new details and click button to
save the resource or button to cancel.

———
To delete a resource, click on button. & Deleted resource are unrecoverable.

//’ —
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4. Mail Log

The Mail Log tracks all automated emails generated by the system.

ADMINISTRATOR
© Code Setup

© Resource Setup

© Param Setup

© Audit Log

Click on the Mail Log option in the Administrator menu to access the web page.

som‘l! DOCUMENT ~ BOOKING ~ LEAVE ~ RECRUIT ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ CASUALTRDO®

01/01/2023 o 01/11/2024 =]

102 18127202 LIRER) Fail janice@timesoftsg com sg janice@timesofisg com sg ‘Online Booking Confirmation

= 102 102 18022023 o4 Fail Jansce@umesohisg com sg Janice@timesoftsg com sg ‘Onkine Booking Confirmation

SbowPage 1 eflP;qes Display | 50 ¢ | Records Per Page

The Mail Log web page shows all emails generated by the system. Here user can find out whether
the email had been delivered successfully or failed to deliver. User can even see the contents of the
email.

At the top of the web page user can use the filters to filter the information on the page. These filters

n o u

are “Date Range”, “Login Id”, “Login Emp No” and “Search”.
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5. Audit Log

User can track transactions made by administrators at the Audit Log web page.

ADMINISTRATOR
© Code Setup

© Resource Setup
© Param Setup
© Mail Log

Io Audit Log I

SOFTWARE DOCUMENT -~ BOOKING ~ LEAVE ~ RECRUIT ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~

il Bl m

Start Date £nd Date Loginid Location
01/01/2023 -] 01/12/2024 o
Operation Key! Key2

admin

i ADMIN 18127202 0113573810586 Update 17514017473

i ADMIN admin 1812/2023 0114116623074 Update 151017473

i ADMIN admin 18122023 0226107923915 Update 17514017473

i ADMIN admin 181212023 02:25:39.6986396 Update 17514117473

i ADMIN admin e 16 23127202 1646136053754 insert 175137.160.149

i proe admin 2 BKe 09/01/2024 1046:33 6241535 insert 1921681129

i ADMIN admin As cTe 1170172024 1056432846746 insert 1921681139

i ADMIN admin e s 11/01/2024 1136426055038 insert 1921681139

i ADMIN admin 11/01/2024 11:52:37.9314363 Delete 1921681139 Audit file path is not defined

E]zlsmwaqe e oflPaqesm Display 50 s RecordsPer Page

User can search criteria and click Query button to retrieve the audit log. Click i petail
button to see the details of the record.

- End of Document -
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