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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 Casual Labour 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 [5ott]

SOFTWARE

& Company

TEST22

Login Id

Password

8 Login Period

Forgot Password

Payroll Login

TIMES MOBILE APP

GETITON

P> Google Play

£ Download on the
' App Store

Copyright © 2020 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".

Key in password at “Password”.

. L -
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. Create Event

You can create new events for your assigned cost centers at Event Setup.

CASUALLABOUR ~ LEAVE ~ SYSTEM ~

HR ADMINISTRATOR
IO Create Event I © Cost Centre Setup
© Approve Event © Rate Setup
© View Event © Code Setup !
© Approve Casuallabour © Approval Group Setup
© View Casuallabour © Role Setup |
© Report © Param Setup ’
© Mail Log
Click on the Create Event option in the HR menu to access the web page.
TIMES
soFTwARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ aea TAB OFF

e e e O O
] T © ——— © v v

Choose a “Cost Centre” and “Location” of the event. The “Cost Centre” will determine
the rates that you can use for the event’s shifts.

Enter the “Event Name” and “Event Description”.

Indicate the “Event Date” range.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 5 of 34
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TIMEs -:‘Aomn
SOFTWARE  RECAUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ aes TABOFF
comutabor W m
Cose Cantro Locaton Seartoote Engoate
COST CENTER 1 v ROSE BALLRCOM - 11/06/2023 o 11/06/2023 -]
Erev tiome Evvot Deceripnian Event TomPax Tota Hoors
x 0 g

Next, indicate the manpower required for the event with details such as the duration
of work, number of people and salary rate that they will be receiving for the work.
Start with entering the “Start Time” and “End Time” in a 24 hour format. Then indicate
the number of manpower required in “Pax”. Finally determine the rate of pay in “Rate”
and “Rate Detail”. Enter any remarks if you want in “Remarks”.

. as .
Click button to save the transaction.

To delete a record click on the o button.

To add another manpower requirement click on the H button.

& Always remember to click the button to save your transaction before
you add a new record with the H button.

Once you are done click on the button to save this event as a draft. Again,

. s . S
make sure you click button to save your transaction details first before you
save the event.

. A submi . .

If you click on the button your event will be submitted to your approvers for
review and once they approved it you can then assign actual people to work in the
event.
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3. View Event

You can view and make changes to your events in the View Event web page.

CASUALLABOUR ~ LEAVE ~ SYSTEM ~

HR ADMINISTRATOR

© Create Event © Cost Centre Setup

© Approve Event © Rate Setup
© Code Setup

© Approve Casuallabour © Approval Group Setup

© View Casuallabour © Role Setup

© Report © Param Setup

© Mail Log
|

Click on the View Event option in the HR menu to access the web page.

SOFTWARE RECRUIT = CLAIM ~ TIMESHEET = CASUALLABOUR ~ LEAVE ~ SYSTEM ~ EYY NS
Cosvaabour  HR

Name StartDate End oate Event Name
COST CENTER 1 [COSTI] ) 11/06/2023 =) 11/06/2023 a

status
0 ZW 0672023 061172023 o COST CENTER 1 2 07
o =z Approved 06/11/2023 06/11/2023 TEST COST CENTER 1 20 6
( @z roproved 06172023 osm/2023 Wedding COST CENTER ) 12 a8

ED ShowPage 1+ | of1Pages @ Display 50 & | Records PerPage

At the View Event web page you can filter the list of events by indicating the “Cost Centre”,
“Date” range, “Event Name” and “Status” criteria. After indicating your requirements in the

criteria click on the button to filter the list of events.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 7 of 34
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Each event has a “Status”.

<blank>

If there is no status that means the event is in draft. The
creator of the draft event can delete it at any time.

Pending for <Approver’s
name>

The event is pending for review by an approver. For example
Pending for Cindy Lee Lawrence means the event has been
submitted and awaiting review by Cindy Lee Lawrence.

Pending for <Approver’s
name> +1

The +1 indicates that there are two approvers who can review
the event and either one of them can approve or reject the
event.

Approved The event has been final approved and actual people can
now be assigned to work in the event.
Rejected The event has been rejected. Operations manager who had

created the event can make the necessary changes to the
event and re-submit the amended event for review again.

iﬁ_bmhb““m

(m} (Al ]

[m] = Approved
O = Approved
[m] [ Approved

06/11/2023 06/11/2023 221 COST CENTER 1 12 407

06/11/2023 06/11/2023 TEST COST CENTER 1 30 6
06/11/2023 06/11/2023 Wedding COST CENTER 1 12 38

01/11/2023 01/11/2023 TEST COST CENTER 1 12 22

You can make changes to your events if they are in Draft or Rejected. To do this click on the

E’"

button.

To delete any draft events click on the

u button.

Copyright © 2023 Times Software Pte Ltd. All rights reserved.
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4. Approve Casual Labour

HR ADMINISTRATOR
© Create Event © Cost Centre Setup
© Approve Event © Rate Setup
© View Event © Code Setup
© Approval Group Setup
© View Casuallabour © Role Setup
© Report © Param Setup
© Mail Log

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

Name Start Date End Date Event Name
COST CENTER 1 [COST1] A 11/06/2023 [u] 11/06/2023 [u]
Status
-ALL- v Q search || <4 Submit
O (4l § 06/11/2023 06/11/2023 2 COST CENTER 1 12 407
I O = Approved 06/11/2023 06/11/2023 TEST COST CENTER 1 30 6 I
[m] [} Approved 06/11/2023 06/11/2023 Wedding COST CENTER 1 12 38
EE ShowPage 1 % of1Pages EIE] Display 50 #  Records Per Page

At the View Event web page look for an event with the “Status” Approved and click on the
event's 1 button to view it.

TIMES

soFTwARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ ae¢a TABOFF.

i -

Cost centre Location Start Date

£nd Date

COST CENTER 1 LILY BALLROOM 11/06/2023 00:00:00 11/06/2023 00:00:00

Event Name Event Description Event Total Pax Total Hours

TEST TYYYYY 30 6

>
120000 190000 3 EY 180 10 0 Wedding Chef &

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 9 of 34
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At the event details web page click on the ® to view the manpower assignments for a
particular job role.

TIMES

SOFTWARE  RECRUIT ~ CLAIM ~ TIMESHEET = CASUALLABOUR ~ LEAVE - SYSTEM ~ me2 T80

Casualtabour | He RSN

Date EmpNo Emp Name.

06/11/2023

&¢  Selected 10/30  Balance:20

[m] 001 ANDY LOW INT
(m} 002 BENLIM INT
o 3 INT
o 00 DAVID GAN

u} 102 BETTY CHIA

0 103 CECILIANG INT
(m} DAPHNE TAN INT
=] 105 EMILY WONG

(u} 123 ALVIN ANG ZEE QIN NONE

In the Assign Casual Labour web page you can see the list of manpower assignments if
there are any people already assigned to work in the event. To filter the list you can use the

Q Search
criteria “Event Date” and “Emp No / Name”, and click the button.

®
-t

To start assigning people to work in the event click on the
available employees.

button to see a list of

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 10 of 34
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X
Select
Search
O 001 ANDY LOW SG HRM
O 002 BEN LIM SG FINM
(] 003 COLIN KOH SALES SLM
(] 004 DAVID GAN IT IT™
O 005 EUGENE ONG HR PURM
(] 102 BETTY CHIA FIN ACCT
(] 103 CECILIANG SALES SLE
O 104 DAPHNE TAN IT ITS
O 105 EMILY WONG T PURE
(] 123 ALVIN ANG ZEE QIN NONE NONE
EZI ShowPage 1 & of19Pages EE] Display 10 4 @ Records Per Page
Cancel

In the Casual Labours pop-up window you can see the list of employees that can be
assigned to the event and whether they have been assigned to any other events for the same
day. Do note that employees who have already been assigned to an event cannot be
assigned to another event of the same day and timing.

—
To assign employees to the event tick the D checkbox to X1 select them and click the

button.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 11 of 34
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There are several types of casual labour employees and they are classified as:

INT Existing employees of the company who are hired as casual labour.
(Internal recruitment)
EXT Members of the public who are not existing employees of the company or

who are ex-employees of the company hired as casual labour either
through job recruitment advertisements, by walk-in interviews or through
personal recommendations. (External recruitment)

AGY Casual labour employees who are supplied by a recruitment agency to the
company. The company pays the recruitment agency for the services
rendered and the casual labour employees’ payroll are handled by the
agency. (Agency recruitment)

28 ADMIN

SOFTWARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE - SYSTEM ~ ses TAB OFF

D - |

06/11/2023

NONE

Once the employees have been assigned to the event successfully you can see them in the
Assign Casual Labour web page.

If you want to remove employees from the event, tick the D checkbox to @ select them

W Delete
and click the - button. If you cannot select them that means they have clocked in
for work.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 12 of 34
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5. Approve Events

You can approve or reject events that were submitted by your reporting Operation
Manager(s).

HR ADMINISTRATOR
© Create Event © Cost Centre Setup
© Rate Setup
© View Event © Code Setup
© Approve Casuallabour © Approval Group Setup
© View Casuallabour © Role Setup
© Report © Param Setup
© Mail Log

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

TIMES s
SOFTWARE  AECRUIT - CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ ae2 Tas0FE
coatabor | #R

Name StartDate endate Event Name

Al -0 mm/dd/yyyy =] mm/dd/yyyy =]

O | @ | rendingforsenims osn/2023 o81/2023 veen cosT cenTen 1 100 2

o = 100312021 100372021 Event1 cosT centen1 . 2

ED ShowPage 1 ¢ of1Pages BE‘ Display 50 2 Records Per Page

When you access this web page you will be presented with a list of events pending for your
approval. You can filter the list by specifying the criteria on top of the page such as “Event

Q Search
Name” and “Date” range. Then click on the button to filter the list based on your

selected criteria.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 13 of 34
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If you want to see all the events that you had approved or rejected you can view them at the
View Event web page. Refer to Error! Reference source not found. Error! Reference source not
found. page Error! Bookmark not defined. for more information.

At this juncture you can immediately approve or reject events. Click on the event's D

S . . VA i
checkbox to IZ] tick it and then either click on the button to approve it or

xRejeCt . . . . . . “« n
button to reject it. If you are rejecting the records you must indicate your “Reason
for doing so.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 14 of 34
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Each event has a “Status”.

Pending for <Approver’s The event is pending for review by an approver. For example

name> Pending for Cindy Lee Lawrence means the event has been
submitted and awaiting review by Cindy Lee Lawrence.

Pending for <Approver’s The +1 indicates that there are two approvers who can review

name> +1 the event and either one of them can approve or reject the
event.

. : N
If you want to see the details of an event you can click on the event's “ button.

TIMES T
SOFTWARE  RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ me2 g0
cosatabor | 1 R

Costcentre Location StartOate Endate

COST CENTER 1 ROSE BALLROOM v 11/08/2023 o 11/08/2023 =}

Event Name Event Description Event Total Pax Tota Hours

VEER EERV 100 12

¥ hoprove

11:00 PM S eaner v

W 11:00 A o 12 10 1200 Wedding v || ce

Vv A
At the Event Details web page you can either click on the button to approve it or

button to reject it. button to return to the previous web page.

If you are rejecting the record you must indicate your “Reason” for doing so.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 15 of 34
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6. View Casual Labour

The View CasualLabour shows time sheet and pay information of casual labour employees
who had check-in for work in an event from the TIMES Pro Casual Labour Scanner security
terminal at the guard house or work station terminal at the event.

You can change employees’ time sheet details and also reassign them to other events of the
day.

CASUALLABOUR ~ LEAVE ~ SYSTEM ~

HR ADMINISTRATOR
© Create Event © Cost Centre Setup )
© Approve Event © Rate Setup
© View Event © Code Setup
© Approve Casuall abour © Approval Group Setup
Im © Role Setup
© Report © Param Setup
‘ © Mail Log

Click on the View CasualLabour option in the HR menu to access the web page.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 16 of 34
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TIMES

SOFTWARE  RECRUIT - CLAIM ~

oo "

Cost centre Start Date End Date Event Name

COST CENTER 1 [COST1] - e 01/01/2023 =] 12/01/2024 =} -ALL- v

shift Status Emp ./ Card No

-ALL- v -ALL- v

I Q search l Bsave l A submit l[ W Delete ]
% | '

001 ANDY LOW INT 05/10/2023 | EVENT3[140000-200000] | COSTCENTER1 TREE 140000 20:00:00 0200PM ©

O | Approved 003 COLINKOH INT 05/10/2023 | EVENT1 [0900:00-160000) | COST CENTER1 BALL 090000 180000 0200 M ©
O | Approved 004 DAVID GAN 05/10/2023 | EVENTI [0900:00-180000] | COST CENTER BAL 09:0000 180000 0000 M ©

O | Rejected o0 EUGENE ONG Nt 05/10/2023 | EVENTI [090000-18:0000] | COSTCENTER1 BALL 090000 180000 0900 ©

EZI ShowPage [ 1v/ ¢ | of 1 Pages EB Display [ 50 v ¢ | Records Per Page

In the View CasualLabour web page you can filter the employees’ time sheet records by

n o«

specifying your criteria in “Cost Centre”, “Date” range, “Event”, “Status” and “Emp / Card No”".

. Search
Then click the button.

You can make changes to the time sheet records by changing the “Paid Timeln” and “Paid
TimeOut” timing, the number of meal hours the employee had taken in “Deduct Hour” and

allowances amount in “Meal Alw”, “Shift Alw”, “Transport Alw” and “Other Alw”. You must
enter in your “Adjustment Remarks” the reason for editing these records.

After making changes to the time sheet information, click on the D checkbox to E select

. as i .
record(s) and click on the button to save them as draft, button to submit

them to your approvers for review and approval.

Approved records can then be processed into payroll.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 17 of 34
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Understanding the Casual Labour Time Sheet columns

This sub chapter explains the functions and purpose for each of the Casual Labour Time
Sheet columns.

The status of the time sheet record, either Pending, Approved, Rejected or blank for Draft.

The employee’s number.

The employee’s name.

Emp Type

The type of casual labour.

The date of the event that the employee had clocked in for work.

Event Shift

The event name and the employee’s shift timing for the event.

Location

The location of the event.

Security Timeln

Indicates the time that the employee had clocked in at the Security terminal.

Security TimeOut

|
|
|

|
|
B
I |
I |
i1
11
|
|
|
|
|
|
|
|
|
|
|
{
|
|
|

\\

|
|

|
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Indicates the time that the employee had clocked out from the Security terminal.

Paid Timeln

The check-in time that will be used to calculate the employee’s pay. Typically, the earliest
“Paid Timeln” is equal to the event shift’s official start time.

Paid TimeOut

The check-out time that will be used to calculate the employee’s pay. Typically, the latest
“Paid TimeOut” is equal to the event shift’s official end time.

The number of paid work hours of the employee, and is automatically calculated based on
the difference between the “Paid Time In” and “Paid Time Out".

The total amount of the employee’s pay is calculated based on “Normal Hour” multiply with
the employee’s hourly rate of pay.

Deduct Hour

The number of meal hours the employee had taken.

The meal hours taken will reduce the employee’s pay at “Total Amount”. The amount to
deduct the “Total Amount” is calculated from the number of “Deduct Meal Hour” multiply
with the employee’s hourly rate of pay.

Meal Alw

Employee’s meal allowance amount.

Employee’s shift allowance amount.

Transport Alw

Employee’s transport allowance amount.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 19 of 34
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Other Alw

Employee’s other allowances amount.

Total Amount

The total amount of pay for the employee.

The approver's comments when the approver rejects the record only.

Adjustment Remark

The remarks of the one who had adjusted the record.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 20 of 34
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7. Report

You have access to casual labour reports. All reports can be generated into excel or pdf
document.

CASUALLABOUR ~ LEAVE ~ SYSTEM ~

HR ADMINISTRATOR

© Create Event © Cost Centre Setup )
© Approve Event © Rate Setup

© View Event © Code Setup

© Approve Casuallabour © Approval Group Setup

© View Casuallabour © Role Setup

© Param Setup

| © Mail Log

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

TIMES

SOFTWARE  RECRUIT ~ CLAIM - TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ mea T8orE

]

CasualLabour

11/01/2023 =] 11/30/2023 o

Employee Type

-ALL- v -ALL-

-ALL-

8 Print

.. . “" ” “" n N P
Choose your criteria, such as “Report” and “Employee”, and click on the button to
generate the report.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 21 of 34
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8. Approval Group Setup

The Approval Setup function allows you to designate the Operations Manager and the
Approvers of events and time sheets for each cost center.

The Operations Managers are responsible for creating events, allocating manpower to these
events and managing casual labour employee time sheets.

The Approvers will be responsible in reviewing, approving and rejecting their Operation
Managers’ events and time sheets.

CASUALLABOUR ~ LEAVE ~ SYSTEM ~

HR ADMINISTRATOR
© Create Event © Cost Centre Setup )
© Approve Event © Rate Setup
© View Event © Code Setup
© Approve Casuallabour I © Approval Group Setup I
© View Casuallabour © Role Setup
© Report © Param Setup
© Mail Log l

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

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 22 of 34
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TIMES
SOFTWARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ a¢2 TAB OFF
P g

Flow

casualLabour v Save

e e e

0 FRONT DESK (MSD)

AAAAAAA

336E ‘SPORTS OVERALL
33Tk DEMSEY FIELD
40001 40001 - COST CENTER

CATERING CATERING

In the Approval Group Setup you can setup two approval flows, one approval flow for event
creation and another for manpower allocation to the events. You can select them at the
“Flow Type”".

Event Designate Operation Managers and approval flows for event
creations.

CasualLabour Designate Operation Managers and approval flows for casual labour
employee time sheets.

Enter the employee number of the employees in their respective roles of the approval flow

and click to save the transaction. If the employee number is correct the employee’s
name will be displayed.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 23 of 34
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Here are the explanations of the roles in the approval flow.

Approver1

This is the Operation Manager. Up to two Operation Managers can be assigned for each cost
centre.

If the managers are assigned in the Approval Group Setup with the “Flow Type” event, they
can create events and allocate manpower to these events.

If the managers are assigned in the Approval Group Setup with the “Flow Type”
casuallLabour, they can manage casual labour time sheets.

You can assign the same managers to both flow types.

Approver 2

This is the first and usually the main approver.

The Approver's role is to review the events created as well as time sheets submitted by the
Operation Manager and to approve or reject them.

Up to two approvers can be assigned for each cost centre. Only require one of them to
approve or reject.

Approver 3

This is the second and final approver.

Up to two approvers can be assigned for each cost centre. Only require one of them to
approve or reject.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 24 of 34
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9. Code Setup

With the Code Setup function you can specify the location list for events, meal hours and
allowance amounts.

These information can then be selected in the drop-down list during the creation of events in
the Create Event and managing employees’ time sheet information in View CasualLabour.

CASUALLABOUR ~ LEAVE ~ SYSTEM ~

HR ADMINISTRATOR
© Create Event © Cost Centre Setup ‘
© Approve Event © Rate Setup
© View Event
© Approve Casuallabour © Approval Group Setup
© View Casuallabour © Role Setup
© Report © Param Setup
© Mail Log |

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

SOFTWARE  RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ mea T8 oFF
Cosuattabour  Admin QRO
Category

Deduct Meal Hours [DMA]
[chl | omA o o
[zl | DMA 05 05hours
zw
W oma s shous
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At the Code Setup web page, choose a “Category”.

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

Bs € Cancel
button to save the code or - button to cancel.

. - . r4 . . [m

To edit an existing code, click on “ button, enter the new details and click button
€ Cancel

to save the code or - button to cancel.

To delete a code, click on » button. & Deleted codes are unrecoverable.
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10. Rate Setup

You can create a master list of casual labour salary rates at the Rate Setup. These rates are
hourly rates and can be assigned for specific shifts in events.

CASUALLABOUR ~ LEAVE ~ SYSTEM ~

HR ADMINISTRATOR
© Create Event © Cost Centre Setup )
© Approve Event © Rate Setup
© View Event © Code Setup
© Approve Casuallabour © Approval Group Setup
© View CasuallLabour © Role Setup
© Report © Param Setup
© Mail Log

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

TIMES
soFTwARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ aece TABOFE
Cosualtabour ) Admin
[zl | All Day Buffet All Day Buffet DY
o2l | Wedding Wedding ©
[T <] showrage 1+ of1pages [>»] Display 50 & | Records Per Page

First you will need to create a title for a master list of rates.

Click on the & button at the Rate Setup web page to create the title.
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RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ aes TAB OFF
SOFTWARE
Casultab i e setp n
DSA ASD
@ Active
< Cancel
button to

Enter the details and click button to save the transaction or click
cancel the transaction.

: e . r4
To edit an existing title, click on the T button at the Rate Setup web page. Make the
necessary changes and click button.

To delete an existing title, click on the u button. é Deleted titles are unrecoverable.

Once you have created a title for a master list of rates, it's time to define the rates.

Click © button to access the Rate Detail Setup web page.

TIMES
SOFTWARE  RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ e meor
Rate Title Description
All Day Buffet All Day Buffet
———— e — e —————— e ——
Zw © 2 INT Special
Z§ sA 12 o Normal
Ezlsmwhge 18 aHPzgesDZI Display 50 ¢  Records Per Page
€ Back
At the Rate Detail Setup web page, click on the ﬂbutton to create a new rate.
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soFTwARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ ae2 TABOFF.
» dmin teDetal n
DA n
AGY 0) Special Rate

Enter the details of the new rate and click button to save the transaction or click

€ Cancel .
button to cancel the transaction.

: - . 4 ,
To edit an existing rate, click on the 4 button at the Rate Detail Setup web page. Make the
necessary changes and click button.

u '
To delete an existing rate, click on the u button. & Deleted rates are unrecoverable.

Understanding the Rate Detail Setup Settings

This sub chapter explains the functions and purpose for each of the Rate Detail Setup fields.

Title

The title of the rate.

The monetary amount to be paid by the hour.

Emp Type

The type of casual labour employee that is eligible to be paid this rate.

Special Rate

If this is ticked only special rated events can use this rate.
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11. Cost Centre Setup

With the rates created you will need to indicate the cost centers that can use these rates.
When events are created for the cost centers the rates assigned will be available for

selection.

HR

© Create Event
© Approve Event
© View Event

© Approve Casuall.abour

© View CasuallLabour

© Report

ADMINISTRATOR

© Cost Centre Setup

© Rate Setup
© Code Setup

© Approval Group Setup
© Role Setup

© Param Setup

© Mail Log

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

soFmARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~

ae¢a TABOFF

Casuallabour  admin  JREETEE

Cost centre

B

cosTl

cosT2

NONE

PRECAST

PRECAST?

1F0

1HK

aatF

22p6K

336E

cosTol

cosTo2

40001

Ha

8§ 8§ 8§ 8 8 8§ 8 8 888888

EVENTS

COST CENTER 1

COST CENTER 2

NONE

PRECAST DEPARTMENT

FRONT DESK (MSD)

HOUSEKEEPING

DEMSEY FIELD

F&B PADANG KITCHEN

SPORTS OVERALL

COST GENTRE 01

COST CENTRE 02

40001 - COST CENTER

Ha

EVENTS

SINGAPORE DIVISION

SINGAPORE DIVISION
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soFTwARE RECRUIT ~ CLAIM ~ TIMESHEET ~ CASUALLABOUR ~ LEAVE ~ SYSTEM ~ a2 TAB OFF

R - |

Cost Centre Description

cosT1 COST CENTER 1

Department Rate Table

SINGAPORE DIVISION v O All Day Buffet
) Wedding

At the Cost Centre Setup web page, you can filter the list of cost centers by choosing one
from the “Cost Center” drop-down list.

You can click on the rate D checkbox to E assign it to each cost center from the “Rate
Table”.

If your company employs internal casual labour employees you will need to determine which
“Department” employees that can be hired for the cost center otherwise leave the
“Department” blank.

Click button to save the transaction.
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12. Mail Log

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

HR ADMINISTRATOR
© Create Event © Cost Centre Setup
© Approve Event © Rate Setup
© View Event © Code Setup
© Approve Casuallabour © Approval Group Setup
© View Casuallabour © Role Setup
© Report © Param Setup
| © MailLog |

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

SOFTWARE  RECRUIT - CLAIM - TIMESHEET ~ CASUALLABOUR ~ LEAVE > SYSTEM ~ EX T
Casuatabour  Admin
Start Date End Date Loginid
10/01/2023 o 11/08/2023 =]
e e e e e e e e e e
= o o0 osnorz0s 175655 i nsish@imesofts Event Has Been Approved
= o o osnozn w525 i Onlin Event Request
= o o 051072023 15624 il methien ong@timesoftsg com sg jason siah@timesaftsg com sg Online Event Request
= o2 o0z os/10/2023 175050 il jason sish@timesoftsg com sg meithien ong@tmesoftg com sq CasulLabour Has Been Reected
= o0z o2 osnorz0 17046 il meitien ong@timesofsg.com-sg CasualLabour Has Been Approved
= o2 o0z os10/2023 175045 il meithien cng@tmesofig com sg GasualLabour Has Geen Approved
= o o osnorzos 175002 i Onfne CasualL abour Request
= o o os0/2028 175002 il Onlne CasualLabour Request
= o o osnorzons 5001 i jon Online CasuslLabour Request
= oo oo osnorz0zs 175000 i jason siah@imesaftsg com.sg Onlne CasualLabour Request
= an oo osnorz0zs 175000 il aicetimesafisg com sq OnlneCasualLabour Request
= o1 o osno/zozs 14050 il joso msg Onfine CasuslL abour Request
= o0z o0 osnorzos 173929 i jason siah@timesoftsg com.sq meitien ong@tmesofisg com sg Event Has Been Approved
= a2 a2 os0/2028 173915 il jason siah@timesoftsg com.sq meithien ong@tmesofig com sg Event Has Been Approvd

The Mail Log web page shows all emails generated by the system. Here you can find out
whether the email had been delivered successfully or failed to deliver. You can even see the
contents of the email.
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At the top of the web page you can use the filters to filter the information on the page. These

n o«

filters are “Date Range”, “Login Id”, “Login Emp No” and “Search”.

13. Role Setup

The Role Setup function allows user as the Administrator to setup the approval flow for each
employee by indicating each employee’s reporting supervisors as the employee’s TIMES
PRO Casual Labour approvers.

Additionally, user can designate the role of Administrator and Entry Officer to specific
employees in this function. Do note that Administrators have access to both HR and
Administrator menus.

HR ADMINISTRATOR
© Create Event © Cost Centre Setup
© Approve Event © Rate Setup
© View Event © Code Setup
© Approve CasuallLabour © Approval Group Setup
© View Casuallabour I © Role Setup I
© Report © Param Setup
© Mail Log

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

TIME:

SOFTWARE DOCUMENT ~ LEAVE = RECRUIT = CLAIM ~ FORM = TIMESHEET = HRIS = TRAINING = APPRAISAL = CASUALLABOUR

Conattabos | aomin m,

Enplopee Fiow e s

Q

(i) e ) ) oo ) e | st o
o worim

uuuuuuuu
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User can use the Q search to retrieve a list of employees based on the text that he had
entered. This search will find the nearest matching employee number or name. After user

o Q
had entered the text in it, click to see the results.

- End of Document -
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