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1. INTRODUCTION

This document serves as User Manual for Times Pro Casual Pay program.

2. EMS > WORKER TYPE

> Allow user to define the type of casual labor for the selected employee.
» Times Pro Casual Pay reports will categorize the costing based on the worker type.
» There are three options available: Normal, Casual, and Contract.
> This field is located at Payroll > EMS > Pay Items > E-Payroll.
P —
HOBE
Employee 1D/ Name | 535176 [353175-EMFLOYEE FULL NAVE) - |Q

' Pay Group/Type Setting

Pay Group 5.0DAYS Batch Group DEFAULT A
Pay Type* HR1-Hourly Rated Typel [HR1] -
Mid Mth Pay Semi-Month? 0%/ 0.00

Bonus Factor 1

Daily Rate Formula ‘Warking Days/Mth [01] ¥
NPL Daily Formula Working Days/Mth [01] b
Festival Advance NONE [N] v
Hrs Worked,/¥r 2288 Working Code b
Days Work/Wk 5 Working Code Salary Month

Worker Type NORMAL [N] v Change CPF/FWL/SDF/MSO?

CASUAL [C]
CONTRACT A

3. CASUAL PAY

» This module caters to casual labor payroll setup, data entry, import, pay processing

and reports.

3.1. ENTRY - IMPORT - PROCESS
A. CPF &A/D SETUP
o Allow users to set the “Employee CPF paid by Employer’ feature.
o Allow users to map allowance codes for casual labor payroll. The

mapping will be used when importing data from the Casual Labor module.
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Emptloyes CPF bomed by Employer? Lumip Sum Employess CEFto Employer CPFE

Casual Labour Allowance Mapping Setup

[MEAL] Allowancs AAEAL ALLOWAMCE [MEAL] b
[SHIFT] Allowancs »
[TR] Allowance W
[MAIST] Allowancs L
[CTHER] Allcwanice [P FABLE SERVICE [VIPTABLE] o

s ﬁ

B. Batch Setup

@)

@)

O

@)

Allow users to create and maintain a list of Batch Numbers used by
TIMES PRO Casual Pay program.

Users can choose to create different batches for each event, each payroll
cycle, or any other criteria, depending on their company’s preference.
Payroll processing and casual pay reports all follow the login period and
cycle.

Only the Excel report exported from Data Entry follows the Batch Number

selected by the user.

Category

€ode Setup

\ Total Count: 2 Page Sz | 10 v Sage 1 w ofl b

CASUAL BATCH NUMBER ~ | @Active Recerd(s) Al Recordls) Search CODE | Mype and press enter to search, Q

C. Data Entry

o

@)

Allow users to input the salary (including allowances) paid to casual labor.
Allow users to view the total amount paid for the selected batch.

Allow users to export data to an Excel file based on the selected batch.
Allow users to copy data from the selected batch to a new batch.

Allow users to rename the selected batch to another batch number.

Allow users to change the period and cycle.
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PP -RP-NP-NP-RF-RP-RP-RF-)

Steps to enter a record into a new batch or add a record to existing batch:

Log in to the correct pay period and cycle.

Select Batch No. from the dropdown list.

Click the [New] button.

Enter the employee number or use the search function to select an employee.
Select the date from the PDATE field.

Enter the Rate and Hour Day.

S T o

Note: The system will automatically compute the Amount and Total Amount.

7. Select the Department Code (a.k.a Cost Centre Code) and Section Code.
Enter the Voucher number.

9. Optional: Users can enter allowances 1 to 5 and amounts 1 to 5 if there are
additional payments to the casual staff other than basic salary/pay.

10. Click the [Save] button.

Steps to delete an existing record:

1. Log in to the correct pay period and cycle.

2. Select Batch No. from the dropdown list.

3. Check the checkbox next to the record that the user wishes to delete.
4. Click the [Delete] button.

I Data Emtry

-m Cancel l [ Total Amount Page Size &
Batch Mo Cption Fixed Column
TEST [TEST] v w 2 ~
‘ 1 B3 § no7z1s | 007316-Employes Full Name | 08/05¢ 2E24| 24, DO‘
2 O 003105 0, 003105-Employee Full Name 01/05/2024 22.00
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Steps to view Total Amount:
1. Select Batch No. from the dropdown list.
2. Click the [Total Amount] button.

3. The system will pop up a window as shown below, displaying the total amount for
the selected batch.

I
Total Amount X
Amount 252.00 Total Amount 402,00
Amount 1 150.00 Amount 4 000
Amount 2 0.00 Amaount 5§ .00
Amount 3 0.00

Steps to export data entry:
1. Select Batch No. from the dropdown list.
2. Select ‘Export Excel’ from the Option dropdown list.

i Data Emtry

Batch Mo

TEST [TEST] v

oo | en | [ ]

Cption
EXRORT EXCEL v

| 1 | 007316 Q| 0073 16-Employes Full Name Ds;’os,'zaz4| 24.c-u| 5.nn| 129.00| 170.00 | CBQ
2 EI 003103 Q 002105-Employse Full Name 01/05/2024 22.00 6.00 132.00 232.00 ||| AROM,
Steps to copy batch:

» This function helps users reduce manual data entry from similar data across
different batches.

1. Select Batch No. from the dropdown list.
2. Select ‘Copt Batch’ from the Option dropdown list.

3. The system will display a window as show below:
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Batch Copy

From Batch No

Batch No [1234 |[1234 [1234]
Period / Cycle
To Batch No

OK Cancel

4. Select the destination batch entry to which you wish to copy the data.
5. Click the [OK] button.

Steps to rename batch:
1. Select Batch No. from the dropdown list.
2. Select ‘Rename Batch’ from the Option dropdown list.

3. The system will display a window as show below:

Rename Batch ®

From Batch No

Batch No [1234 |[1234 [1234]
Period / Cycle
Rename To

OK Cancel

4. Select the new batch number that you wish to rename.
5. Click the [OK] button.

Steps to change period and cycle:
1. Select Batch No. from the dropdown list.
2. Select the period and cycle.
3. Click [Save] button.

Note: Use this function only when you have entered data in the wrong period and
cycle.

. Data Entry

Batch No
TEST [TEST] -

Option

Cyde;
202405 ¥ E ol

~ 3 v

Fired Column | Period:

‘ O ‘ 007316 q| 007316-Employee Full Name ‘ 08/ ns/zc‘m‘ 24.00 5.1 nn 120, cc| 170, uo‘ cBQ

2 O  oostos Q| 003105-Employee Full Name 01/05/2024 22.00 6.00 132.00 232.00 | AROMAZ
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D. Import Data

o Allow users to perform data transfer from Casual Labor module to the Casual

Pay module.
| sy o | osCesl | GFuADSSm | Swhiw
oo L e Import data From E-Casual System 202405 E
Start Date proRRE | (] Exclude Normal Staff

End Date 31/05/2024 | B [ exclude casual staff

Batch Type. v | [ Exclude Contract Staff

WEEKLY BATCH [W]

DAILY BATCH [D]

Start Date and End Date :  Allow users to select records based on the event
date.
Batch Type . Allow users to select batch type for batch number

generation when importing data from Casual Labor
module.

Exclude Normal Staff . Allow users to exclude transfer normal staff data
from Casual Labor module.

Exclude Casual Staff : Allow users to exclude transfer casual staff data
from Casual Labor module.

Exclude Contract Staff : Allow users to exclude transfer contract staff data

from Casual Labor module.

Steps to Import data:

1. Login to the correct pay period and cycle.

2. Select the start date and end date.

3. Select the batch type.

4. Optional: If you wish to exclude transfer normal, casual or contract staff data, check
the corresponding checkbox.

5. Click the [Import] button.

Note:
e The system will only transfer approved data from the ‘Employee Assigned Sheet’

in Casual Labor to Casual Pay.

e Data transferred is based on the logged-in period and cycle.
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E. Process Casual

o Allow users to process casual payments to payroll.

STOP || CLEAR COMPANY SELECT - ALL QUERY SELECTION - ALL Process Payroll [202405/ E]

(@ Reprecess earlier Selected Staff with clearing variable entries

Processing Start!

Steps to Process Payroll for casual labour:
1. Login to the correct pay period and cycle.
2. Click the [Process] button.

Note: User may go to modify pay record to modify the pay if required.

3.2. Report (for Casual Pay)

‘ Overall Cost Center Summary

l Export To PDF ” Expert To Excel ]

Cost Centre Range

From [MARKET F] v
To ZAMBUCA [970000] el

Location Range Date Range
From [HKG] s From
To TRAINEE [TRG] fod To

Option Overall Cost Center Costing Repart v

» TIMES PRO Casual Pay has four different types of reports specifically for the
Casual Pay program:
a. Overall Cost Center Summary
b. Transaction Listing
c. Department Summary
d

Summary Report of Employee
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