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Before proceeding this user guide, please read the following guides first.

TIMES PRO Introductory Guide.
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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, organizations, products, domain names,
email addresses, logos, people, places and events depicted herein are fictitious, and no
association with any real company, organization, 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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Apply Claim
To submit your claim visit the Apply Claim page.

Click on the CLAIM menu to access the

TIMES menu list.
SOFTWARE cLam "/

EMPLOYEE

. Click on Apply Claim to access it.
My Dashba © Apply Claim «— pply
© View Claim

Good Mornir
_ © Report
Your last login

© Change Password
© Policy
© YTD Entitlement

Inthe end it's |
Lincoln

Figure 1 TIMES PRO Claim Employee menu

Claim Employee Apply Claim
Claim /@

- NONE - v - Select

Figure 2 TIMES PRO Claim Apply Claim page

1 Choose the type of Claim that you want to submit.
2 | Click on the Select button.
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Caim  Employee

Claim

MEDICAL CLAIM v - Select
Transaction No Approvers
23012710131929 BEN LIM /

03 Jan 2023 0O hd Choose File

[ ©add ]| @ Remove ][ B Save ][ € cancel ][ A submit ]

Figure 3 Medical claim sample page’

3 | After choosing the type of claim, you can view your claim entitlement and balances
for the selected claim type.

4 | Choose the Sub Claim for the specific type of claim you want to submit and fill in
the details in the remaining fields.

5 | Some claims may require you to upload your receipt into the claim form. Click on
the Attachment field to select your receipt.

6 | Some fields such as GST/VAT/Tax Amount typically have pre-defined formula
setup which can auto-calculate the amount. You do not need to enter any figures in
these fields.

7 | Click the Add button to add another row if you have more receipts to submit for
this claim.

Click the Remove button to clear all the rows.

Click the Save button to save the transactions as a Draft copy. You can access the
draft copy at any time at View Claim page to continue your transactions.

Click on the Submit button to submit your claim to your approver for review.

TYour actual claim form may differ from the sample screenshot. Each claim type can have different
form design depending on your company’s claim requirements and policies.
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View Claim

To view your claim visit the Apply Claim page.

TIMES

SOFTWARE

CLAIM ~

EMPLOYEE

My Dashbc  © Apply Claim

© View Claim

Good Mornir
_ © Report
Your last login

© Change Password

Inthe end it's |

Click on the CLAIM menu to access the
menu list.

- Click on View Claim to access it.

. Polic
Lincoln © 4
© YTD Entitlement
Emp Name Claim Status
ANGELA ALL ALL .
Transaction No
[ Qauery || WApply H — Withdraw ‘
e s B M e e s s s st
O i Pending 16/02/2023 23021615025539 MEDICAL mm ANGELA GOH ANDY LOW 111.00 E
O i Approved 14/02/2023 23021415294309 FLEX1 m ANGELA GOH ANDY LOW 20,00 20,00 B
O i Pending 01/02/2023 23020115453274 FLEXI m ANGELA GOH ANDY LOW 150.00 a8
(m] i Pending 01/02/2023 23020115433320 FLEXI m ANGELA GOH ANDY LOW 100.00 [~}
i = Draft 01/02/2023 23020115314878 FLEXI m ANGELA GOM 600.00 600.00 =3
i |Z Draft 01/02/2023 23020115170286 MEDICAL m ANGELA GOH ‘900 00 900 00
Figure 4 TIMES PRO Claim Employees’ View Claim web page sample
1 You can make use of the Data Filters to see specific claim applications. Simply

select them and the claim information is filtered for you based on your selections.

Draft

Description

You can see all the claim information that have submitted to the approver(s).
The approval status of the claim application is indicated at the Status column.
The list of status is as follows:

Claim application has been saved as draft copy and awaiting
to make further changes before submitting the Claim Form.
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Pending Claim application has been submitted and awaiting to get
approval from the first approver.
Approved Claim application has been approved by final approver.
Rejected Claim application has been rejected by approver.

3 | You can look for a specific Claim Form by entering the transaction number of the
Claim Form at the “Transaction No” and clicking on the Query button.

You can click onthe 1 Info button to access the Claim Details pop-up window to
view the breakdown information of daily claims that you had applied in a single
claim application form.

Additionally, you can Withdraw Pending claim applications in the Claim Details
pop-up window.

5 If the claim application status is at Draft, you can make changes to the claim
application.

Click on the [# Edit button to access the claim application form to edit it.

© | You can print the Claim Form by clicking on the € button.
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Report

To generate and print claim reports, first access the Claim Report web page.

Click on the CLAIM menu to access the
TIMES / menu list.
SOFTWARE ctam -~

EMPLOYEE

 e—— Click on Report to access it.
My Dashbc  © Apply Claim

© View Claim

Good Mornir
_ © Report
Your last login

© Change Password
© Policy
© YTD Entitlement

Inthe end it's |
Lincoln

(1)

Claim Employee

Report Format

Departmental Claim in Summary v Excel ~
Employee

All - @
Claim Sub Claim

All M : ] All - 0
Type

Creation Date v
@ Date Range O Period

01/02/2023 01 v

28/02/2023 E v

Status

G~

Figure 5 TIMES PRO Claim Employees’ Report web page sample

‘ 1 ‘ Choose the type of Report that you want to generate and the Format of the report.
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2 | Choose your criteria (such as “Department”). If you have made multiple selections,

you can view them by clicking the @ button.

S | Click on the ﬂ] Print button to generate the report.

Policy

You can view your organisation’s claim policies at the Policy web page.

- Click on the CLAIM menu to access the
TI MES / menu list.

SOFTWARE ctam ~

EMPLOYEE

My Dashbc ~ © Apply Claim / Click on Policy to access the web page.
© View Claim

Good Mornir
_ © Report
Your last login
© Change Password
Inthe end, it's| © Folicy

Lincoln
© YTD Entitlement

Lorem Ipsum is simply dummy text of the printing and typesetting industry.

Lorem Ipsum has been the industry’s standard dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make a type specimen book. It has survived not only five centuries, but also
the leap into
It was popularised in the 1960s with the release of Letraset sheets containing Lorem Ipsum passages, and more recently with desktop publishing software like Aldus PageMaker including versions of Lorem Ipsum. tis a long
established fact that a reader will be distracted by the readable content of a page when looking at its layout. The point of using Lorem Ipsum is that it has a more-or-less normal distribution of letters, as opposed to using

"Content here, content here, making it look like readable English

Many desktop publishing packages and web page editors now use Lorem Ipsum as their default model text, and a search for Torem ipsum' will uncover many web sites still in their infancy. Various versions have evolved over
the years, sometimes by accident, sometimes on purpose (injected humour and the like)

Sed ut perspiciatis unde omnis iste natus error sit voluptatt totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo
enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet,
consectetur, adipisci velit, sed quia non numquam eius modi tempora incidunt ut labore et dolore magnam aliquam quaerat voluptatem. Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit
laboriosam, nisi ut aliquid ex ea commodi consequatur? Quis autem vel eum iure reprehenderit qui in ea voluptate velit esse quam nihil molestiae consequatur, vel illum qui dolorem eum fugiat quo voluptas nulla pariatur?

Figure 6 TIMES PRO Policy web page sample

| 1 ‘ Click on the Policy menu to view your organisation’s claim policies.
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YTD Entitlement

At the YTD Entitlement web page you can view your claim entitlement amount and balances.

Click on the CLAIM menu to access the
TI MEs / menu list.

SOFTWARE cLam -

EMPLOYEE

My Dashbe ~ © Apply Claim

© View Claim
Good Mornir

_ © Report
Your last login . .
© Change Password +——— Click on YTD Entitlement to access the
Ithe end 151 & policy claim application.

Lincoln
© YTD Entitlement

Claim Employee YD Entitlement

Employee

ANGELA GOH v

i FLEXI FLEXI CLAIM 2,000.00 20.00 1980.00
i MEDICAL MEDICAL CLAIM 1,000.00 0.00 1000.00

i MOBILE MOBILE CLAIM 999.00 000 99900

Figure 7 TIMES PRO Claim Report web page

1 Click on the i Info button to check for each sub claim’s entitlement and balance.

End of Document
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