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DISCLAIMER 

Copyright 2024 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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Submit Document 

 

Choose the Submit Document at the menu bar. 

 

Choose the year and click the  button to upload the file which the user wants to 

store. After choosing the file then put the description of the file and click the  
button. 
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After click the submit button, there will show the dialog box with the message above. 

View Document 

 

User able to view the document that they uploaded at the View Document Page. 
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User can go to the view document page and click the  icon to view the document. 

 

After click the  icon , the user will be redirect to the document details page. 
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View Shared Document 

 

If user want to view the global file, they can click the View Shared Document option at the 
menu bar. 
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In the view shared document page, user able to see the global file by clicking the  icon. 

 

After click the  icon , the user will be redirect to the selected document details page. 
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Approve Document 

 

After the employee had submit the document, the supervisor need go to the approve 
document page to approve it. 
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Supervisor need to click the checkbox at the record and click the approve button to approve 
the employee submit their document. 

If supervisor click the reject button, the document that employee upload will cannot be 
upload to the document module. 
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View Document (Supervisor) 

 

Supervisor can view their employee submitted document at the view document page under 
the Supervisor menu bar. 
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Supervisor can click the  icon to view the employee submitted document. 

 

After click the  icon , the supervisor will be redirect to the selected document details 
page. 
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