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Before proceeding this user guide, please read the following guides first.
TIMES PRO Introductory Guide.

TIMES PRO Leave User Guide for Employees.
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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 Leave

As HR, you can apply leave for your colleagues in the company. Any leave you applied and
submitted for them is final approved.

—."r"i__M—Es Click on the LEAVE menu to access the

menu list.
SOFTWARE LEAVE ~ PAYSLIP ~ Cl
Click on Apply Leave to access the leave

HR
/application form.

My Dashboard © Apply Leave

© Approve Leave
Good Morning ANDY, T

Your last login is at 14/12/:

© Plan Leave

© View Leave

Life is never fair, and perha, © View Entitlement
is not. -Oscar Wilde
© Calendar
© VYearly Calendar
Announcement © Report

© Leave Adjustment

Figure 1 TIMES PRO Leave HR menu

" TIMES D e

SOFTWARE LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ IRAS ~ T TAB OFF
Main Details
December 2022
(o 20 Js70 J ao.usto Jronrro e a0} < >
Sun Mon Tue Wed Thu Fii Sat
Department 7 2 3
FINANCE DEPARTMENT ~
Employee 4 5 6 7 8 g 0
BETTY CHIA v
i 12 13 14 15 16 17
Leave Type
ANNUAL LEAVE v 18 19 20 21 22 23 24
Start Date End Date No Of Day(s)
14 Dec 2022 (w] 14 Dec 2022 (=] 1 25 26 27 28 29 30 31
Reference No Reason+

.
Approvers

Auto Approved

Figure 2 TIMES PRO Leave application form for HR sample
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Main Details
December 2022 >
TOTAL 20 ADJUSTO | FORFEITO | ENTITLE 20 § TAKEN 1 W BALANCE 19
n Tue Wed Thu Fri Sat
Department ! 2 3
FINANCE DEPARTMENT v
Employee 4 5 6 7 8 9 10
BETTY CHIA v
11 12 13 14 15 ! 17
Leave Type
ANNUAL LEAVE M 18 19 20 21 22 23 24
Start Date End Date No OF Day(s) (ANNU ] ANNU ] [ANNU ]
14 Dec 2022 B 14 Dec 2022 m] 1 25 26 27 28 29 30 31

I R T T I T

Reference No Reason+*

PP

Approvers

Auto Approved
—
<\®

1 Choose the employee that you want to apply leave for.

2 | Choose the Leave Type, set the duration of the leave and enter the details required
for the leave.

3 | You can make use of the Calendar to determine the leave duration.

4 | Click on the Details tab to fine tune a long duration leave.

5 | Take note that this leave will be final approved without going through the approval
flow.

6 | Click on the Submit button to finalise the leave application.

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 50f 16



User Guide for HR v1.0

SOFTWARE 1 Jan 2023

Approve Leave

As HR, when you approve a staff leave application form, the leave is final approved.

Click on the LEAVE menu t th
TIMES / m:acnuolinst. ) eI AceEes e

SOFTWARE (eAve~ PavsLP~ c

HR
: © Apply Leave .
My Dashboard ey Click on Approve Leave to access the web
© Approve Leave page
Good Morning ANDY, T © Plan Leave :

Your last login is at 14/12/:
© View Leave

Life is never fair, and perha, © View Entitlement
Is not. -Oscar Wilde

© Calendar
© Yearly Calendar
Announcement © Report

© Leave Adjustment

" TIMES e

SOFTWARE LeAVE~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ IRAS ~ a2e¢ TAB OFF
i i
Employee Leave Type Status Year (01 Jan 2022 - 31 Dec 2022)
- All- Q - All Selected - v - All Selected - v 2022 v
Pending | 102 BETTY ANNU | 19/12/2022 | 30/12/2022 | 9 Leisure BETTY CHIA | 09/12/2022 BEN LIM i
- i Pending 105 EMILY ANNU 08/12/2022 12/12/2022 25 O Leisure EMILY WONG  09/12/2022 EUGENE ONG i
O i Pending 101 ANGELA ANNU  07/12/2022 16/12/2022 35 0 Holiday trip ANGELA GOH | 07/12/2022 ANDY LOW i
D i Pending 101 ANGELA ANNU  01/12/2022 02/12/2022 1 0 ANGELA GOH  07/12/2022 ANDY LOW i

Figure 3 TIMES PRO Leave Approve Leave web page sample
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Employee Leave Type Status Year (01 Jan 2022 - 31 Dec 2022)

- All - Q - All Selected - v - All Selected - v 2022 v
e SNy, St SRV SOQNSDE Lo, SUTONS, SN, D0t JIO, LSO O, 8008, SO B, bt D, Aol . ot O Stnchl

O l Pending | 002 BEN ANNU ' 30/12/2022  30/12/2022 1 0 Leisure BEN LIM 12/12/2022

O i Pending | 002 BEN ANNU  23/12/2022 27/12/2022 2 0 Merry Christmas! BEN LIM 12/12/2022

m] i Pending | 003 COLIN ANNU | 23/12/2022 27/12/2022 2 0 Merry Christmas! COLIN KOH 12/12/2022

(] i Pending | 101 ANGELA ANNU  07/12/2022 16/12/2022 35 0 Holiday trip ANGELA GOH | 07/12/2022

O i Pending | 101 ANGELA ANNU  01/12/2022 02/12/2022 1 0 ANGELA GOH | 07/12/2022

\

1 You can make use of the Data Filters to filter the list of leave applications based
on your criteria selections.
2 | To check if any other staff had applied for leave on the same leave period of the

staff, click on the i Info button to open the Check Leave pop-up window.

Check Leave

ooz BENLIM 23/12/2022 ANNU 1

002 BEN LIM 27/12/2022  ANNU 1

Figure 4 TIMES PRO Leave Check Leave pop-up window

3 If there are any other staff had applied for leave on the same period, the Check
Leave pop-up window will show their leave application details.

Employee Leave Type Status Year (07 Jan 2022 - 31 Dec 2022)

- All - Q - All Selected - v - All Selected - v 2022 v
--—-——---—-——————-
ading 002 BEN ANNU | 30/12/2022 30/12/2022 1 0 Leisure BEN LIM 12/12/2022 ANDY LOW
ading 002 BEN ANNU | 23/12/2022 27/12/2022 2 0 Merry Christmas! BEN LIM 12/12/2022 ANDY LOW i
ading 003 COLIN ANNU | 23/12/2022 27/12/2022 12 0 Merry Christmas! COLIN KOH  12/12/2022 ANDYLOW | §
ading 101 ANGELA ANNU | 07/12/2022 16/12/2022 35 0 Holiday trip ANGELA GOH 07/12/2022 ANDY LOW i
ading 101 ANGELA | ANNU | 01/12/2022 02/12/2022 1 |0 ANGELA GOH | 07/12/2022 ANDYLOW | §

4 | To see the daily leave information of a leave application, click on the 1 Info button
to open the Leave Details pop-up window.
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Leave Details

0O

Remark

Figure 5 TIMES PRO Leave Leave Details pop-up window

5 | The Leave Details pop-up window shows the daily breakdown of the leave that
your staff had applied from the leave application.

6 | At this pop-up window, you can choose which day that you want to approve or
reject the leave. Click on the checkbox to select it.

7 If you are rejecting a leave, enter your Remark to indicate the reason for rejecting
the leave.

8 Click on the Approve button to approve the leave or Reject button to reject the
leave.

i Pending 002 BEN ANNU | 30/12/2022 30/12/2022 1 0 Leisure
Pending 002 BEN ANNU | 23/12/2022 27/12/2022 2 0 Merry Christmas! B
i Pending 003 COLIN ANNU | 23/12/2022 27/12/2022 2 0 Merry Christmas! C
i Pending 101 ANGELA  ANNU 07/12/2022 16/12/2022 35 0 Holiday trip A
a i Pending 101 ANGELA ANNU  01/12/2022 | 02/12/2022 1 0 A

-
L
[ + Approve M X Reject ]

9 | You can also approve or reject the entire leave application at the Approve Leave
web page. Click on the checkbox to select the leave application that you want to
approve or reject.

10 | Click on the Approve button to approve the selected leave applications or the
Reject button to reject them.
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Reject Leave

Please input remark.

Figure 6 TIMES PRO Leave Reject Leave pop-up window

11 | If you reject leave applications, a Reject Leave pop-up window appears to allow
you to enter your reason for rejecting the leave. Enter your reason here.
12 | Click the Reject button to reject the leave applications that you had selected.
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Plan Leave

E— .
TI M Es Click on the LEAVE menu to access the
menu list.
SOFTWARE (eAve~ PavsLP~ c

HR

: © Apply Leave .
My Dashboard ey Click on Plan Leave to access the web
© Approve Leave page
Good Morning ANDY, T © Plan Leave :

Your last login is at 14/12/:
© View Leave

Life is never fair, and perha, © View Entitlement
is not. -Oscar Wilde
© Calendar
© Yearly Calendar
Announcement © Report

© Leave Adjustment

" TIMES e

SOFTWARE  (64vE - PAYSLIP - CLAIM ~ TIMESHEET = HRIS = IRAS ~ e P
Beporiment vear Puble Holldoy  Unavaiable Pencing  Planed

FINANCE DEPARTMENT . am . [em) = =

Employee

BETTY GHIA -

e A S L TN S . T A T DL L L L L T S B B D P DL VL DY .
o

dn

TR CRC moow W 700
o a0
o a0
Moy | P P | e T PR 0
a0
» W om am
A P a0
sep a0
a ™ a0
- -~ 100
ec m m W w mom ProBH AN AN A AN 100
Fubiic Holday
1/1/2022 NEW YEAR DAY 2/1/2022 CHINESE NEW YEAR 2/2/2022 CHINESE NEW YEAR 4/15/2022 GOOD FRIDAY
8/1/2022 LABOUR DAY 8/2/2022 |ABOUR DAY (Repl ) 8/3/2022 HARI PAYA PUASA 8/15/2022 NESAK DAY
8/16/2022 VESAK DAY (Repl ) F/T0/2022 HARI RAYA HAJ T/T1/2022 HARI RAYA HAN [Repl ) B8/9/2022 WATIONAL DAY
10/24/2022 DEEPAVALI 12/26/2022 CHRISTMAS DAY 12/26/2022 CHRISTMAS DAY (Repl )
Leave Type
AB ABSENT AC adoption Leave AG AGM MEETING AN AMNUAL LEAVE
CH CHILD CARE LEAVE CO COMPASSIONATE LEAVE CS CHILD SICK LEAVE EC Erhanced Child Care Leave
EM EXTENDED MATERNITY LEAVE EX EXAM LEAVE FA FAMILY LEAVE HO HOSPITALISATION
IN Infant Care Leave L OFF N LIEU MA Marriage Leave MA2 MATERNITY LEAVE
NO NONE NP MO PAY LEAVE NP2 NO PRY HOUR NS NATIONAL SERVICE
OV OWERSEAS TRIP PA PATERNITY LEAVE RO REPLACEMENT OFF SC SPECIAL CHILD CARE LEAVE
SE SEMINAR 81 SICK LEAVE 8P shared Parental Leave TR TRAINING LEAVE

Figure 7 TIMES PRO Leave Plan Leave web page sample
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Department Year Public Holiday ~ Unavailable  Pending  Planned

FINANCE DEPARTMENT v 2022 v Print |:| \:’ D l:l

Employee
BETTY CHIA ~ ‘\@

AR I e e Il e s I i I e e e
Jan PH 0.00

Feb PH | PH AN AN AN AN

13
5
E
Z

Apt PH 0.00

May | PH | PH | PH

z|
1z

PH | PH 1.00

Jul PH  PH 0.00

Aug PH 0.00

Dec AN AN AN AN AN AN AN PH PH AN AN AN AN 10.00

1 Use the Data Filters to choose an employee that you want to plan the leave for.

2 | Click or drag empty boxes to select the dates and start leave planning process.
The Plan Leave Details pop-up window is presented for you to make your
selections.

3 For planned leaves, you can double click on it, and you can either Edit it, Delete it or
Activate it. Activating the planned leave will submit the leave application to the
employee’s approver for review. The planned leave will be marked as Pending.

4 | For pending leaves, you can double click on it to withdraw it or resubmit it to the
approver.
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e ———
————

View Leave

.
TIMES T ciokontheLeavEmen to aces e
menu list.
SOFTWARE LEAVE ~ PAYSLIP ~ ClI

HR
My Dashboard © Apply Leave
© Approve Leave
Good Morning ANDY, T © Plan L ‘ .
Yourlast login is at 14/12/] e Click on View Leave to access the web
© View Leave page.

Life is never fair, and perha, © View Entitlement
Is not. -Oscar Wilde

© Calendar
© Yearly Calendar
Announcement © Report

© Leave Adjustment

" TIMES e

SOFTWARE (cave~ ma VSL v TIMESHEET ~ HRIS ~ IRAS ~ ae¢2 TAB OFF
s

Employee Leave Type Status Year (01 Jan 2022 - 31 Dec 2022)
BETTY CHIA - All Selected - - All Selected - - 2022 b
O pending 102 BETTY ANNU  19/12/2022 | 30/12/2022 Leisure BETTYCHIA  09/12/2022 BEN LIM i
O approved 102 BETTY ANNU 09/12/2022 1212/2022 1 0 Leisure BETTYCHIA  09/12/2022 BEN LIM 09/12/2022 BENLIM i
0 withdrawn | 102 BETTY ANNU | 09/12/2022 1212/2022 1 |0 Leisure BETTYCHIA  09/12/2022 BEN LIM
O pending 102 BETTY ANNU | 25/11/2022 25/11/2022 1 O ANDYLOW  14/12/2022 BEN LIM i

[ B Apply |l - Withdraw ‘[ © Cancel ‘ I W Delete

Figure 8 TIMES PRO Leave View Leave web page sample

1 Choose an employee to view the employee’s leave application list. You can filter
the list of leave applications based on your criteria by making use of the Data
Filters.
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You can click onthe ¥ Info button to access the Leave Details pop-up window to
view the breakdown information of daily leaves that you had applied in a single
leave application form.

3 | Click on the Apply button to raise a new leave application for a staff.

4 | Tick the checkboxes to select the leave applications and you can do the following
for the selected leave applications:

e Withdraw leave applications with status Pending. Click on the Withdraw
button to perform it. Leave applications will be withdrawn immediately and
be marked with Withdrawn status.

e Request to cancel leave applications with status Approved. Click on the
Cancel button to perform it. Cancellation request will be routed to the
employee’s approvers for review.
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View Entitlement

[ — .
TI M Es Click on the LEAVE menu to access the
menu list.
SOFTWARE (eAve~ PavsLP~ c
HR
My Dashboard © Apply Leave
© Approve Leave
Good Morning ANDY, T © Plan Leave
Your last login is at 14/12/:
© View Leave
Life is never fair, and perha, View Entitl + . . .
ot Oceon Wide © View Entitlement <—— Click on View Entitlement to access the
© Calendar web page.

© Yearly Calendar
Announcement © Report

© Leave Adjustment

" TIMES e

SOFTWARE LeAvE~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ IRAS ~ a2e¢2 TAB OFF
Department Employee
FINANCE DEPARTMENT v BETTY CHIA v

Year

2022 v

Adoption Leave 0.00 0.00 0.00 0.00 000

AGM MEETING 0.00 0.00 000 000 000

ANNUAL LEAVE 20.00 0.00 0.00 000 200

CHILD CARE LEAVE 0.00 0.00 000 0.00 0.00 0.00
OMPASSIONATE LEAVE 500 0.00 000 0.00 000 5.00

CHILD SICK LEAVE 0.00 0.00 0.00 0.00 000 0.00

Figure 9 TIMES PRO Leave View Entitlement web page sample

1 Use the Data Filters to select your staff.

2 | Your staff total leave entitlement and consumption figures are shown at this page.
3 | Click on the specific Leave Type to see the monthly breakdown of leave
entitlement and consumption figures for the staff leave.
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Leave Adjustment

You can adjust employee’s leave balances in the Leave Adjustment web page.

Click on the LEAVE menu t th
TIMES / m:acnuolinst. ) eI AceEes e

SOFTWARE (eAve~ PavsLP~ c

HR
My Dashboard © Apply Leave
© Approve Leave
Good Morning ANDY, T © Plan Leave
Your last login is at 14/12/:
© View Leave

Life is never fair, and perha, © View Entitlement
Is not. -Oscar Wilde

© Calendar
© Yearly Calendar Click on Leave Adjustment to access the
Announcement © Report web page.

© Leave Adjustment

Leave HR .Leawe Ad,-uslmcm
Employee Leave Type\

BETTY CHIA ANNUAL LEAVE ~
EI. B/F ANNUAL LEAVE 01/01/2022 2400 000 0.00 000 000 Late promotion adjustment
W Forfeit ANNUAL LEAVE 07/10/2022 1.00 0.00 0.00 0.00 0.00 N Manual Adjustment

u Adjustment ANNUAL LEAVE 14/12/2022 30/12/2022 200 0.00 0.00 000 000 ¥ Manual Adjustment

& &8
= =

Figure 10 TIMES PRO Leave Leave Adjustment web page sample

1 Use the Data Filters to select your staff and the Leave Type.
2 | Click on the il Add button to create a new transaction in the Leave Adjustment
application form.
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P — n

Employee Leave Type
BETTY ANNUAL LEAVE v

Effective Date Expiry Date

[ dd —— yyyy o x dd - yyyy 8

Method Day
Adjustment v 0
Status Reason

No v

O

@ Figure 11 Leave adjustment application form

Set the Effective Date to commence the adjustment.

2 | Set the Expiry Date for the adjustment if required, otherwise leave it blank.

3 | You can use one of 3 methods of adjustments and they are to adjust the leave
balance directly via Adjustment method, to adjust the brought forward leave
balance via B/F method and to adjust the forfeit leave balance via Forfeit method.
Enter the number of days to be adjusted.

Set the Status to Yes to enable the adjustment to be active.

Enter the Reason for the adjustment if required.

Click the Save button to save the transaction.

—_—

N (oo | B

@1w sBrF ANNUAL LEAVE 01/01/2022

"3
8 | To edit an existing transaction, click on the [ Edit button.

To delete a transaction, click on the ® Delete button.

End of Document
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