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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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Install TIMES PRO Mobile App

To start using the TIMES PRO Mobile application, first look for Times Mobile Pro in your
Google Play Store or Apple App Store and install it on your mobile phone.
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Forgot Password
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2. Download on the
. App Store
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Figure 1 TIMES PRO portal login page sample

You can also visit your TIMES PRO corporate website on your mobile phone and tap on the
banner at the TIMES MOBILE APP section to download the mobile application.
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Configure TIMES PRO Mobile App

Open the TIMES PRO Mobile App and you will be presented with the configuration page.
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TIMES

SOFTWARE

TIMES mobile app is free to download

for everyone. However, this App is only
applicable to Times Software clients

who purchase TIMES mobile product or
subscribe TIMES mobile service. Please
check with your HR department and obtain
hie senderl I ESortiie ARpoconnect Tap on the QR Code icon and allow camera
E.%E';‘/ settings on your phone to scan the QR Code
i

Please input server URL. on your TIMES PRO portal login page.

Server

NEXT

L ® 4

Figure 2 TIMES PRO Mobile application configuration
page sample
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Scan the QR Code on your TIMES PRO portal login page to configure the mobile app. Once
configured, you will see the TIMES PRO Mobile app login page.
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Login to your Account

18:006 Q@ - 8 Sl @ .l EGD

TIMES

SOFTWARE This is your Company Code. You can

change the code to the company that you
/want to login to.
CLAUS

/Key in your User ID.
User Id

) / Key in your Password.
Password . . ,
z e e T You can change the Login Period. It is
/ defaulted to the current period.

You can choose a different language. #&a]

English — omEEmES
| won B

Tap on the Login button to login.

2023 01

FORGOT PASSWORD? &}

_ If you had forgotten your password, tap on
—— FORGOT PASSWORD? to access the Forgot
Password page.

Figure 3 TIMES PRO Mobile login page sample
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Forgot Password

Forgot Password

Please enter your User ID and DOB Ensure the correct Company Code. If not,
(YYYYMMDD) then follow by Submit butiVyou can change it.
& CLAUS

Enter your User ID. If you had forgotten your
P e

L User ID User ID, pIe“ase contact your Human
Resource (“HR").

DOB (YYYYMMDD)
\Enter your Date of Birth.

SUBMIT

BACK TO SIGNIN PAGE. . -
Your password retrieval procedure email is

sent to your corporate email address.

Figure 4 TIMES Mobile PRO Forgot Password page
sample
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Access Device Location
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0

Allow Times Pro to
access this device's
location?

Precise Approximate )
If your company has implemented TIMES

PRO TimeSheet, after you login to your
account, you need to grant TIMES PRO
Mobile application access to your device’s
location.

WHILE USING THE APP
ONLY THIS TIME

DONT ALLOW ,
Once granted, you can use your phone’s

GPS system to record your location when
you clock in and clock out from work in the
mobile application.
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HOME Page
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Figure 5 TIMES PRO Mobile Home page sample
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1 This is the Home button. Tap it to view the Home page.

2 | The Clock In button is available if your company has implemented the TIMES PRO
TimeSheet. You can tap it to access the Clock In page to clock in and out from
work.

3 Tap on the Timeline button to view all the important activities, such as leave
submission, claim submission, booking schedule, etc; in the system in a timeline
format.

4 | Tap the Settings button to access the App Setttings page.

5 | Tap the Logout button to log out from the mobile application.

6 Tap on the Right Sidebar button to access the list of TIMES PRO Mobile modules
in the Right Sidebar Menu.

7 | Tap on the Left Sidebar button to view your profile and access the Left Sidebar
Menu. If you have accessed a specific TIMES PRO Mobile module, the Left Sidebar
Menu will show you the list of features available to use for the module.

8 This shows your profile summary information. You can tap on it to view your detail
Employee Profile.

9 | This is the Action Bar that shows you the most common features to which you can
quickly access. Tap on the icon to access the feature. The features available
depends on the TIMES PRO modules that your company has implemented.

9a | To view all the push notifications tap on the Notification button.

9b | To view your company policy tap on the Company Policy button.

9c | To chat with your HR personnel in your company, tap on the Talk to HR button to
access the system'’s internal messaging feature.

10 | Tap on the Module to access the TIMES PRO Mobile module list. Each module is
presented with an icon in a wheel layout. Tap on the module icon to access it.

11 | Tap on the Highlight to view all the essential information to take note such as
leave submission status progress, time sheet overtime and lateness, etc.

12 | Tap on the Announcement to view any announcements made by your company.
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Figure 6 TIMES PRO Mobile Home
) Module
page Profile Summary Emp No
Annour
101
Emp Name
ANGELA GOH Figure 8 TIMES PRO Mobile
Left Side Bar Menu
Email

Employee@timesdemo.sg
Company
TIMES SOFTWARE (S-DEMO)
Department
HUMAN RESOURCE DEPARTMENT
Section
NONE

e O] <4

Figure 7 TIMES PRO Mobile Employee
Profile page sample

1 You can access your Employee Profile page by tapping on your summary
information at the Home page or by tapping on your profile picture at the Left
Sidebar Menu.
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App Settings
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HOME CLOCKIIN ... TIMELINE SETTINGS LoGouUT

App Settings If you want to auto login into the mobile
application without entering User ID and
Security Setting / Password, enable Remember Signin Id.

Remember Signin Id & For fingerprint authentication to access the

) /application.

. To enable entering Passcode to access the

Use fingerprint to unlock TIMES app

Use Passcode

Change Passcode < application. You can also change the

Sign out after 5 failed passcode ® Passcode at any time.

attempts V\

Lock TIMES app when away (minutes) 0 As a security measure you can enable the
application to sign out if the Passcode is

Push Notification P entered incorrectly five times in a row. The

bush Netification Token SR Remember Signlin Id will be disabled, and

you will need to enter User ID and
Password again at the login page.

B ® 4

Figure 9 TIMES PRO Mobile App Settings page sample

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 13 of 16



TIMES PRO Mobile

TI MEs Introductory Guide v1.0

SOFTWARE

1 Jan 2023

A O * =®£ @A

HOME CLOCK IN ... TIMELINE SETTINGS LoGouUT

=  App Settings

Security Setting

Remember Signin Id @
Use fingerprint to unlock TIMES app »
Use Passcode

Change Passcode

Sign out after 5 failed passcode ®
attempts

Lock TIMES app when away (minutes)

Tap here to set the number of minutes for
the application to auto lock if you are not

using the application. You will need to
Prich Notification » enable either fingerprint authentication or

- Passcode for this to work.
Push Notification Token = B

If you want Push Notification, enable it
here. If there is an issue with the

notification you can refresh or delete the
Push Notification Token.
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Change Password
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HOME CLOCKIIN ... TIMELINE SETTINGS LOGOUT

HOME CLOCKIIN ... TIMELINE SETTINGS LOGOUT

=  App Settings

Settings
Security Setting Change Password °

Remember Signin Id o ﬂ Switch Login

Use fingerprint to unlock TIMES app » E App Settings
Use Passcode

Change Passcode

Sign out after 5 failed passcode &
attamnte
Figure 10 TIMES PRO Mobile App Settings page Figure 11 App Settings Left SideBar Menu
sample

1 To access the Change Password

) O] ¥* o & page, go to App Settings and tap on
HOME CLOCK IN ... TIMELINE SETTINGS LoGgout the Left Sidebar button‘
=  Change Password 2 | Tap on the Change Password option
in the Left Sidebar Menu.

Choose Login Password to change the

password to login to the mobile application
£ 0ld Password or E-Password to change the password for
the electronic documents such as payslips.

Login Password «

% New Password

\Enter your Old Password, New Password
and Confirm Password.

SUBMIT
_ \Tap on the Submit button to submit the

changes.

@ Confirm Password

Figure 12 TIMES PRO Mobile Change Password page
sample

Copyright © 2023 Times Software Pte Ltd. All rights reserved. Page 150f 16



TIMES TIMES PRO Mobile
Introductory Guide v1.0
SOFTWARE 1 Jan 2023

e ———

Change Login Period

ft O * &5 &

HOME CLOCKIIN ... TIMELINE SETTINGS LOGOUT
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HOME CLOCKIIN ... TIMELINE SETTINGS LOGOUT

=  App Settings
Settings
Security Setting Change Password
Remember Signin Id o ﬂ Switch Login 4/@
Use fingerprint to unlock TIMES app » E App Settings

Use Passcode

Change Passcode

Sign out after 5 failed passcode &
attamnte
Figure 13 TIMES PRO Mobile App Settings page Figure 14 App Settings Left SideBar Menu
sample

1 To access the Switch Login page,
e O) *- o & go to App Settings and tap on the
HOME CLOCK IN ... TIMELINE SETTINGS LoGouT Left sidebar button.

=  Switch Login 2 | Tap on the Switch Login option in

the Left Sidebar Menu.

i Choose the Year and Month for the login
period.

SUBMIT “———Tap on the Submit button to change the
period.

The data that you will have access to will be

Figure 15 TIMES PRO Mobile Switch Loginpage ~ acCurate as at the login period. This is
sample useful if you want to see previous year’s

data.

End of Document
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