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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, organisations, products, domain names, email
addresses, logos, people, places and events depicted herein are fictitious, and no association with
any real company, organisation, 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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Chapter 1. First time logging into the TIMES PRO Training System

Open internet browser and enter the URL address to access the TIMES PRO portal login page,

example: http.//www.myportal.com/SolutionPro

An example of the login page is shown below.

TIMES

SOFTWARE

ssssss

TIMES MOBILE APP

1. Click on the “Company” drop-down list to see a list of available companies and choose the one
that user want to access to.
Key in login id at “Emp No”.
Key in password at “Password”.

4. Click the button to login into the system.
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Chapter 2. Apply Learning

At the Apply Learning page user can apply for employees training courses from a list of available

courses or completely new ones.

7
Typically training courses applied here are on an ad-hoc basis and are not based on learning

needs.

I—

ENTRY OFFICER
© View Learning
© Certificate

© Calendar

© Report

Click on the Apply Learning option in the Entry Officer menu to access the Learning Apply page.
TIMES —

SOFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ sea TR

Training Enty Officer Apply Leaming

Employee Category Nature

BETTY CHIA Q Al ¥ All

Adhoc Apply.Course

& Advanced Negotiation Skills BENLIM

EE]Shchage 1% of1Pages n Display 50 ¢ | Records PerPage
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2.1 Applying for a training course based on available courses and classes

01/12/2023 | 31/12/2023 &= 00:00:00 ' 00:00:00

Close

Choose an employee first.

Then click on the training course’s D checkbox to choose it.
User can then see a list of available training classes in the Class Setup Dialog pop-up window.

Click on a training class (the “Class Code” hyperlink) that the employee can attend and user will be
directed to the Apply Course page.

& ANDY

SOFTWARE DOCUMENT ~ LEAVE~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS'> TRAINING ~ APPRAISAL ~ IRAS ~ ses T

Taining  Enyoficer  JRETEEEN

Employee Profle ~

Employee No Employee Name

102 BETTY

Designation Department

ACCOUNTANT - SUPERVISORY. FINANCE DEPARTMENT

Date Joined Employment status

01/01/2003 Confirmed

course Provider

l x] [ *]

Start Date. EndDate

[Crmraaryyy a x| [(mmdgrmy o x|

start Time endTime
© g °

owy ouration(hours)

At the Apply Course page enter the learning objectives, targets and remarks. Then click on the

[Ezsil button to submit it to the employee’s supervisor for approval or click button to return
to the previous page.
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2.2 Applying for a new training course not from the list of courses

TIMES R

SOFTWARE DOCUMENT - LEAVE~ PAYSLIP ~ CLAIM ~ TIMESHEET = HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ me T o
Tainng | Enyoricer RO
Employee Category Nature
BETTY CHIA Q All = Al

Adhoc Apply Course

To apply for a new training course not based on the available list of courses first choose an
employee and then click on the Apply New Course hyperlink to access the Apply Course page.

TIMES ——

SOFTWARE DOCUMENT ~ LEAVE - PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ ae2 TaBoFE
raining | Enyoicer  SRCRTTE
Employee Profile ~
Employee No Employee Name
102 BETTY
Oesignation oepartment
ACCOUNTANT - SUPERVISORY FINANCE DEPARTMENT

Date Joined

01/01/2003

Course Details o
Planned course Class

No

course Provider
\ <] | x|
Start Date Endoate
[ mmyaaryyyy o x‘ [ mmvaaryyyy a x|
Start Time £nd Time

<] <]

Day Duration(hours)

Enter the details of the training course and click on the button to submit it to the

employee’s supervisor for approval or click A button to return to the previous page.
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Chapter 3. Certificate

At the Certificate List page user can view employees’ training certificates.

ENTRY OFFICER

© Apply Learning

© View Learning
I © Certificate |

© Calendar

© Report

Click on the Certificate option in the HR menu to access the Certificate List page.

ll I I'I !! -.'n ANDY
SOFTWARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ TAB OFF

ranig | eyorcr Y

Employee course Course Start Date Course End Date

BETTY CHIA Q mm/dd/yyyy =) mm/dd/yyyy o
Certifcate Start Date Certifcate €nd Date Expiy Start Date Expiry End Date

mm/dd/yyyy o mm/dd/yyyy =] mm/dd/yyyy =] mm/dd/yyyy o
Eiigible Result sctive

-ALL - e/ -ALL - v -ALL - v
! ShowPage 1% of1Pages Display 50 +  Records PerPage

At the Certificate List page choose search criteria such as “Company” and “Department” and click

on the button to retrieve the list of certificates.
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Chapter 4. Calendar

User can view available and employees’ training course schedules in a monthly calendar format at
the Calendar page.

ENTRY OFFICER
© Apply Learning
© View Learning
© Certificate

| @ Calendar
© Report

Click on the Calendar option in the HR menu to access the Calendar page.

SOFTWARE DOCUMENT ~ LEAVE~ PAYSLIP~ CLAIM ~ TIMESHEET ~ HRIS ~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~ nes a8 OFF

s B m

Filter &7

« September 2023 »

o

To view employees’ training course schedules choose “View Type” Department.
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soFTwARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS'~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~ Oy o
Filter v
« September 2023 »
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To view available training course schedules choose “View Type” Course Schedule.
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Chapter 5. Report

User have access to reports. All reports can be generated into excel or pdf documents.

TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~

HR ADMINISTRATOR
© Approve LNA © Course Setup
© View LNA © Provider Setup

© Approve Learning
© View Learning
© View Batch Learning
© View Group Learning
© Approve Evaluation
© View Evaluation
© Certificate

I © Calendar

© Question Setup
© Code Setup

© Budget Setup
© Policy Setup
© Approval Setup
© Mail Log

© Param Setup
© Report Setup
© Mail Setup

Click on the Report option in the HR menu to access Report page.

TIMES L IEE———

soFmARE DOCUMENT ~ LEAVE ~ PAYSLIP ~ CLAIM ~ TIMESHEET ~ HRIS'~ TRAINING ~ APPRAISAL ~ IRAS ~ SYSTEM ~ ae¢ea TABOFF
D |
Repor Format
L v Excel ]
Department Employee
Al Al [}
sta
2023 v ALL v

Choose report generating criteria, such as “Report Type” and “Department”, and click on the
button to generate the report. If user had made multiple selections in the search criteria user can

click on ‘*' button to see his selections.
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5.1 List of Reports Available

Here is a list of reports that user have access to.

Report Name Purpose

Plan Records

The employees’ training plans.

Pre Evaluation

The employees’ Pre-Course evaluation training feedback forms.

Post Evaluation

The employees’ Post-Course evaluation training feedback forms.

Review Evaluation

The employees’ Follow-Up evaluation training survey forms.

Total Learning
Analysis Plan

The employees’ learning needs analysis (LNA).

Course Catalogue

The master list of courses.

Training Bond

The employees’ training bond to the company.

Conducted Training
& Activities

The number of people trained, total trained hours and training expenses

before and after subsidy.

Post Course

Attendance

Number of people registered for a particular training course, actual
attendances, number of absentees and the number of people who have
yet submitted their Post-Course evaluation training feedback forms for

that training course.
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