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OT Import TIMES SOFTWARE PTE LTD

We strongly advise that you perform a back-up of your database before doing the data import.

1. Ensure to process the payroll before performing the OT Import.
2. Prepare the Excel File with format as follows:

Excel File Template Format
Column A Employee No
Column B Period
Column C Cycle
Column D Allowance Code
Column E Day

3. Save the file as.xls

Sample OT_Data template

A B C D E F
1 [EMPCODE  PERICD CYCLE CODE UNIT
2 Lvool 202002 E %PUB 2
3 Lvooz2 202003 E %PUB 1

2. Go to Custom Add-on > Batch Data Entry

o
Y

Custom Add-m‘1

Bl BATCH ENTRY FOR PERIOD 201305 END MONTH

Setup Import  Expart
L } ShIftNPL | ALLOWANCE | Select Cycle |

[emp_no [Emp_name [pare or1.0c_[om1.5¢ [or2.0c [0T3.0Cc [0m10L  [oT15L  [omzoL  [oT3.0L  [1X PH(C) [1X PHIL) [2XRD A
o

E.

New Save Delete Cancel Append Sliv Delete OT Entry‘ Create OT Entry | Preview |
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4. Click on Setup

B BATCH ENTRY FOR PERIOD 201305 END MONTH

@ Impork  Expork

OT | ShiftiNPL | ALLOWANCE | Select Cycle |
EMP_NO  |EMP_NAME |DATE loT

Ld

5. On Template drop-down list choose ALLOWANCE
6. Setthe Field_Code and Column_No based on the excel file (sample is OT_Data.xIs)
7. Click on Close

B Excel Template - O x
Template:
SEQ_NO FIELD_CODE COLUMN_NO|MAP_COLUMN_NO|MAPDESC ~
Id 1|EMP_NO A
| 2 PERIOD B
| 3 CYCLE C
| 4 ALLW_CODE D
u 5 DAY E
W
£ >
l-'L Cloge

The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change / amend without prior notice given to clients.
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8. Gotolmport

Hl BATCH ENTRY FOR PERIOD 201305 EMD MONTH

oT ShiftlIPL | ALLOWANCE | Select Cycle |
[Erap_no [Erap_name [paTE OT1.0C |OT1.5C

9. Click on J to browse the excel file.

10. On Starting Rows textbox key in 0.

11. Set the Template as Template5-Allowance
12. Click on Import button

>

B " Import Excel Dialog Period : 202003 Cycle: E — O

Filename ; |E:\User$‘\duroth_l,l. tan. TIMES-SGhDesktophOT Data.xlz

Starting Fows : |':'

Template;

Statuz

Template Irmpart

13. Upon successful import, system will prompt completed.

=

LClose

TimespayBnetsubli... E|

- Import Excel completed. -

14. Click on OK button
15. Click on Close.

The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change / amend without prior notice given to clients.
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16. The list of employee and days being imported will be shown on Allowance tab.
17. Verify and check if the imported data is reflected correctly.
18. Click on Close.

Setup Import  Export
OT | shiftNPL ALLOWANCE | Select Cycle |

L . Unit Variable

Employee# ‘Employee Name ‘Allowanoe# ‘Descrlptlon Unit ‘R.ate e s
ELV'OCH =+ FELICITY EMPLOYEE2 FESTIVAL %PUB #WORK/PUBLIC HOLIDAY PAY 2.00
PAULINE EMPLOYEE1 %PUB #WORK/PUBLIC HOLIDAY PAY 1.00

Create OT Enty ‘ Preview ‘

New ‘ Save ‘ Delete ‘ LCancel ‘ Append Allw ‘Qelete 0T Entry

19. Go to Custom Add-on > Batch Data Transfer

20. Select the Cycle
21. Click on Process button to transfer the Allowance to Modify Record.

4
[}

Custom Add-on

Period Initialize (x|
Transfer Pay Transaction for END MONTH Period : 201305

Cyele End Manth -

Ver9.14

x Cancel
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22. Click on Close

B " Payroll Initialization

Transfer Batch Employee : LV001
Transfer Batch Employee : LV002
- COMPLETED -

=
l Cloze
23. Go to Modify Record to check the Allowance imported.
¥ [ Modify Pay Record | - Current Period : 202003 Cycle: E — 0 X
Emplopee # [LV001 +| Mame # |FELICITY EMPLOYEE2 FESTIVAL | @
Leave |Quick Menu|Period |202003  +
Pay Group |STD Other Cycle Paid Monthly Period 03/ : -SN CPFiLevy [SPASS
Days Worked 22.00 Basic Pay 3500.00 IR Daily Rate RS Hourly Rate 2077
NPL/Hour/Absent Allowances / Deductions
3 ! X ~
JALITHE e o.00 0.00 Description Amount$ |T |~
NPL Day-L 120.00 0.00 000
#WORKIPUBLIC HOLIDAY PAY 327.28 A
TRANSPORT ALLOWANCE 300.00
[nPL HrC | 2077 0.00 00| A
|absent-c | 166.15] 0.00 000/ A
r W
Total NPL/INPL Hour/Absent 0.00
Overtime:
0T4.0C 20.77 000 A
0T1.5C 31.15 0.00
0T2.0C 41.54 0.00
v
Total Overtime 0.00

The information and screenshots in this manual are correct at the time of printing. Times Software reserves the right to change / amend without prior notice given to clients.

Page 6 of 6



