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JUMPSTART TO THE USE OF TIMES PAY VERSION 8

Message to Clients:

Please note that this serves as a quick reference for users who do not have the time to go
through the manual and/or training on the use of the software.

This “JUMPSTART” aims at further simplifying the use of the payroll software and is
not a good reference for clients who may need more detailed/precise information.

How to Process Monthly Payroll:

Here are the procedures:

Step 1: Update Employee — Employee Records, Others, Bank, Confirm and Termination,
Career Progression (optional)
Step 2: Leave Application — Leave Record (if you are not using the Leave module, skip
this step) (optional)
Step 3: Process Payroll
Step 4: Modify Pay Record — Modify Pay Record (optional)
Step 5: Payroll Reports
a) internal — department report, payslip, pay history
b) external — CPF submission, Bank diskette, giro, bank/cash/cheque listing

STEP 1: UPDATE EMPLOYEE

Commonly asked questions:

Q1) When or under what situation(s) would | need to go to update Employee?

Q2) Is it compulsory that I need to go to Update Employee before proceeding to
processing of monthly payroll?

Q3) How and what are the key features that | need to look out for when input data of a
new employee?

Answers:
You would only need to go to Update Employee before processing of the payroll if you
have:

1) New employee(s) - Singaporean
- MUST input (please see the screen below)
a) Employee number (Alpha, Numeric)
b) Employee name (Follow NRIC)
c) Pay group (5 days/Week, 5.5 days/Week, 6 days/Week...)
d) Hired date
e) Birth date (Important because CPF rate will base on employee’s age)
f) Basic salary
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9)
h)

i)
)
k)
1)

m)
n)
0)
P)

q)

n
)

Y
u)

v)

Type (Monthly worker subjected to OT or Non-OT, Daily Type or Hourly Type)
Nationality

Race

Fund 1 (CDAC for Chinese, MOSQ for Muslim, SINDA for Indian...Take out if
you want to oppout from the contribution)

IC number (Singaporeans must start with CAPITAL S’)

CPF/Levy (Class1 for Singaporean)

Category (If you are using the leave system and is based on category)

Leave Scheme (If you are using the leave system and is based on Leave Scheme)
Benefit Scheme (When you are using the Claim system)

Department Code (Important for reports purposes, set it to “NONE” if you don’t
know the department yet, don’t set to “Blank™)

Other - Sex/Title, Marital. Job Code if you are using Job Grade for the Leave
entitlement.

Supervisor Indicator. (Important if you have Times E-Leave / E-Claim system)
15T Supervisor. (Important to indicate the employee’s superior if you have Times
E-Leave / E-Claim system.)

Bank / Payment Mode (CASH for cash payment mode, CHEQUE for cheque
payment mode...NONE when you don’t want to above options)

Allow/Deduc — if you have monthly fixed allowance or deduction

Employee email account — if you need to send payslip via email payslip.

Data of Singaporean Employee

b Update Employee Record - Period : 200401 B@B}

Emplayee # |P105 ~| Mame [PERFECT 105 |
U l Employment l Other l Confirm & Termination l Bank ] Address ] Spouse ] Allowi Dedu l Career | 1|}
Employes £ [P105 Marme |PERFECT 105 Pay Group |=TD -
Hired date 3 marth Bazic Salary
Birth Date 200011970 v | 34 year 1 month Increment
Type (SE-Mthly Rated-NonOT = | Semi-Month 7 7 Total wiage
Mic Mtk Pary | %/ | CPF M.
EEYES [FEaE 1 Hide WWage Data 7 [ In=ert Photo
Progression Data
Department | J| Categary | J|
Cost Certre | = Oecupation | |
Section | J| Comparry | J|
Job Grade | J |
Leave Benefit scheme
Leave |NONE | Beneftt |NONE ||
Working DaysHours
Doy Wikl 5 Dailly Rate |I.-’\I'nrking Dayidths ﬂ Race CHIR - Funcgl [CDAC
Hrz Worked! ¥'r 200 MPL Daily |l.-’\l'0rking Daryiiths ﬂ Mationality [SING - Funcl#z -
IC/CPFFWL
IC# 570123458 CPFiLewy [CLASST - CPF ACH [ST012343.2
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Update I Employment Other ‘Conﬁrms Termination } Bank } A(I(Iress] Sp

Job lilentification

Locsion NOYE | | Branch Code PON

Division |N0NE j| Class Code W

Batch Mo Update ]D’ther Bank lConﬁrmS Terminal

Personal Additional Info

Sex/Thle  [Female « | Miss | Marital SN0 *| Religion Code W Bank Info

Dependert

Children

Biood Type || Educaton Code N Biank |CHEQ j |CHEQLIE P MENT

Update ] Other ] Bank l Confirm & Termination ] Address ] Spouse AllowDedu ‘Career ] Calendar ] Misc ]

Code ‘Descripﬁon | Amount ‘Stlulth|‘|‘ear|Times|M.-E |Entl Nth \‘ear|Total Amt ‘A
e [Re P LOAN REPSY MEMT -50.00 42003 4 End 2003 -200.00
_TRAN TRAMNSPORT ALLOWVARCE 100,00 3 2004 12| End 22005 1200.00

2) New employee(s) — PRs/FWL

- MUST input (please see the screen below)

a)
b)
c)
d)
e)
f)
9)
h)
)
j)
k)
)

Employee number (Alpha, Numeric)

Employee name (Follow NRIC)

Pay group (5 days/Week, 5.5 days/Week, 6 days/Week...)

Hired date

Birth date (Important because CPF rate will base on employee’s age)

Basic salary

Type (Monthly worker subjected to OT or Non-OT, Daily Type or Hourly Type)
Nationality

Race

Fund 1 (PR need to pay for the Comm Fund...Take out if you want to oppout
from the contribution)

IC number (PR start with CAPITAL °S’, FIN number for Foreign Worker)
CPF/Levy (PR for Permanent Resident, NONE for Employment Pass, Services,
CW1,CW2.. .for Skill/None Skill worker)

m) Category (If you are using the leave system and is based on category)

n)
0)
P)
q)

y)
)

Y
u)

Leave Scheme (If you are using the leave system and is based on Leave Scheme)
Benefit Scheme (When you are using the Claim system)

Department Code (Important for reports purposes, set it to “NONE” if you don’t
know the department yet, don’t set to “Blank”™)

Other — Sex/Title, Marital. Job Code if you are using Job Grade for the Leave
entitlement

Supervisor Indicator. (Important if you have Times E-Leave / E-Claim system)
15T Supervisor. (Important to indicate the employee’s superior if you have Times
E-Leave / E-Claim system.)

Bank / Payment Mode (CASH for cash payment mode, CHEQUE for cheque
payment mode...NONE when you don’t want to above options)

Allow/Deduc — if you have monthly fixed allowance or deduction
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v) Employee email account — if you need to send payslip via email payslip.

Data of Foreign Employee — (Eqg: Construction Worker - Skilled)

Employee & | J Mame | J

Update lEmponment ] Other ] Confirm & Termination ] Bank ] Address ] Spouse ] Allow.-[letlu] Career ] 1 | L4

Employee #  |[FaL01 Maime |FWLD1 Pay Group |STD -

Hired date 2 year 11 month Bazic Salary
Birth Date 15091977 w | 26 vear & month Increment

Type (SH-Mihly Rated-Subi OT | Semi Morth [ Toa)wage
Mic Mth Pay | %/ |

Bonus Factor 1] [ In=ert Photo
Progression Data

Department | = Category | ||
Cost Centre | J | Occupation | J |
Section | = Comparyy | i
Job Grade | J |

Leave Benefit scheme
Leave | ﬂ | Benefit |NONE j|
Working DaysHowrs

Dy s Workik S Daily Rate |Working DayMths | Race CHM v | Funde -
Hrs "Wiorked! vr 25 MPL Daily |w.;.rki|-.g DayMiths j Mationality WMAaLas Fund#z -

IC/CPRERANL

I # |ASB2TETT CPRiLewy |2 - CPF AACH

i1

CPF Max.

Employes # |F"-'“'-"|-U1 j Maime |F'I.-“-.ILIII1 ﬂ

Update ] Employment ;“Othe :l Confirm & Termination ] Bank ] Address ] Spouse ] Allow Deq
Job ldentification
Location  |NONE

Branch Code |NONE j|

Civizion |NONE

Batch Mo

Personal/Additional Info

Sex /Title  [Female « | M3 ~| Martal [Sngle > | Religion Code MoME ||

Class Code |NONE j|

Dependert Blood Type - Education Code [MORE hd
Children " | J'
Income Tax! 1770915 05 6344 Change CPEAWLSDF 7 [ 1=t Sup | J |
Fin Mumkber

Eleave Approval Status * | Supervizor [ Recommend Sup | J|

Foreigner Info.

. Expired
Work Permit § |538276170 lzzued Date i Dgfére 02072005 ¥ | PR &pproval D

Emp Pazsi
" Effective Date |25/6/2001 | Cancelled | Pl to PR Da
WIREFR Halder WP - Date

EF Category l—_| Walid Period(=s) - WP Renewal 7 [0

-

Passport
Pazanort #  W437T153 lzzued Date | v/ alic] | v | vesrrs)  Funired Date
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Update ] Other Bank lConﬁrm&Terminatio

Bank Info
Biark |CHEQ j |CHEQUE PAYMENT

Branch

Update ] Otherl Bank l Confirm & Terminationl .A.(I(Iress] Spouse AllowDedu lCareer ] Calemlar] Misc ]

Code |Descri|)tion ‘ Amount |St|1.|'|lh"|'ear‘Times‘M.-E ‘En(ll'u'lth|'|'ear‘TotalAm1 |A

| LOAN LioAM REP AN MENT -30.00 3 2004 124t ~ 202003 -600.00

Data of Foreign Employee — PR

Employes # |200262 x| hame [KENNY (PR) |

Update lEmponment ] Other ] Confirm & Termination ] Bank ] A(I(Iress] Spouse ] Allow Dedu ] Career || "

Employee #  [200262 Maime |KENN‘rr (PR} Pay Group [STD -

Hired date 1 year 0 month Basic Salary
BithDste  [16/104378  ~| 24 year 7 manth R
Type ’W Semi -Morth 7 [ Tatalvage
Momnpay | %y [ CPF Max.
e [Feety I—D Hide Wage Data 7 | Insert Phata

Progression Data

Department | J| Category | J|
Cost Centre | J| Cccupation | J|
Section | J | Company | J |
Job Grade | J |

Leave Benefit scheme
Leave |NONE j | Benefit |NONE j|
Working DaysHours

Drarys Workavk | 3 Daily Rate |W0rking DrayMiths j Race CHM - Fund# -
HrsWorked.fYr| o255 MPL Daily |W0rking DiayMths Mationality |MALL — w Func#z2 -

IC/CPFPWL
IC # |S797e0108 CPFiLewy PR - CPF AJC# |S7978010.2

i1

e Update Employee Record - Period : 200403 |._|EJ[Z|
Employes # (004 | Mame |KEMNY(PR) - 4
Update IBank ] Confirm & Termination l Address l Spouse l AIIow.-DetIu] Career l Calendar ] Misec l

Job ldentification
Location [MOME  + || Branch Code  [MONE ||
Division |NONE ﬂ | Job Code | j|

Batch Ma Spproval Status = Clazs Code |NONE ﬂ|

Personal/Additional Info

Sex S Title  [Male | Mr hd b arital Single  « | Religion Code |NONE j|

Dependent Eduzation Code [MOME -
Children Blood Type [~ | |
Income Tex |=gs7aasT/a Change CPRPWLISDF 2 [ Supervisor [ |NONE
Reference

Foreigner Info.

wyork PermitEmp Passi lzzued Date & Expired PR Approval Date 2112002 L/

Walicl Perind(s) ¥ | Year(sEffective Datel j | j Fisil to PR OEte J| il
WP Renewal 7 [

Passport

Passport & [SES78967/8  jzmued Date * | “alid Period(s ¥ | Wear(s) Expired Date hd
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o Update Employee Record - Period : 200403

Employes # |':'U4 j Mame |KENNY(PRJ

Update ] (ther ] Confirm & Termination ] Addres

Bank Info
Bank |?1?1 j |THE DEVELOPMENT BaMK OF S

Branch 0o
Accourdd |TEYESETED

fue Update Employee Record - Period : 200403

Employee # (004 v | Mame KEMNY(PR) - &

Update ] Other ] Bank ] Confirm & Termination ] Address ] Spouse AllowDedu ]Career ] Calendar ] Misc ]

Code |Descri|1tion ‘ Amount |Stlu'|th|'|'ear‘Times|M.-E ‘En(llu'lth"l'ear|TotaIAm1 |A

Ld

3) Termination
- MUST input (please see the screen below)
a) Employment Status — TERMINATED
b) Resignation Date — NEVER be LATER than Last Payment Date
c) Last Payment Date — defined as when will be his/her last payment date. Can be
later than the Terminate Date
d) Bank — whether to change to Cheque Payment, Cash or still remain at Giro
depends largely with the payroll practice of the company

Termination Screen Shot

Employes # | J Mame | J

Update l Employment ] Other Confirm & Termination lBank ] Address ] Spouse ] AllowDedu ] Career IL

ConfirmeTermination
Exclude Auto Promgt 7 v

Probation Period 3 confirmation Dus 130012002 Hired date
Potice Period | o O ’7 Retire Age 62
Resignation Feason [NONE  ~| | ot pge [0 2008 o Deic

i i 30012004 - | Employment - Annual Leave ’—_|
resianation D Status Terminated = | offective Date v

2 year ¥ month

4) Promotion/Annual Increment/Pay Cut
- MUST input (please see the screen below)
a) at the Career to click on NEW and input the respective information:

i)
i)

Progression Code — be it annual increment, promotion, pay cut, etc
Department, Category, Occupation = optional

-8-
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i) Increment Effective Date — system will pro-rate/back-pay accordingly

iv) Increment Paid Date — when for the new amount to be effective
V) Increment — if pay cut, remember to put a “minus sign in front of the value”
Employes # |TUU1 ﬂ Mame |TERMINATED 1 j
Upidate l Employment l Other] Confirm & Termination] Bank l A(I(Iress] Spouse l Allow /Dedu
Career Progression l
Progression Code Section Qg Salary A
Department = Increment Etfective Date Increment s
Category j Increment Paid Date Mesw Salaty
Occupation Salary range (scale) Salary Type Ml
Cost Centre Salary Step Salary ol
Percent
Company Increment review date T
Job Grads REASONS |
Lppraisal Grade REMARKS |
Code Department‘tategory|lnc Date |Pai(l Date ‘OI(I Pay |Incremem ‘ Hew Pay| 4§
FJOIH SUPP EXEC F0M0/2001 | 30M0:2001 2500.00 0.00 2500.00
F|IHC SUPF EXEC 0100572003 | 01/05.2003 2620.00 §o0.00 2700.00

STEP 2: UPDATE LEAVE RECORD —(ONLY IF YOU USE THE LEAVE
MODULE)

Commonly asked questions:

Q1) When or under what situation(s) would I need to go to update Employee’s LEAVE
REOCRD before processing my payroll?

Q2) Is it compulsory that I need to go to Update Employee’s LEAVE RECORD before
processing of monthly payroll?

Answers:

You would only need to update the Employee’s Leave Record if and when you are using
the Leave module, and it involves No Pay Leave, No Pay Leave (in hours), Absent and/or
NSP. In short, leave code that affects payroll:

For Annual Leave, and/or other leave that does not affect the payroll, you may do so
before/after processing the payroll.

1) No Pay Leave/Absent/NSP
- MUST input (please see the screen below)
a) Leave Application/Leave Record
b) Select the Employee, the appropriate Leave Code, and Click New to proceed with
the details
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No Pay Leave — Sample Screen

mployveed |TEIEI1 ﬂ hame |TERM|N-£'-TED 1 ﬂ Lookup | I
epartment |SUPP SUPPCRT DEPARTMENT
Full Enttl Cur Eritl BiF Adjust Forfett  Enttle Taken Balan
b Grade |NONE INONE | | | | | | |
ired Date (3001 072001 [2 years 6 months | Leave Taken at as Prd 12 : 0.00 Bal : 0.0
Leave Code Start Date Dray Hour End Date Appr AMPM Reason |

| [~

S | I

o<l R

Leave Code

Start Date

End Date |I]ay |Huur |.ﬂpprnual|.ﬂMPM|Rﬁmarks

Reference 4

HPL

01042004

010472004 1

es

No Pay Leave (Hour) — Sample Screen

mplu:u':.-'ee#| J Mame l J
epartment |SLIF‘P' |SLIF‘F‘DHT DEPARTMENT _

Full Erttl Cur Enttl BiF Adjust Forfe
b Grade [MOME NONE | | | | |

ired Date  [S0M 052001

Leave Code

Start Date

Day

[ 2 years & months ]

Leave Taken at

Hour EndDate Appr AMPM Reasonl_

2 |nzm4r2|:n:|4 |vEs j|

j Refz l_

|NF‘LHDLIH j ||:|2m4r:-_nm J| |

Leave Code | Start Date | End Date |I]a].r |Huur |Appruual| AMPM| Remarks
HPL 010472004 | 010402004 1 Yes
*|HPLHOUR 020472004 | 020402004 0 2 Yes

-10 -



TIMES SOFTWARE PTE LTD

STEP 3: PROCESS PAYROLL

Commonly asked questions:
Q1) Explain the 3 options and their uses

Answers:

“Greyed Screen” “Able to select Options”

igiod, nitialize,for,Reriod, 200403 BY riod initialize for Period 200403 b

Process Pay Transaction

Process Pay Transaction

" Reprocess earlier Selected Staff without clearing variable entries

" Feprocess eallier Selected Staff with clearing variable entries

fe Do not reprocess earlier Selected Staff

Process Payroll

Clear record ‘ XK Cancel

L Brocess Clear record I X Cancel I o’ Proce:

At Process Payroll, Pay Record, the “greyed screen” would mean:

Greyed Screen= you have not process your payroll for that month. In order to process the
payroll, just have to click on Process

At the Process Payroll, Pay Record, you are able to select the various options:

1%t option = key word is without clearing variable entries
= to use when to reprocess the entire company’s payroll without affecting
those variable entries, like handphone allowance, etc, that you have input
at the Modify Pay Record
= can be used when you have completed your payroll process and you
may have to reprocess the payroll due to a pay increment (within the same
month), termination (within the same month), payroll for the newly hired
employee, movements in the career progression

2" option = key word is with clearing variable entries
= to use when the Company has decided to withdraw all its variable
entries for the entire company

3" option = to be used only for newly hired employee, and you do not to reprocess
the entire company’s payroll again

Clear Record = to clear the entire month’s payroll, and system will revert to the “greyed
screen”

-11 -
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STEP 4: MODIFY PAY RECORD

Commonly asked questions:
Q1) What is it used for?

.
Answers:
o) Modify Pay record QEJS|
Employee & ‘P123 j Mame # |P123 j
Leave Record| Period [200404 =
Pay Group =TD Cycle Run Paid hionthly Period D4E Type: 2-ZH  CPFllewy CLASS
DETIETaree | 2200 Basic Pay | 140000 | Daily Rate | EEYCT] 734
[upLpay-c | 63.64] 0.00 000 % Allowances / Deductions
[wpLm-c [ 7aaes7] 000 000 = |[cods  [pescription [Amount [T [~
|absent-c | 64,62 000 000 - |[Mepac  |epac 050N
BT Total o Pay leave 0.00
oT1.0C 7.342657 [RI L E e
0T1.5C 11013986 0.00 0.00
oT12.0C 14685315 0.00 0.00
A
" Shin | Total Overtime 000 ¥
= CPF Contribution Total Wages
4'_‘ A Employer 182.00 Total Allowance .00
Employee] -280.00 Total Deduction -1.50
@ ™ SDF 1400 CPF Wage 1400.00
- RestDay UG i 000 B FWL 0.00 | GrossWage 1400.00
Modify Record 0.5D Day 32.31 0.00 000 Al o4 TIRSEY lett Wage et
1.0D Day 6462 0.00 000w T
Rest Day P =
Py Oy 3 Eecalculate \/ Save x Cancel IL Close

- You are able to Modify the Days Worked and Basic Pay manually.
- You are able to input the OT Hours

- You are able to insert the variable allowances/deductions, by clicking Insert (from your
keyboard)

- You are able to delete the variable allowances/deductions, by clicking on the selected
code and F4 (from your keyboard)

- Remember to click “Recalculate and Save” to confirm the changes made

To Delete A Code To Insert An Allowance/Deduction Code
AINOWHEINCES | UEQULCUDNS T
Code |Descri|1tion |Amo Allowances / Deductions
[|acTa ACTING ALLCWANCE * 1
||coaC  CHIMESE DEW'T ASST. FUND Code Description Al

F|DENT J DEMTAL REIMBURSEMENT AT ACTIMG ALLOWYARNCE *

COAC CHIMESE DEW'T ASST. FUMD

' Delete allowance DEMT M
CPF Contrib LI

| DEMT DEMTAL REIMBURSEMEMT

Warning X ]

-12 -
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STEP 5: PAYROLL REPORTS

Commonly asked questions:
Q1) What is it used for?

Answers:

Payroll Reports — Internal Reports

Internal Reports k Payroll Department Repork
External Reports 3 Payroll Cost Centre Report
Management Feports 3 YT Departmental Repork
Advance Management Repaorts YT Cosk Centre Report f
Quick Emplovee List 3 Pav-3lip v B
Leave Reports 4 Pay History Report

Graphical Anakysis Career Progression

Gross Rate Pay Repork Employee Data Reports 4
MaP Report Allowance | Deduction »
Hire Zonfirm Listing MPLIShift 0T fRest-day [
Zuick Search by Dates Feport Code Table [
auko Prompting Repork Bank Lisking

riail Merge CPF Max Report

Label Wizard ;

AR |
Payroll reporis

Commonly Used Reports

Payroll Department Report = to print departmental report, can be used for filing
Pay Slip, Pay Advice = for printing of payslip

Pay History = to print the entire pay history reports for checking CPF, salary, etc

Payroll Reports — External Reports

External Reports r Bank/CashjCheq »
Management Reports r Bank Diskette Export
Advance Management Reports 4 _PF 4
Cuick Employee Lisk » SDFIFWL

Leave Reports r Income Tax (Form &)
araphical Analysis Farm IRSA

Commonly Used Reports

Bank/Cash/Cheque = to print the listings for checking purposes

Bank Diskette Export = all bank formats available, export to bank for “Giro” purposes
CPF = to submit to CPF via CPF PAL Internet, or via Crimson Logic

-13-
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Summary

Payroll processing — How does it work?

An employee’s master record
is entered in  “Update
Employee” tab page. Before
processing/initialising the
payroll, all relevant fields in
“Update” tab page - “Update
Employee” should be filled
out.

After processing the payroll,
individual pay records are
created. Variable/manual
entries can be added into these
pay records; such as overtime

hours, allowances or
deduction.
All pay records of the

specified pay period will be
created for individual
employee under “Process
Payroll”. The pay records are
created based on variable
factors such as date of hire,
CPF  category, recurring
allowances and deductions
that are entered in “Update
Employee” tab page

£l

l-:a- %

S

Cam T e

Update Employee

Process Payroll

Transfer medical
claims to pay records:
YES

Claim Record

Modify Record

Claim Record
Claim Fepart
Claim Repart - Landscape

1. Exit Program

2. Diagnostic

3. Backup
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