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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:

3. Save the file as.xls

Excel File Template Format

Column A Employee No

Column B Period %Q%L% oc

Column C Cycle OT2 > OTL50

Column D Date OT3 > 0T2.0C

Column E oT1 0oT4 z 0T3.0C
OT5 > OT1.0L

Column F oT2 OT6 > OTL5L

Column G OoT3 OT7 > OT2.0L
0OT8 > OT3.0L

Sample OT_Data template

021 - | £ |
A B C D E F H
1 [0013 201305 E 17/05/2013 4 7 2
2 [oo22 201305 E 17/05/2013 4 T 2
3 'DDSD 201305 E 17/05/2013 3 3 3
4 'DDSS 201305 E 17/05/2013 3 3 3
5
6
2. Go to Custom Add-on > Batch Data Entry
-
& I
Custom Add-on
BN BATCH ENTRY FOR PERIOD 201305 END MONTH [F=ES
Setup  Import  Expart
L. } ShiftHPL | ALLOWANCE | Select Cycle |
[Enp_no [Emp_name [paTe [oT1.0c [oT15c [oT20c [0T13.0C [0T1.0L [0T1.5L [072.0L [0T3.0L  [1X PH(C) [1X PH(L) [2X RD ~
|
< > v
Hew Save Delete Cancel #ppend &l | Delste OT Entry|  Create OT Entry Freview ] Cless
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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 OT TEMPLATE1
6. Setthe Field_Code and Column_No based on the excel file (sample is OT_Data.xIs)
7. Click on Close

M Excel Template

Tenmplate:

0T TEMPLATET

-

SEQ_NO

FIELD_CODE

COLUMH_HO

MAP_COLUMH_HO

MAPDESC

EMP_NO
PERICD
CYCLE
DATE
OT4
oT2
oT3

Q| Tmimo o m

IL LCloze
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8.

10.
11.
12.

13.

14.
15.

Go to Import

Hl BATCH ENTRY FOR PERIOD 201305 EMD MONTH

oT ShiftlIPL | ALLOWANCE | Select Cycle |

[Erap_no [Erap_name [paTE OT1.0C  |OT1.5C

Click on J to browse the excel file.
On Starting Rows textbox key in 0.
Set the Template as Templatel-OT
Click on Import button

M Import Excel Dialog Period : 201305 Cycle : E

Filenarme : |E:'\Documents and Settingzhsheila. TIMES-5G4DesktophOT Data, s

Starting Rows : i|D I

Template: ITempIate'I aT LI

Status

Upon successful import, system will prompt completed.

TimespayBnetsubli... E|

- Import Excel completed, -

Click on OK button
Click on Close.
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16. The list of employee and overtime hours being imported will be shown on OT tab.
17. Verify and check if the no. of OT hours is correct.
18. Click on Close.

B BATCH ENTRY FOR PERIOD 201305 END MONTH

Setup  Import  Export
oT IShiﬂ.-NPL | ALLowANCE | setect cycle |

EMP_NO  [EMP_NAME [pate  Jottoc |oTisc |oT2ec [omiec [oTteL [oTiSL [oT20L [OT3.0L [1X PH(CH [1X PHIL) [2X RD ~
Hoot3 0013 EMPLOYEE 1710572013 400 700 200 000  0.00  0.00  0.00  0.00 0 0
_[o022 0022 EMPLOYEE 170572013 400 700 200 000 000 000 0.00  0.00 0 0
_[o0s0 0050 EMPLOYEE 170572013 500 800 300 000  0.00 000 0.00  0.00 0 0

0083 0083 EMPLOYEE 1710572013 500 800 300 000 000 000 000  0.00 0 0

bl
< ¥
New | Save | Delete | LCancel | Append &l ; Create OT Entry | Frewview ‘ j'L LCloze

19. Go to Custom Add-on > Batch Data Transfer
20. Select the Cycle

21. Click on Process button to transfer the OT hours to Modify Record.

»
[

Custom Add-nﬁ

Period Initialize (X

Transfer Pay Transaction for END MONTH Period : 201305

Cyele End Manth -

Ver9.14 Process X cancel
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22. Click on Close

23.

Il Payroll Initialization

Transfer Baich Employee : 0013
Transfer Baich Employee : 0022
Transfer Baich Employee : 0050
Transfer Baich Employee : 0083
- CORMPLETED -

Go to Modify Record to check the OT hours.

fes [ Modify Pay Record ] - Current Period : 201305 Cycle: E

Emplopee # (0013 +| Mame # 0013 EMPLOYEE
Leave |lluick Menu|Peri0(I 201305

Pay Group =TO Other Cyele

Hour Worked 000  Basic Pay |

Paid Monthly

Pericd 05E Twpe:

000 Age: | 2925 200,00 100.00

[

HF-1 CPFlLewy CLAZE

SDF
w

[nPL Day-c | 200.000000] 0.00 0nn Allowances / Deductions
weLhc | 10000] 000 000 = |[ Jcode  [pescription [amount [T ]~
|absent-c | 200.00 0.00 ooo = |[p
,7 Total Ho Pay leave 0.00
0T1.0C o0 40000 &
0T1.5C 150.00) 105000
0T2.0C 200.00) 40000
b v
. Shik | Total Dvertime 1850.00| CPF Contribution Total Wages
Total All 0.00
| | = Employer 296.00 | 1ota owance
A employee -370.00 | Total Deduction 0.00

4.63

CPF Wage 1850, 4

RestDay Total Shift oo/ @ PWL | 0.00 Gross Wage 1850.00
0.50 Day 100.00| 000 oo~ 4| p M Hett Wage 1480.00
0.5LDay# 100.00| 0.00 000 v -

Rest Day Pay p.0g Bank egecalculatel " Save ‘ X cancel 1 Close
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