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I. How to enable to program?

User must have a DLL file named ‘EPAYSLIPSG.DLL’ in the \TP8 folder.

Il. Generate the Pay Slip

1. Go to Payroll Reports --- Internal Reports --- Pay-slip --- E- Pay Advice to generate the pay slip of the

employee.

N |

Payroll reports

Inteznal Reports

External Reports
Management Reports
Advance Management Reports
Quick Emnployes List

Leave Repaorts

Graphicsl finakyes

Gross Rate Pay Repost

HSP Report

Hire Confinm Listing
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Mad Merge

Label Winzard

2. Click the Payslip icon

TIMES SOFTWARE PTE LTD

User ID : MASTER

%

Query

=

Payslip

Period :200810 Query : All

e ==

|
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Payroll Cost Centre Report
YTD Departmental Report
YTD Cost Centre Report
Pay-Slip

Pay History Report

Career Progression
Employee Data Reports
Allowance / Deduction
MNPL/Shift/OT/Rest-day
Code Table

Bank Listing

CPF MAX Report

Checking Report
Pay Advice
E- Pay Advice



file://///TP8

3. Click Generate Payslip button to generate the e-Pay Slip.
4. To preview the payslip click the Preview button

Payslip Dialog CO version 14/07/2012 El

Parameter

—Select Pay Penod
= Mid Motk Special
?: End Month Bonus

Special Period ]
i~ Bonus Period Ela!m 1
" Mid & End Month Clairm 2
i weekl Weekl
rf: Week? Week?
"Wieek3
7 Weekd ﬁg:ﬁ
" weekb
" Clairm1 Weekh
£ Claim2

A M i o Bl

From Employee {111 —Sort Papzlip By :

Ta Employes ISLIF'F'IIIDS | * Employee No

Mame
Dept

Cost Centre

MWC option [ Basic+MyC =
Frint Annual Leawve?
Frint Sick Leave?
Frint Dccupation?

Supervisar
Category

Print Categomn? Dept+Late+Empho
Frint Bank, Payment Araunt?
Print Employes's Addrezs?
Print 507

Frint ¥ TO' amaout?

Exchude Met Salaries <= 07
Frint Bank. detailz?

Excludez Benefitz entm ?

i i T T i N i

Cormnpary+r ame

—Fayslip Mg fram:

" Employes

{+ Global Setup

Frint Paszwaord?
Print " arking 0'ays? Frint Department on Adrdress? [

Print CPF Indizatar Print Peniod on Address? H

Ijrn:n:ess StatL |

Clear PaySlip Generate Papzlip | Freview

S 0 B A e e

Wiew Papslip Infio
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lll. Send the Email Pay slip

1. Before you login to mpayslip2009 program make sure that you already key in the email address of the

employee on the TimesPay8.
2. To check whether you already keyin the email address of the employee please login to your TimesPay8,
go to Update Employee --- Employee Record --- Address. Under the Address/Contact there must be a

valid email address on the Email.

s Update Employee Record - Period :200901 =[] =S
Employees # - | Mame ILUCY Ln j 4 Jﬂ Jﬂ

Update ] Employment] O'ther] Conﬁrm&Termination] Bank Address IS;:ouse I AIIo‘waedu] Career I c 4 L

:I?airess}ccintam Country of Birth ’m Ownership Indicator I@
Surname | Update Spouse Address From Employee’s address? [
Address [BLK 472 ANG MO KID AWE 10 %Z?;f

|#0s-254

|snGaPoRE [
Postal Code |EGD472 Phone | Ext | Postal Code Ii

Mobile Phone Pager | Email |sheilﬁ@timesoﬂsg.com.sg >

Emergency Contact

Contact Alias
Per=son
Address

I
Address I
I
I

Postal Code Postal Code Same Address Indicator 7 [
Relationship - ID Humber
Contact Mo Contact Mo

Update Spouse Address Relationship = SPOUSEAVIFEFHUSBAND 7 [

Sawve Cancel | | Hl ‘ | > | 3] | J-'Lgluse

3. Login to the Mpayslip2009.exe. Choose your company and click ‘OK’ button

MSMail Payslip -23/06/2011 [ PDE Enabled ] |

Code Company Hame Staff Mo |
ABLC 4
MESTE Meste 0il Singapare Pte Lid ]
| 4 ABC COMPAMY - FTE LTD 21
Total Staff 25

| W 0K | X Exit
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Send Employee’s Payslip

1. Select the employee you want to send the payslip. To select all the employee please set the Query to
ALL and click the Select button

& Mail Payslip [JENTAI PTE LTD] =10 x|
Adrinistrator
Send Tn?lEmpIuyee NulEmaiI Address |Name | ;I
3 v SUPOOG zunhan.lokedE@timesoftzg. com. sg GUAN YUN ZHANG 21
. v SUPO0T jimm. ewa@timeszofteg. com. =g LIEW CHUEM MING
. v MGMTOO jirnrng. ligw@timesoftsg, com, sg LILJ BEI
’ v MGMTOOZ jirnrng. liews(E@timesoftsg com. sg ZHAMG FEI
. v SUPOOZ zhaozilongEmailmail. com Zhao ZiLong _I
Query |.-’-‘«LL Temp Folder : CATEMP
|Ready' ta send |F‘eriu:|d: Z201405E |Server: |

2. Goto Administrator --- Send --- Payslip Advice to send the payslip of the employee

& Mail Payslip [JENTAL PTE LTD] =100 ]
Administrakar
Mail Server Setking Payslip Password |Name | ;I
Pa‘ff"” PT“'EW . ohao. loked@timesaftsg.com. sg GLIAN YLIN ZHANG 21
Mail Payslip Passwor iy iew@timesaftsg, com.sg LIEW CHUEN MING
Edit Mail Message . .
b e . lievsiaitimezofteg, com, 2g LIU EEI
il Tasslllmnr RIS FzsEEgE . lievaistimeszofteg. com =g FHaMG FEI
FepalplAl s Ve anzilongteimailmail com Zhao Zi Long
Exit —I
hd|
Query [4LL Temp Folder : CATEMP
|Read5-' ko send |Periu:ud: Z01408E  |Server:

|
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3. After the payslip has sent to the employee you will see the Payslip Checking Report

SEIE
= a | 152 1 Close

JENTAIPTE LTD

Mail Payslip for the month May 2014 successful send out employee listing

Employee No Employee Name Email Address

MGMTO001 LIU BEI jimmy.liew@timesoftsg.com.sg

MGMT002 ZHANG FEI jimmy.liew@timesoftsg.com.sq

SUP001 LIEW CHUEN MING jimmy.liew@timesoftsg.com.sg

SUP002 Zhao Zi Long zhaozilong@mailmail.com E
SUP003 GUAN YUN ZHANG ZI| zuohao.loke@timesoftsg.com.sg

4. Ifthis is the first time that you're going to send the payslip to the employee you also need to send the
employee password, for them to know the password of the pay slip. Go to Administrator --- Send ---
Payslip Password

W Mail Payslip [JENTAI PTE LTD] =101 x|
Administrator

1
caysp adice |

Mail Server Setting Payslip Pa i |Name | ;I

Pa};slip Prlfaview 4 ohao.loke@timesafteg.com.3g GUAM YUMN ZHANG ZI
MEIIFEyEe Prssim my. liew @timesoftsg. com. sg LIEW CHUEN MING
Edit Mail Message " .
i 4Fi my. liew @timesoftsg, com, sg LIU BEI
Edit Tass.'lﬁor 7ila R e my.liew@timesoftzg.com. sg ZHANG FEI
Pl Pl Tyfps anzilongi@mailmail. com Zhao Zi Lang
Exit —I

Cluery |ALL

Temp Folder : CATEMP

|SEI'|IZ| Completed |Period: Z01405E |Server: |Micrnsu:uﬂ: Cugtloak,

If the employee’s password has been send successfully this message box will appear.

Mail Payslip - 06/06.... [X]

Password Sending completed.
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Preview the Employee’s Payslip

1. Goto Administrator --- Payslip Preview to preview the payslip of the employee.
(NOTE: Before you preview the payslip of the employee you make sure you have selected the
employee that you want to preview. Set the Query to ALL and click the Select button to select all
employees)

& Mail Payslip [JENTAI PTE LTD] o [
Adrminiskrator
Send Tu?lEmpInyee anEmaiI Address |Name | :I
¥ v SUPO03 zuohao. loked@imesoftzg, com, zg GUAN YUN ZHAMG I
. v SUPOO jirnrng. ligwEtimesoftsg, com, sg LIE" CHUEM MING
. v M GEMTO0 jimmyliewaistimeszofteg. com =g LIlJ BEI
. v M GMTO0Z jimm. ewa@timeszofteg. com. =g ZHaMG FEI
L v SUPOO2 zhaozilong&mainnail. conm Zhao ZiLong _I
Query [4LL | | Select | Temp Foldsr : CATEMP
|Real:|y to send |Peric-d: 201405E |Server: |

Wk Mail Payslip [JENTAI PTE LTD] =10l x]
Adrniniskrakor

Send k|
Mail Server Setting mail Address |Name | ;I

F"a"'f‘"F' F"' . ohao.oke@tmesoftsg.com.sg GUAN YUN ZHANG 21
Mail Paysip Passwor my.ien@timesoftsg.com.sg LIEW CHUEN MING
Edit Mail Message . .
i iF y. lieva@timezoftzg, com. sg LIU BEI
e Tass.al-\lor Bl y. lieva@timezoftzg, com. sg ZHAMG FEI
FEEER Al R haozilong@mailmail. com Zhao Zi Long
Exik —I

Huery |ALL Temp Falder : CATEMP

|Senc| Completed |Peri0d: Z01405E  |Server: Microsoft Outlook
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Sample Screen when you preview the payslip

@ TIMES
SOFTHARE

PAY SLIP ADVICE
TIMES SOFTWARE PTE LTD PERIOD © END-JAN 200
MNAME : Brad Pitt EMPLOYEEE @ Fo1
DEPT © 3UFPORT DEFARTMENT
DESCRIPTHIN HOURS!/DAYS RATE TOTAL S4LARY HOUR& DaYs DEDUCTIINS
BAZC 25000 00 (1]
HANDFHONE ALLOUWANCE Rl ]
TOTAL SA4LARY BED So00en| TOTAL DEDUCTHIHE =D L1 -]
BANK @ TITS44S ACE 30 e CURRENT ¥.T.0 BALANCE
NE PaY AL AL ke ]
CGROSE VWWAGE pE L] R e aka ]
CPF WAGE (L] L]
EMPLOYER CPF [L- ] LX)
EMFLOYEE CFF (L] (<]
ANNULL LEAVE (L) 1.0 100
SICK LEAVE (L ] 1400 1400

This Is & computer gensrated report. Mo signaturs is reguirsa.

|
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Employee’s Mail Payslip Password

1. Go to Administrator --- Mail Payslip Password to check the mail payslip password or change
the mail payslip password of the employee.

i
Administrator
Send v
Mail Server Setting |mail Address |Nﬂ'“'“‘3 | ;I
Payslip Preview phao.loke@timesoftg.com.sa GUAN YUM ZHANG 2|
ol byl Paesare tmy.Iiew@timesoftsg.com.sg LIE' CHUEN MING
Edit Mail Message my. ligwBtimesoftzg.com.sg LIU BEI
Edit Passwiord File Message my liewi@timesoftsn com sg ZHAMG FEI
Payslip File Type aozilong@maimall. com Zhao Zi Long
Exit —I

Duery |ﬁ3«LL Temp Falder : CATEMP

|Send Completed |Period: 201405E |Server: |Micrns-:Ft Ouklook,

Change Password

X
Selected EMP_ND|EMP_NAME |E_PASS ﬂ
B[ T SUPDDZ  GUANM YUN ZHANG ZI 512345670
[~ SUPDI  LIEW CHUEN MING GE241092P
[~ MGMTOO! LIU BEI 51122334F
[~ MGMTO0Z ZHANG FEI 512345670
|| T SUPD0Z  ZhaoZilong 512345670

-
af | »

Queny I,e:-,|_|_ J Celect | T Feset password to NRIC
= [~ Reset password to spstem generate pazswaord

[T Insert password to ePaypslip Message 1

Repart |

Reset

The above-information is correct as of the date of creation and Management reserves the right to change/amend without prior notice given to the customer. Page 9



User may choose to:
v Reset password to NRIC
-select the employee whom you want to reset the password. Tick Reset password to
NRIC then click the Reset button.

v Reset password to system generate password
-select the employee whom you want to reset the password. Tick Reset password to
system generate password then click the Reset button.

If you want to change the password of the employee according to the user define password, you
need to select first the employee then manually change the password of the employee on the
Password column

Change Password

Selected Emp No Hame Password | LS
[ Foo3 Cathy Tan S4Z2TERTEA
| Looz Jenifer Lee 52345678H
[ Lo Lucio Tan 512345670
I Lon3 Lucy Lin Lyl 22009
L
Queny |',1.,'|_|_ J Celect | [ Reset pazswaord to NRIC
= [ Reszet pazgword to spztem generate pazsword
Feset |
Report fL Cloze

You may click on Report button to print the list of your employee’s password.
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Edit Email Message

1. Onthe Administrator --- Edit Email Message set the email subject that you want to appear once the
employee receives the payslip, as well as the mail body message. After that click the Save button

MIEES

e Mail Payslip [TIMES SOFTWARE PTE LTD]
Administrator

F L .
Send E mail Address Mame | -
Iail Server Setting
Payslip Preview LciofEtimesoftag. com.sg Lucia Tan
Mail Payslip Password enny(@timesaftsg. com. sg Jenifer Lee
Edit Mail Message Lcyi@timeszoftag. com. =g Lucy Lin
Edit Password File Message
Payslip File Type
Exit b
L
Cuery |.-'1‘-.LL
Ready to send Period: 200902E  Server:smip. timesoftsg.co

¥ Mail Message

b il Subject

b il Body

¢ Save x Cancel
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Edit Password File Message
1. Goto Administrator --- Edit Password File Message to edit the payslip password file message

50X

%= Mail Payslip [TIMES SOFTWARE PTE LTD]

Administrator
P L .
Send E mail Address Hame | -
Mail Server Setting — :
Payslip Preview uciof@timesoftzg. com. sq Lucio Tan
Mail Payslip Password ey Etimesoftag. com.sg Jenifer Lee
Edit Mail Message Lc@timezoftzg.com. 20 Lucy Lin
Edit Password File Message
Payslip File Type
Exit 1
W
Query |ALL - |{Eelect |
Ready to send Period: 200902E  Server:smip. timesoftsg.cc

2. Onthe Password File Message key in the message that you want to appear once the employee
receive the payslip password mail. Click Save button to save the changes made.

-

#me Edit Password File Message

Pazzword File Message
Dear <HEMP_MAME: .

“rour password o view e-mail payslip iz <HE_PASS>

Fleasze destroy thiz e-mail once you have read and memorized the password.

Thank pou.
Regards.

Pawroll Master

Pre-Define Format
Employes Mo < HEFF MO
Employes Mame [< HEFAP [k E 2]
Passward [<HE PasSS:]

/ Save x Cancel
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Set the Payslip File Type

1. Goto Administrator --- Payslip File Type.

%= Mail Payslip [TIMES SOFTWARE PTE LTD]

Administrator
P L .
Send E mail Address Mame | o
Iail Server Setting — -
Payslip Preview Lciofeitimesofteg, com. sg Lucio Tan
Mail Payslip Password Ennyiatimesaftsg. com. g Jenifer Lee
Edit Mail Message Lcyi@timezoftzg.com.sq Lucy Lin
Edit Password File Message
Payslip File Type
Exit )
L
Query |ALL - |FSelect ]
Ready to send Period: 200902E  Server:smip. timesoftsg.co

2. Onthe PDF Encrypted? select YES if you want the employee to key in the password before viewing
the pay slip, choose NO if you don’t want to set any password upon viewing of the pay slip.

3. Onthe PDF format? choose Graphical

4. Click Save button to save the changes made

& Setting Dialog x|

—PDF Encrypted &

" Yes

{* Mo

—PDF Faormat #
£ Dot bdatriz

" Graphical
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