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TIMES SOFTWARE

Times Pay 8.0/ Netsublicense

It is a Windows-based integrated payroll and human resource management system. It
is cost-effective and designed with robust functionality and performance. It is user
friendly and flexible, allowing payroll to be done according to the countries’ local
authorities requirements.
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User ID :MASTER Period: 201806 Cycle: End Emp Size : 11 Query: ALL Status: Unlock

TIMES PAY 8.0/ Netsublicense manages a wide variety of payroll activities from
simple straightforward deduction categories to complex, multi-company payrolls.

It tracks all employee data related to payroll processing, print pay-slips and generates
a wide array of standard and statutory government reports to satisfy your monthly,
guarterly and annual processing requirements. You can maintain full employee details
including staff transfers, job and pay histories.
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1. INSTALLATION

This section provide steps to install Timespay 8.0/ NETSUBLICENSE application.

INSTALLTION PROCEDURES:

1) Activate the installer
provided.

2) Please wait for a few
seconds. The installer will
perform an auto run and
the following screen will
be prompted.

3) Click Next > button to
initialize the installation

4) Select Complete and click
on Next > Button to
proceed.
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J Times Full Installation - Installfware Wizard —

Welcome to the InstallAware Wizard for Times
Software

The InstallAware Wizard wil install Times Software on your
computer,

WARMIMG: This program is protected by copyright law and
international treaties.

To continue, dick Next.

< Back Next> | = Cancel

J TIMES SOFTWARE PTE LTD - InstallAware Wizard —

Setup Type
Choose the setup type that is best for your needs.

Please select a setup type.

Al program features will be installed. This option requires the
most disk space.

Custom

Choosze which program features you want installed.
Recommended for advanced users.

InstallAware

<Back || MNext> | | Cancel
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5) The Destination Folder Screen will
be prompted. Select Next > button
to proceed, click on Change..
button to select the desired
location to store the application.

6) Click the Next > button and the
InstallAware Wizard will start to
run.
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J TIMES SOFTWARE PTE LTD - InstallAware Wizard —

Destination Folder
Select folder where setup will install files,

[c:\mMEsOFTTPS |

InstallAware

<Back || Mext> | | cancel

" TIMES SOFTWARE PTE LTD - InstallAware Wizard -

]

Completing the InstallAware Wizard for Times
Products

The InstallAware Wizard is now ready to configure Times
Product on this computer.

- Click Mext to begin configuration

- Click Back to change settings

- Click Cancel to exit

<Back || Next> |  Cancel

" TIMES SOFTWARE PTE LTD - InstallAware Wizard -

Installing Times Products
The program features you selected are being configured.

Please wait while the InstallAware Wizard installs Times Full Installation.
This may take several minutes,

e
15

Status:

File: logo.bmp, Directory:
C:\Users\yanling. lim, TIMES-5G\Desktop\tp8 \IMAGE\, Size: 404120

InstallAware

< Back Mext =
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7) Next, the Sentinel System
Driver- InstallShield Wizard
page will be prompted.
Click on Next > button to
proceed.

8) On the License Agreement
screen, select option: | accept
the terms in the license
agreement. Click on Next > to
continue.

9) Under Setup Type select
Complete and click on Next >
to continue
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ﬁl Sentinel System Driver - InstallShield Wizard d

Welcome to the InstallShield Wizard for
Sentinel System Driver

The Installshield(R) wizard will install Sentinel System Driver on
your computer. To continue, dick Mext.

ﬂ Sentinel System Driver - InstallShield Wizard >

License Agreement

Please read the following license agreement carefully.

All Products (including developer's kits, Sentinel hardware keys, diskettes or other A
magnetic media, software, documentation and all future orders) are subject to the

terms stated below. If vou disagree with these terms, please return the Product and

the documentation to Rainbow, postage prepaid, within three days of your receipt,

and Rainbow will provide you with a refund, less freight and normal handling

charges.

1. Youmay notcopy or reproduce all or any part of the Product, except as
authorized in item 2 below. FRemoval emulation or reverse-engineenng of all or any
part of the Product constitutes an unauthorized modification to the Product and is ]

(@)1 accept the terms in the license agreement:

()1 do not accept the terms in the license agreement

InstallShield
< Back Cancel
ﬁ Sentinel System Driver - InstallShield Wizard *
Setup Type

Choose the setup type that best suits your needs.

Please select a setup type.

All program features will be installed. (Requires the most disk
space.)

Choose which program features you want installed and where they
will be installed. Recommended for advanced users,

Installshield




TI M Es ﬁ Sentinel Systemn Driver - InstallShield Wizard
Ready to Install the Program

SOFTWARE The wizard is ready to begin installation.

10) CI|Ck on |nSta” to proceed Click Install to begin the installation.
Once insta"ation is com p|ete’ Ie;?'to;:a?;a%review or change any of your installation settings, dick Back. Click Cancel to
system will prompt the
InstallShield Wizard Completed IMPORTANT:
page. Click on Finish button. Please remove all USB SuperPro keys before continuing!

Installshield

Cancel

11) Lastly, Click on Finish button to
complete the installation 157 Sentinel System Driver - InstallShield Wizard *

InstallShield Wizard Completed

The wizard was interrupted before Sentinel System Driver
could be completely installed.

Your system has not been modified. To install this program at a
later time, please run the installation again.

Click Finish to exit the wizard.

Cancel

< Back

o} TIMES SOFTWARE PTE LTD - InstallAware Wizard —

ﬂ Completing the InstallAware Wizard for Times
Products

To dese this wizard, dick Finish.

= Back Cancel
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2. LAUNCHING TIMESPAY8/ NETSUBLICENSE APPLICATION

To launch TIMESPAY8/ NETSUBLICENSE, Double-click the shortcut icon.

LIVIESER R VIES ER T
S HCTECTU S LB M GE R
R CTECTTE

Choose a company database in the company selection window and activate it by

clicking the LOGON button.

X Exit Exit Button: To exit the program.

' Logon || 550n Button: to login to selected database.

System Info: Reflects software license information

¥ TIMES Payroll/Human Resource Ver 9.7.24.9 29/03/2018 O X
Company Name Staff No
TIMES SOFTWARE PTE LTD 11] | [
Delete
Mew
Diagnostic
System info
Total Company 1 Total Staff 11| Licensed Headcount 0045
Remote Server ADS Version 8.10 {ACE 8.10) Data Dictionary & Logon X Exit
Functions from the above window:
Delete Delete Button: To delete a selected database.
Hew New Button: To create a new company database.
Save .
Save Button: To save a newly created database.
Diagnestic | iagnostic Button: To restore or perform database backup.
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IMPORTANT!

Here are some frequently asked question:

e How to create new database?

e How to delete a database?

e How to perform a backup?

e How to restore database from backup?
e How to login to the application?

Refer to the following pages to the respectively questions.
How many database can | create?

There is no limit to the number of companies that you can create as long you have
enough headcount purchased

How do | check the number of headcount purchased?

From the main screen it shows the number of licensed headcount purchased.

&7 TIMES Payroll/Human Resource = a b4
Code Company Name | Staff No | »
» TIMES SOFTWARE PTE LTD 11 St

Delete

Mew
Diagnostic
G System info
Total Company 1 = Total Stafi 1] Licensed Headcount 0045 I
Remote Server ADS Version 8.10 [ACE B.10) Data Dictionary «" Logon X Exit
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DATABASE CREATION PROCEDURES:

1. Click on New button.

2. Create Code and Company Name.

3. Click on Save button Create Company completed! message will be prompted click
on OK to proceed

% TIMES Payroll/Human Resource Ver — O x

Company Name Staff No | ~

Delete

Diagnostic
System info
L
Total Company 0 Total Staff 0| Licensed Headcount 9339
Remote Server ADS Version 8.10 (ACE 8.10) Data Dictionary \/ Logon x Exit ‘
TIMES Payroll/Human Res...
Create Cornpany completed !
............. 5E
Code Limited to 8 alpha-numeric. Cannot delete after the code is

created as it is for troubleshooting. Usually an abbreviation or
initial of the database.

Company Name | Company Name as registered via ACRA.
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DELETION PROCEDURES:

Please take note that only Master user can delete a database, please perform a backup
before deleting a database.

1. Make sure EE is
pointing to the
desired database
and click on
Delete button.

2. System will prompt
Warning message.

3. Select Delete Database button and  |Master Password Dialog X
key in Master password.

4. System will prompt a backup
reminder, if the backup has
been done prior to the
deletion click on Yes to L
proceed, otherwise click on
No to perform a backup.

10| Page

B% TIMES Payroll/Human Resource Ver 9.7.24.9 27/03/2018 - O X
Code Company Name Staff No | "
TS TIMES SOFTWARE o | CompanyCode
‘ Delete
Mew
Diagnostic
System info
w
Total Company 0 | Total Staff 0| Licensed Headcount 9939
Remote Server ADS Version 8.10 {(ACE 8.10) Data Dictionary ‘ \/ Logon i x Exit ‘
¥ Purge Database — O >

Delete Database ﬁglose

Master Paszword ||

W 0K J1 Close

Warning >

Warning! Please backup data before proceed, OK to proceed?
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5. Click on Yes and the database will be removed.

BACKUP PROCEDURES:

Warning X

Warning! Are you sure to proceed?

l.\'

In order to perform a backup kindly ensure all application users logoff from the
application. If you have E-Module kindly stop eSolution before performing the

backup.
. . . E TIMES Payroll/Human Resource Ver 9.7.24.9 27/03/2018 — O *
1. Click on Diagnostic
b tt g Code Company Name Staff No | ~
utton. CiB TIMES SOFTWARE o | Company Code
Delete
New
‘ Diagnostic
v System info
Total Company 0 Total Staff (0 Licensed Headcount 9999
Remote Server ADS Version 8.10 (ACE 8.10) Data Dictionary : & Logon X Exit
. . Database Maintenance X
2. Database Maintenance screen will be |
prompted. Click on Backup.
Reuser |
Bestare ‘
Backup ‘
Optimize | j"L LCloze

3. System will prompt the Payroll Backup Utilities screen.
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Filename: Shows where the backup will be saved. To change a location click on the

H icon.

4. Click on START button to start the backup.

Payroll Backup Utilities [TSPL]

Filename |EI:'\TIMESDFT'\TF’SRBAEKUF"\TSF‘L Monday, July 2, 20181206 PM.ZIP

Backup A0 files? v

=]
153
[}
I

5. System will prompt the following screen as reminder to inform all user to logoff from
the system. Click on Yes if all users has logged off, otherwise click No and inform all
users to logout from the system.

Information ol

Please ensure all user logout the systemn before backup the database?
Are you sure to continue !

Mo
6. System will start the backup.
Payroll Backup Utilities [TSPL] *
Filename |CATIMESDFTATPEABACKUPAT SPL Monday, July 2, 20181206 PM ZIP . :l

Backup A0 files? v

Source Data Directory : CATIMESOFTSTREMCOMPAMYYTSPLY

E_EMP_PROS5.adt

[a]
=
i
[m]
I
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7. Once backup it is completed, system will show Backup completed. Files compressed:
XXX files.

Please note that if system shows Backup completed. Files Compressed: O it
means that the backup is not completed.

Timespay2netsublicense *

Backup completed. Files Compressed : 742

RESTORATION PROCEDURES:

Please note that only Master user can perform restoration. Kindly perform a
backup prior to the restoration.

1. Click on Diagnostic

Wy TIMES Payroll/Human Resource Ver 9.7.24.9 27/03/2018 — O *
button. i v
Code Company Name Staff No | ~
CiB TIMES SOFTWARE o | CompanyCode
Delete
MNew
‘ Diagnostic
System info
he ————————————
Total Company 0 Total Staff 0| Licensed Headcount 9945
Remote Server ADS Version 8.10 (ACE 8.10) Data Dictionary &’ Logon X Exit
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. ) Database Maintenance »
2. Database Maintenance screen will be
prompted. Click on Restore.
Reuzer
Bestore
Backup
Optimize | I'L Close
3. System will prompt user to enter Master Master Password Dialog v
password.
b aster Password ]
V' 0K ¥ Clase
4. System will prompt a backup Warning *

reminder. If the backup has
been done, click on Yes to
proceed, otherwise click on No d l b,
to perform a backup.

Warning! Please backup data before proceed, OK to proceed?

Warning
5. System will prompt a warning. Click on Yes to

proceed.

.................................

pod

l Warning! Are you sure to proceed?
%
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6. Click on e icon to select the file for restoration.Once the file is selected, system
will trigger the start button automatically.

Payroll Restore Utilities [TSPL]

Filenarne |

Backup ADM files? v

o

%

7. System will prompt the following screen for confirmation. Click on Yes button to
proceed, and the restoration process begins.

Pt

Canfirm

Do you wish to restore database 7
It will overwrite all data file !

Payroll Restore Utilities [TSPL]

Filename | EINIEETHRN]

Backup A0M files? ~3

P_DTRX5F.adi

LIPATSPL Monday, July 2,

a8

8. Once restoration is
completed, system will
reflect the number of files
extracted and the
destination path selected.

x

Tirnespayinetsublicense

Files Extracted: 742 Destination path : CATIMESOFTATPE\COMPANYTSPL
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LOGIN PROCEDURES:

1. Kindly ensure the B indicator is pointing to the database and click on Logon.

Code Company Name Staff No ~ |
CiE TIMES SOFTWARE PTE LTD 17 | Company Code
Lag in Entry
User D ;|0
Pasgword ; Delete
Peiod: [201807 | S|/ ~] | [Fgaied New
Password
Diagnastic
J Login | x Logout e R
System info
b ——————————————
Total Company 1 Total Staff 11| Licensed Headcount 0090
PAY PARA " Logon X Exit
Log in Entry

Uger ID : [MASTER

T

FPaszwiord :
iod - 1201508 =
F'en-:u:l . AJ‘I - Change
M| Password
&' Login X Logout
User ID User’s ID - assigned by the system administrator.
Note: The default user ID is MASTER. A Master user has full access rights to the
system.
Password User’s Password - assigned by the system administrator.
Note: The default password is “1234”
Period Select period to process payroll Year & Month
Eg: 201501
E/M Salary Payment mode —
a) End-month pay (E)
b) Mid-month pay (M)
. Logi . .
Click on v/ Login to access to the application.
. x Logout
Click on to cancel.
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3. COMPANY SETUP

bl

1
o ——
— |

Company Setup

Company Profile Tab

Company Setup stores company information and global formula used.

In order for the system to generate the correct information to the bank or government

bodies (e.g. CPF and IRAS), information must be keyed into the Company Profile.

CPF &/CH |2D1113I383HF'TEEI1

Income Tax AJCH [193804415D I

Company Bank-1D 7338 *=+| Branch (001

Bank-ACH | 234567892 J
SWIFT Codett |
System Setting
Date Format DD-”MMW obatiu:un Period | 3

Link Leave Ta [«
Madiy Recard 7|
Link Claim T
Modify Fecord 7 Tes :lv

Add additiohal comnmunity fund on top the contribution amount? v

id Month Pay Subject to CPF v
uct FuL Lewy iF MPL & Abzent?]
Mid Month CPFwage * factor 2 v

5 Company Parameter _ - %
Company |TIMES SOFTWARE PTE LTD Co Registration No |1EIEIED44'I 50

Address [10JALAN BESAR SIM LIM TOWER ) MSO/PMBS Scheme [MS0 Round up =]

|1'ﬂ 401 MW Scheme |N0t 2pplicable j

[SINGAPORE MV Max [10.00 mye [Round! ~] Def MvC [ 10.00

Pogtal 208787 Phane |5295'| 933 MYCE Method |.f3.ccumu|ated MWL percentage J

Home Page URL |www.timesoftsg.com.sg Tel |E2E|5‘I 932 M50 Mard Im

Email |sales@timesuftsg.cu:um.s Fax | e .ﬁ.dd.Maﬂli

CPF Woluntan 4/C |2D1113I383HF'TEI32
M5S0 & CH |2IZI1113IZIB3HF'TEI32

Retired Age lE

M5P Code
CPFM&x Formula
Dizable Auto Calculate Back Pay OT [BAOT]? [

bl Auta Prompting Repart ? v

Auto Capping

Encashmert Code |&ANL -

Fiounding Faormula |Nc' Rounding

-]

Prorate Formula

Prorate for newly hired or terminate employee 7 v

jk

Encash Method |ENCash confirmed staff only

“w/orking Day/Mths -
Paysiip Message [TOUR P& WiLL BE CREDITED 3 Foma | a-a =l
| Method |Dayf"Day Farmula * B age Salary ﬂ
j-_L Close |
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No Item Description
1 Company Company’s registered name
2 Co Registration No Company’s registration number
3 Address Company’s address
4 CPF AIC# Company’s CPF account number, without dash “-*
5 Income Tax A/C# Company’s Income Tax account number
6 Company Bank ID/ Company’s bank account
Branch/ Bank-AC#
7 CPF Voluntary A/C# Company’s CPF Voluntary account number if applicable
8 NSP Code If company deducts employee salary, use the system default code
“‘NSP”
9 Date Format DD/MMIYYYY
Note: Ensure that application date format syncs with OS. Go
‘Control Panel, Regional and Language Options, short date
format.)
10 Link Leave to Modify If leave is maintained in the system, and when set to “Yes”, system
Record? will auto deduct when process payroll
11 Encashment Keep the default encashment code to “&ANL”. Select the
Code/Rounding/ appropriate rounding method.
Method
12 Prorate Formula * Prorate for Hired or Terminated Employee?

- Always ensure this is ticked to prorate new joiner or resignee
*Formula: Select the appropriate method.

*Method: Daily Rate * Days worked — calculation of salary based
on daily rate.

Day/Day Formulae * Base Salary — calculation of salary based on
total days worked over total working days in that month.

Enable Auto Prompting Report 2 [w
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Misc. Parameter Tab

E Cormpany Parameter

Carnpany Profile

HoursiDay

Desc |Hnur | ~
Ldl} 8
_|D2 8
| |D3 8

Hours Worked per year
2288

Select Formula
Daily Rate By
\Warking Days/hih

=]

OT Rate Setup

] Prorate Allnwance] aTt Eapping] iz ] Semvice F'u:uintTabIe] Cuztam Setting]

Enable OT entry 7 [v

Description |Factor|Tax  |Status |CPF |MSO|NPL [GRP| ~
M oT1.0C 1 1|c OW-SubjecttoCPFmax [ | T | T
_|oT15¢C 15 1|C OW-SubjecttoCPFmax [~ | I | I
_|oT2.0C 2 1\C OW-Subjectto CPFmax [~ | [ | ™ |
£ >

OT ceiling |None j OT Ceiling(Min} 0

0T Ceiling(Max) 99999

OT Rate Setting

Rounding Method |2 Decimal Places j

|.-‘Kppl\y Last Mth OT(C) as Cur Mth OT(L)

j OT Hours Ceiling

Enable Absent entry 7 v

Enable Rest day entry ? [

Shift Setup
HERDailyIHotclby SHIFT_DESC [RATE [CPF? [Tax? [0T7 [GRP? _[NPL? [MSD ~
|Working Daysbin — ~| | [} gpFTq 0.00 OW-Subject to CPF max 10| r
Absent Daily Bate By _|SHIFTZ 0.00 OW-Subject to CPF max 1 N I N
|Working DaysiWeek j |_|SHIFT3 0.00 OW-3ubject to CPF max 1 I l_ I [T w
0T-Rate By € ’
|Hoursf‘r’ear j Enable Shiftentry ? | Average Shift Montr|Curren1 Month j
Working Day ResztD ay/Public Holiday S5etup
|6 Decimal Places | RESTDAY Desciiption CPF? |Tax |[GRP? |NF &
»RD 0.5Day-C RD 0.50-C OW-Subjectto CRFmax| 1| [~ [
Enable MPL entry ? v RD 0.5Day-L RD 0.50-L AW-CPF Mo Ceiling 1 = [
Enable MPL Haour entry 2 [w RD 1.0Day-C RD 1.0D-C OW-Subject to CPF max i O [ w

Rest Day Formula [Working Days/\Week

j RestDayRate |Base Pay Rate j

I-_L Cloze |

Hours/Day

SE — Salary Exempt: employees under this setting not entitle to overtime pay.

SN — Salary Non-Exempt: employees under this setting entitle to overtime pay.

D1 - D8 - Daily rated types. If you don’t have any daily-rated workers in your company,
please ignore this part. 8 types (D1 to D8) of daily-rated workers are defined.
The user may choose to set the numbers of working hours per day for each

type.

HR1- HR5 - Hourly rated types. If you don’t have any hourly rated worker in your
company, please ignore this part. 5 types (HR1 to HR5) of hourly-rated
workers are defined. The user may choose to set the numbers of working
hours per day for each type.

Hours Worked per year: Used for overtime salary computation.
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Select Formula

Daily Rate By - Select the daily rate formula

NPL Daily Rate By - Select the No Pay Leave formula

Absent Daily Rate By - Select the Absent leave formula

OT- Rate By - Select the overtime formula

Note: Choose OT rate formulae “Hours/Year” if the number of working hours per week is
unique in your company.

Example:

44 hrs per week

Hours Worked per year = 44 X 52 weeks = 2288 hrs

Enable NPL entry?

Tick to enable NPL-Day data input screen under Modified Pay Record
Enable NPL Hour entry?

Tick to enable NPL-Hour data input screen under Modified Pay Record
Enable Absent entry?

Tick to enable Absent-Day data input screen under Modified Pay Record

OT Rate Setup

OT Rate Setup

Description  [Factor |Tak __ |Status |CPF |[Mso [NPL [GRP [Min.0T.Rate |
| 1 1C OW-Subject to CPF max I I I
0T1.50C 15 1¢C OW-Subjectto CPFmax | I | I T
oT2.0C 2 1C OW-Subjectto CPFmax | I | I T
oT 3.0C 3 1C OW-SubjecttoCPFmax | I | I— I
oT1.0L 1 1L OW-SubjecttoCPFmax | I | I— I
OT ceiling ‘None j QT Ceiling{Min) 0
Enable OT entry ? v QT Ceiling(Mazx) 0
OT Rate Setting |Apply Last Mt OT(C) as Cur Mth OT(L) | oT Hours Ceiling 72
Rounding Method |2 Decimal Places |
Description: User to define description.

Factor: Overtime rate multiplying factor. (Factor can be changed)
Status: C — overtime computation based on the current basic pay
L — overtime computation based on the last basic pay before
the latest increment.
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GRP? Tick to enable gross rate of pay computation — affects GRP items like:
E.g. Paid annual leave.
“Gross Rate of Pay” — GRP

GRP cover earnings, including allowances except overtime payments, annual wage
supplement, travelling, food and housing allowances, reimbursements for special
expenses, and productivity incentive payments.

- GRP is used to calculate payment in lieu of notice of termination, public holidays, salary
cut for absence from work, annual leave, sick leave with hospitalisation and maternity
leave.

CPF? - Select salary type for CPF computation (OW: Ordinary Wage, AW: Additional

Wage or None)
Tax? - Set the line number where this amount would be reflected in the IR8A form.

GRP? - Tick to enable gross rate of pay computation — affects GRP items like: (E.g. Paid
annual leave.)

NPL? - Tick if you want the OT payment to affect No Pay Leave deduction rate.

OT ceiling - User can define the OT ceiling as: none, basic plus allowances or basic only
OT Ceiling (Min) - Minimum basic wage for computing overtime pay.

OT Ceiling (Max) - Maximum basic wage for computing overtime pay.

Enable OT entry? -Tick to enable OT data input screen under Modified Pay Record.

Shift Rate Setup

Shift Setup
SHIFT_DESC _ |RATE [CPF? [Tax? [0712 [GRP?  [NPL? [MSO]
}|SHIFTA 0.00 OW-Subject to CPF max 1 r r r
_|SHIFT2 0.00 OW-Subject to CPF max 1 ™ r r r
_|SHIFT3 0.00 OW-Subject to CPF max 1 T r r r
| |SHIFT4 0.00 OW-Subject to CPF max 1 r r r
Enable Shift entry ? ~ Average Shift Month Current Month |

SHIFT_DESC (Description): User defined description.
RATE: $/hr.

CPF? - Select salary type for CPF computation (OW: Ordinary Wage, AW: Additional
Wage or None)

Tax? - Set the line number where this amount would be reflected in the IR8A form.

GRP? - Tick to enable gross rate of pay computation — affects GRP items like (E.g. Paid
annual leave.)

NPL? - Tick if you want the SHIFT payment to affect No Pay Leave deduction rate.
Enable Shift entry? - Tick to enable shift data input screen under Modified Pay Record.

Average Shift Month - Current : Computation for shift allowances based on current
month only.

- Last 1 to 6 months: Computation for shift allowances based on
the average of months. This will reflect the average gross rate
pay for the last 6 months in your Gross Rate Report.
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Rest Day/Public Holiday Setup

RestDay/Public Holiday Setup

RESTDAY Description |cPF? [Tax [6RP? [WPL? [0T? [MSOD?] -
RD 0.5Day-C RD 0.5D-C OW-Subjectto CPFmax 1 [ r r | r
RD 0.5Day-L RD 0.5D-L AW-CPF No Ceiling 1 r r r r
p|RD 1.0Day-C RD 1.00-C OW-Subject to CPF max 1 r I -
v
Enable Rest day entry ? ¥
Rest Day Formula |W0rking Days/\Week j Rest Day Rate Base Pay Rate j

Description - User defined description.

CPF? - Select salary type for CPF computation (OW: Ordinary Wage, AW: Additional
Wage or None)

Tax? - Set the line number where this amount would be reflected in the IR8A form.
OT? - Tick if you want the Rest Day payment to affect OT rate.
NPL? -Tick if you want the Rest Day payment to affect No Pay Leave deduction rate.

Enable Rest day entry? - Tick to enable Rest day data input screen under Modified Pay
Record.

Prorate Allowance Tab

This feature allows users to prorate recurring allowances.

® Company Parameter — O *

Compaty Profile] Mizc Parameter  Prorate Allowance l aT Eapping] Misc ] Service F‘ointTabIe] Custarm Setting
Formula

Prorate Formula  |Working Day/Mths -

[NPL/ABSENT Day Formula ] - Use Fixed Amount from update Employee Record 7 W

[GRP Formula] - Use Fixed Amount from Update Employee Record ? i

[OT Formula] - Use Fixed Amount from Update Employee Record ? |

Code  |Description |npL|Absent| Annual| sick|nsp|oTHi OTH2 OTH3 OTH4 ~
) B C [ rr

<

<Fdz/<Right Click> - Delete code <Ins - Add code

i'L LCloze

22| Page



TIMES

SOFTWARE

Fixed allowance(s) that needs to be pro-rated for newly hired or terminated staff will have
to be declared under Prorate Allowance.

Prorate Formula: Formulae to be used for prorated wages.

e [NPL/ABSENT Day Formula] - Use Fixed Amount from update Employee
Record?
-Tick to use Fixed amount for NPL/Absent day computation. i.e. no prorate.

e [GRP Formula] — Use Fixed Amount from update Employee Record?
-Tick to use Fixed amount for GRP computation. i.e. no prorate.

To prorate an allowance, press the INS (Insert) button on your keyboard.

Code - Select an allowance code.

Description - Description of the selected allowance.

NPL - Tick on NPL to prorate allowance when there is NPL taken.

Absent - Tick on Absent to prorate allowance when Absent leave is taken.
Annual - Tick on Annual to prorate allowance when Annual leave is taken.
Sick - Tick on Sick to prorate allowance when Sick leave is taken.

OT Capping

OT Capping is used when different OT Ceiling Formula is used for different group of
employees. (For example: workmen and non-workmen)

Here are the examples of the different types of OT Ceiling Formula.
‘Fix Rate’ used under OT Ceiling Formula.

e.g. CLASSI for Fixed Rate and the amount ($20).

OT Ceiling oT oT . Max Basic Salary
EILE Formula Ceiling Min |Ceiling Max | O Rate |- vert SN To SE
L CLASS Fix Rate 20

‘Basic & exclude Allw Subj OT’ used under OT Ceiling Formula.
e.g. Min OT Ceiling 600 and Max OT Ceiling 1500.

| Mizc ] Service F'u:uintTaI:uIe] Cusztomn Setting]

OT Ceiling oT oT . Max Basic Salary
ETLE Formula Ceiling Min |Ceiling Max | XC9Rate | vert SN To SE
LCI_ASS1 Basic & exclude Allw Subj 600 1500

Sample of creating Workmen and Non-Workmen class code.

Compary F'rnfile] Mizc F'arameter] Frorate &llowance l Mizc ] Service F'DintTabIe] Custom Setting]

OT Ceiling oT oT : Max Basic Salary

Code Formula Ceiling Min |Ceiling Max |F *¢9 Rt |- vert 5N To SE
LNWRKMEN Basic & exclude Allw Subj 0 2250
| |WRKMEN  Basic & Allw Subj OT 0 4500
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4. PAYROLL SETUP

Payroll setup contains system code settings. User can go under payroll setup to view
CPF/ FWL rates or create new codes (Eg. Department/Occupation code) in the system.

Payroll Setup

Pay Period (Pay Group)

User may define different pay groups with a variety of working patterns. Salaries of the
employee in the pay group, will be calculated based on the working pattern set in that

group.
NOTE:

A pay group is a template used to generate the working formula, pattern and calendar for
an employee. The employee record contains a working calendar and salary computation

formula.

Example of
Pay Group:

5 Day-work
week, 5% Day
workweek or
5w Day with
alternating
Saturday.

Payroll Peried Maintenance

Global Pay Group Setting l weekly Pay Group ]

Global Weekly Setting

Payp Group |5.0047S |E| Day worked Per 'wWeek 5 Waorking Hours g st Week 2nd wiesk
Soan MOM |FULL | |FULL =
= Hour W orked Per '

Year 2016 = our Worked Per Year Tue [FoL <] oL =
Start-Date [01/01/2016  « End-Date |31/12/2016 . wep UL <] [FOLC =
Daily Fiate Formula : [Working Days/Mth = Working Calendar || D0 < [FULL -
MPL Rate formula |Working Dayps/tth ﬂ Fe-Gensrate FRI |FULL =] |FULL ~]

0T Howr formula « [Hoursfear - User Defined gaT |OFF Jhd | OFF Jhd

Count Work, Day sun [oFF «| [oFF =
Period |StartDate |MidDate |End-Date |1stHalf|2rd Half |Total |Overtime |Overtime | Overti .
Start Date [Mid Date |End Date
1201501 m/o/s2me 1502006 3172006 1.0 00 21.00
_|201602  01/02/2016 | 15/02/2016 | 23/02/2016 1.0 0.0 21.00
_|201603 | 01/03/2016 | 15/03/2016 | 31/03/2016 11.0 12.0 23.00
_|201604 | 01/04/2016 | 15/04/2016 | 30/04/2016 11.0 10.0 21.00
_|201605 | 01/05/2016 | 15/06/2016 | 31/05/2016 10.0 12.0 22.00
_|201608 | O1/06/2016  15/06/2016 | 30/06/2016 1.0 1.0 22.00
_|201607  01/07/2016 15/07/2016 | 31/07/2016 1.0 0.0 21.00
_| 201608 | 01/08/2016 | 15/08/2016 | 31/08/2016 11.0 12.0 23.00 [~ More than two wesks sstting 7
_|201609 | 01/09/2016 | 15/09/2016 | 30/09/2016 11.0 11.0 22.00 [7 |5 altemate Saturday ?
_|201610 | MA0/2006 (15410/2016 | 31110/2016 10.0 11.0 21.00 [~ Public Holday as Off Day ?
_ 201611 m1A1/2006  15A11/2016 | 30A11/2016 1.0 1.0 22.00
| |201612 011242006 (1611272016 | 31412/2016 1.0 1.0 22.00 o
Hew ‘ Save ‘ Lancel ‘ Delete ‘ ﬁ Close

Pay Group - To specify the pay period cut-off date. Users can define one or more pay-

group.

Global Weekly Setting - To define working pattern of the company.

Daily Rate Formula - To specify the Formula used in computing the daily rate of a
monthly rated employee.

NPL Rate Formula - Formula used in computing no pay leave deduction.
OT Hour Formula - Formula used in computing overtime pay.
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- Working Calendar ) )
Click ! to generate employee’s working calendar pattern for the entire
year.

. Re-Generate . .
Click to create new working calendar after “Global Weekly Setting”

has been modified.

Click

Count "W ork, Day

to recount the number of working days for a selected individual

pay period.

A

IMPORTANT!

When a new employee record is created the default pay group assigned to the
employee is: “STD” (Standard).

Global Weekly Setting

CREATION PROCEDURE: Tstweek — 2ndiweek
_ — MOM |FULL »| [FULL |
1) Click the New button. TUE [FOLL | [FULL <]
2) Type in a new pay group name in this field. WwED |FULL | JFULL =]
3) Set the weekly pattern using a two/four week —| THU |[FULL ~| [FULL |
schedule. FRI JFULL | |FULL «]
OFF «| |OFF =
[ |z alternate Saturday 7 L sl | J | J
SUN [OFF | |OFF  «|
4) If “Is alternate Saturday?” is ticked, only the 1st week’s Saturday work pattern is
considered ‘FULL’ and 2nd Week’s Saturday is ‘OFF’ subsequent Sat are
alternated for the rest of the month.
5) Click the Save button to generate the work pattern for the whole year and save the

new pay group.

Community Funds/SDF

The various community fund contributions and skill development levy setting is reflected
on the table.

25| Page



TIMES

SOFTWARE

Community Fund Table

Fund Setup l Union T able ] Urion T able for Bonus ]

SDL is not payable for the following employees:

An employee who is a domestic servant, chauffeur or gardener wholly and exclusively
employed by an individual otherwise than in connection with that individual’s trade,
business, profession or vocation. An employee who does not render any services in
Singapore in relation to a month. This excludes employee who is on leave for that month

that is arising from his or her employment in Singapore
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COAC FUMD SINDA FUMD
From | To | Fate | ~ From To Fate ~
t 0.00 2000.00 0.50 t 0.oo 1000.00 1.00
| 2000.01 3500.00 1.00 | 1000.01 1500.00 200
| 2800.01 5000.00 1.50 | 1500.01 2800.00 500
| a000.01 7a00.00 200 | 2500.01 4500.00 7.00
| 7a00.01 3993595339, 55 2.00 | 4500, 01 Fa00.00 .00
W W
ELICF FUMD MOS0 FUMD
Fram | Ta | R ate | " From Ta R ate "
t 0.00 1000.00 2.00 t 0.0 1000.00 200
| 1000.01 1500.00 4.00 | 1000.01 2000.00 450
| 1500.01 2500.00 .00 | 2000.01 a000.00 B.50
| 2500.01 4000.00 9.00 | 000,01 4000.00 15.00
4000.01 000,00 12.00 4000, 01 B000.00 19,50
B W B W
SDF Setup
SDF percent % | 0.25 b ax 5 alary 4500.00 Minimum Contribution 2.00
- M| Close
IMPORTANT!
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CPFE Tables

All entries in the CPF tables are for reference purpose. Times Software Pte Ltd will
provide an update based on local authority’s regulations in the event if there are any

changes.
B | SINGAPORE CPF SETUP - O x
Standard ] Fls< Hate]
Type |CLASS'I J |Singaporean: (1] &ge from :0 To:35 Age | ¢ From  Above I_D To E
Employee's wages Employer's contribution Employee's contribution
MotEwcesdng | 50.00 NA LA,

But
Mot Exceeding | 500.00

But
Mot Exceeding | 790.00

Enceeding 50,00 0.00 +f| 01700 * (Tetalwages - | 0.00 ) | 000 «f| 0.0000 = [Totel\wages - 0.00 )

E oeeding ~00.00 0.00 +f| 01700 * [ TotalWages - | 0.00 ) | 000 +f| DBOOD = [TotalWages - | 500.00 J)

Exeeedhig 750.00 || 1700 XO0w | 17.00 Xaw | 2000 z0w+| 2000 %&w
mia = 1020.00 max = 1200.00
=] - > > - o

Bank Codes
Users may define a new bank detail whenever necessary.

# Bank Code Maintenance — Od =
Search Code | Sort By |BAME_ID j
Browse \ Detail ]
BAME_ID|BANK_BRAMCH |BAME_MAME Bl A
4 oot ABM AMRD BAME, MY == BRAMCH
_|70o 0&0 ABM AMRO Bank MY Singapore Branch
700 051 ARM AMRAD Bank MY Conzurmer Banking
7010 052 ABM AMRO Bank MY Orchard
| 7010 053 ABM AMRD Bank MY Thomzon
_|70o 054 ABM AMAO Bank MY International Private Clients
_|7mo 055 ABM AMRD Bank MY HDB Hub
_|70a (1L ABM AMRAO Bank MY Somerset
7010 &7 ARM AMAD Bank MY Credit Card Centre
7010 053 ABM AMRO Bank MY Ngee Ainn City
_|7mo 059 ABM AMRD Bank NV Suntec City
(700 &0 ABM AMRO Bank NV Market Street v
< >
<F4=/¢Right Click> - Delete code <Insert:/<Double Click> - Add Code fL Cloge
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IMPORTANT!

How to create a new bank code

CREATION PROCEDURE:

1. To create a new bank code, click on ‘Ins’ (Insert) button on the keyboard or by

Double Clicking.

2. After modifying or adding bank details, click on Close button and click Yes to save.

DELETION PROCEDURE:

Bank code that are tied to an employee cannot be deleted.
1. To delete a wrongly created bank code click on <F4> on the keyboard or by

performing a Right Clicking.

Foreign Levy Table

Times Software Pte Ltd will provide an update based on local authority’s regulations in

the event if there are any changes.

However if there is a code that is not found in the table, user may update the table in

accordance to the local authority’s requirements.

B Foreign Levy Table — | >
CLASS DESCRIPTION DAILY _RATE [MAX_PER_MTH |Part (1)/(2) -
B COMSTRUCTION WORKER-SKILLED 987 00.00§
N o COMSTRUCTION WORKER-SKILLED 9.ar7 300.002
: cwz COMSTRUCTION WORKER-UNSKILLED 21.37 630.001
_|cwz COMSTRUCTION WORKER-UNSKILLED 2302 700002
_|Cw3 COMSTRUCTION WORKER-MYE WANER-SKILLED 19.73 600.00/1
_|Cw3 COMSTRUCTION WORKER-MYE WANER-SKILLED 19.73 600.00/2
g COMSTRUCTION WORKER-MYE WANER-UNSKILLED .24 950.00 1
N Cwg COMSTRUCTION WORKER-MYE WANER-UNSKILLED 31.24 950.00|2
_r.1AF‘.INE-5 MARINE WORKER-SKILLED 9.ar7 300.00 1
: MARINE-S MARINE WORKER-SKILLED 987 300002
| MARINE-U MARINE WORKER-UNSKILLED 13.16 400.00 1
| MARINE-U MARINE WORKER-UNSKILLED 13.16 400.00 2
| [MFG&0% MANUFACTURING-UP to 25% WORKER-UNSKILLED 1247 370.001
W
<F4=/<Right Click=-Delete code <Double Click=/<Insert= - Add Code i‘L Cloze
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A

IMPORTANT!

Part (1) refers to levy rate from Jan to Jun, Part (2) refers to levy rate from July to Dec.

CREATION PROCEDURE:

1. Double-click on any record field or press the <INSERT> key

DELETION PROCEDURE:

1. Press the function key <F4> or perform a right click on mouse button when the
mouse pointer is on the selected record.

National Service Pay

NSP refers to National Service Pay.

The NSP setup table will show two default allowances generated by the system. You
can set whether you wish the NSP computation to include OT or Shift by indicating with
a tick in their check boxes. (Refer to diagram below)

You would need to define which allowances/payments are subjected to NSP so that the
NSP deduction can be computed automatically by the system.

MNSP Setup x

W Owetime [~ Shift |7 FestDay Fomula |Salam/working Day ﬂ

Code |Descripti0n |NSP| ~
_|BACK BALCK PAY OF BASIC i~
|BAOT BACK PAY OF OWERTIME i~
L TRAN TRAMSPORT ALLOW/AMCE v

lose

Eu
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Allowance/Deduction Table

Allowance / Deduction Code Maintenance 4
Search Code Sorted by |Code v | FixedCol [0 5| Grosswage |STD hd

Description CPF? Tax [SDF? F"'!e“‘ ‘EIT ‘NSI ~

nKind

ErETa N /| THHOLD None ~ rr
_|$DEDMNFL MO P&Y LEAWE DEDUCTION 0'w/-Subject ta CPF max 1 ™ |
_|%FUE #ORK/PUELIC HOLIDAY PAY Aiwd-CPF Mo Ceiling 1 ™ r |
_|%RES HREST DAY PaY O'w/-Subject ta CPF max 1 r | r
| BAML @PaID ANMUAL LEAVE O'w/-Subject ta CPF max 1 I~ r | r
| BAPL @aLL OTHER APPROVED LE&Y | 0W-Subject bo CPF max 1 ™ |
_|&DEDHR DED Naone ™ |
_|&HOL @PAID HOLIDAY O%wi-Subject o CPF max = B1) [ r | r
| BMAT @PalD MATERNITY LEAWE O'w/-Subject ta CPF max 1 I~ r |-
_|&MOL @MOTICE IM LIEU BY EMFLOYER  |Naone 73 ¥ r | r
| &MPL @NO PAY LESVE 0'w/-Subject ta CPF max 1 ™ |
_|&0T @OVERTIME Pay 0'w/-Subject ta CPF max 1 ™ r |
_|&FLB @y ORK/FUBLIC HOLIDAY PAY | 0W-Subject bo CPF max 1 r | r
_|&RES @REST DAY PaY O'w/-Subject ta CPF max 1 I~ r | r
| &SICK @PAID SICK LEAWE 0'w/-Subject ta CPF max ™ |
| @$BEONU BOMNUS Aiwd-CPF Mo Ceiling 2 |
_|[@$NSPCPF  NSP Yarishle Allowance 0'/-Subject ta CPF max 11 T |

|| @ANL FalD ANMNUAL LEAWVE O'w/-Subject ta CPF max 1 [~ rif.
£ >

<Fd»/<Right Click> -Delete code <Ingert>/<Double Click> - Add Code + = & 7 j'-L Close

Code - User-defined allowance and deduction code
(Code must be in CAPITALS and maximum 8 Alpha Numeric)
Description - Description of allowances and deductions to be displayed on payslip.

OT - If the option is ticked, the allowance/deduction will affect the computation for
overtime rate.

NPL - If the option is ticked, the allowance/deduction will affect the computation for NPL
rate.

GRP - If the option is ticked, the allowance/deduction will affect the computation for
gross rate of pay.

Note: GRP is used to calculate salary for public holidays, notice pay and other
approved paid leave (e.g. Annual leave, Maternity leave, Marriage leave) and
hospitalisation leave.

Please use the code BONUSP for any bonus that is paid this year but declared last
year.

IMPORTANT!

CREATION PROCEDURE:

Double click on any record field or hit on the ‘Ins’ (Insert) key.

DELETION PROCEDURE:

Press the function key <F4> or perform a right click on mouse button when the mouse
pointer is on the selected record.
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Other Code Table

This is where users maintain and create all system codes.

Pay Pericd (Pay Group)
Pensicn Fund Table

Bank Codes
Allowance/Deduction Table
Others Code Table
Cost Centre Table <

Formula Setup
Company Setup
Salary Schedule
Supervisor Setup
Wage Code Setup

General Ledger

Users can define all the above codes according to their own company
setting. For example, department code can be defined as follows:

X

‘ ~

Department Code Maintenance
Search Code Sorted by | code w| Fited Columnz [0 5
Description Map Code
OFFICE AND ADMIN
CUSTOMER CARE DEPARTMENT
|EoP EDP
_|FoD FINANCE & OPERATIONS DERARTMENT
| HR HR
| IT DERARTMENT
| MGMT MANAGEMENT DERARTMENT
| MKTG MARKETING DERARTMENT
_|NONE NONE
_|PROD PRODUCTION DEPARTMENT
| PROJECT PROJECT DERARMTNET
_|SALES SALES DEPARTMENT
| |sUPP SUPP
<F4>Delete code <Inserts - Add Code B0 System Code JE'L Close
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Branch

Benefit Scheme
Cakegory

Career Progression
Claim Code
Classification Code
Canpany

Cosk Centre
Currency Code
Deparkrnent
Division

Diagnosis
Education
Huoliday Table
Hosp, fClinic Code
Institution Code
Job Grade Code
Leave Scheme
Lacation
Mationality
Qccupation
COikher Cccupation
Race

Religion
Relationship
Section

SubiC|zirn

Scale code
Salutation Code
Termination Code
Work Code




TIMES

SOFTWARE

Cost Centre Table

Cost centre table is mainly used for project costing.

Users can specify cost centres to which an individual employee belongs by percentage.
For example, employee belongs to two different cost centres, namely; 75% allocated to
cost centre 1 and 25% allocated to cost centre 2. Once the respective percentages have
been defined, the project costing report can be generated based on the specific
distribution.

¥ Cost Centre Allocation — *

Employes # |5|3|:“:|3 ﬂ Mame |HEI YANG ﬂ

Period :| 201807 | &1

Cost Centre |Des-::riptiun Dept/Program |Percent ~
ACCOUMTS ACCOUNTS CC 50,00
FIMAMCE FIMAMCE CC 50.00

[=]

w
Allocate ‘ Save ‘ Cancel ‘ Preview ‘ H| ‘ | >| H| ﬁglose

ASSIGNING PROCEDURE:

1. Select the employee
Edit/modify the cost allocation (percentage) for each Cost Centre
Specify the starting period to apply the new/amended cost allocation. «—

Click on the Allocate button to assign the cost allocation for the entire service year
from the period indicated.

5. Click the Save button to confirm the allocation and save the setting

L
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for that period.

IMPORTANT!

Clicking the Save button without clicking the Allocate button merely allocates the costing

Management Reports, look for Cost Centre Report.

Formula Setup

To get the cost centre report, please go to Payroll Reports, Advance

Any allowance/deduction can be defined with a formula based on the predefined fields

in provided in this setup.

For example

Meal allowance = number of working days of the pay period * $5.00

Assuming the code: MEAL is already assigned as an allowance type. You may now

assign a formula to that code.

Formula Setup >
HO |Des-::riptiun |NI] |Descriptiun |NI] |Des-::riptiun | ~
L Wall Baze Salay Walz2 | Increment Wal3  TotalWwage
_|¥A04  Bonus Factaor Wals | Hour Work vear WalE | Daywiork week
_|¥AD7 | Service Maonth WAL  Service Year Wa03 | Sick LY Entitlemnent
_|¥AT0 Annu LY Entitlement Yal1l  Paid Basze waged Wil2 Mo Paid Leaved
Y813 | Total Overtimed Wald  Total Shiftd Wi15 | Total Restdayd
_|V¥ATE | Gross “Wage$ Waly CPFwaoged Wald  Mett Papd
_|¥A13  Employes CPF Yozl  Employer CPF Wil | Tatal CPF
_|¥AZ2 Bonus Emplayer CPF Wa23  Bonug Employes CPF Wi2d | Tatal Bonus CPF
_|Wa25 | Special Employer CPF WAZE  Special Emploves CPF Wa2?  Tatal Special CPF
_|¥A28 SDF Fund VA2 Pl WA30 | Sick Leave Taken
_|¥A3 Annual Leave T aken Wa3z2 MPL Day W33 MPL hour
_|¥A34 Absent Day Wa3h  Daywork in st Half Wa3E | Daywiork in 2nd Half
|Waa?  Tatal Day wark Wa33 | Owertime Hour #1 Wa33 | Owvertime Hour #2
_|¥A40 | Overtime Hour H3 WAAT | Ovwertime Hour #4 Wad2 | Overtime Hour #5
_|¥A43  Overtime Hour HE Wad4 | Overtime Hour #7 Wa45 | Overtime Hour #8
|WadE | Shift #1 Wiady | Shift #2 WadE | Shift #3
|VA43 | Shift #4 WaRD | Shift #5 WART | Shift #E
| |WA52 | Shift #4 WAR3 | Shift #8 WARd | Shift #9 v
Farmula Code
MEAL | [wa3s =
Save j-_L Cloze
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Tips & Tricks

Codes with formulae assignment assumes the highest priority as compared to prorated
formula in the payroll process.

The following example performs rounding to the nearest dollar.

Eg. Gross Wages = VA16 = $699.00 Meal = $20

Method Allowance | FORMULAE Value shown
Code under modify pay
record
1 ALLW FLTROUND(((VA16 - <MEAL>)*0.1),0) 68
2 ALLW FLTROUND(((VA16 - <MEAL>)*0.1),2) 69.90
3 ALLW INT(VAL6 - <MEAL>*0.1) 67

If you wish to round to the nearest cents use method 2

ASSIGNING PROCEDURE:

1. On the Formula Code, click the ellipsis E button
2. Choose the desired code from the lookup table.

3. Onthe Formula Field, enter the desired formulae.
(E.g. VA37*5 refers to Total Day Work * $5)

After processing payroll, in the modify pay record.

The results is shown as follows:

VA37*5 =20 * $5 = $100.00

Employee # 002 -

Pay Record l Leave Record Allowances / Deductions

Pay Group 5TD Cycle
DETER A= | 20.00 Basic

v
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Code | Description | Amount

7]~

M ATTH ATTENDAMCE ALLOWAMNCE
_ | BALCK. BaCk PAY OF BASIC

COALC CHIMESE DEW'T AS5T. FUME
_|INCD INCOME T DEDUCTION
LOARN LOAM REPAYMENT
_|MEAL MEAL ALLOWAMNCE *

g0.00 GB

5455 0
050 M
-A0.00 M
-100.00 M

oo [l
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Salary Schedule

For company with fixed salary increment following a salary scale can use a salary

schedule to perform global

. Salary Scale Table Code Maintenance *
Increment.
Search Code | Sorted by | code ~| Fised Cobmns [0 5
CREATION PROCEDURE: "
Code Description Map Code |
1. Create salary scale code at HONE

<Payroll Setup><Others Code SCALET  SCALE 1

Table><Scale Code>. ScaLe

[w]

Example:
Create “Scale1” and “Scale2”

2. Proceed under <Payroll
Setup><Salary Schedule>.
The following message will be
prompted ‘Create Salary
Schedule: SCALE?2'. Click
“Yes” to proceed.

Confirm x> e
<F43-Delete code <Inserty - 4dd Code [ System Code j"|_ Cloze

Create Salary Shedule: SCALE2

% Salary Scale Table - O *

] Global S alary Increment ] Report ]

Steps No# |25 +|  vear 2018 %

3. Inthe Salary Scale table, under
Salary range (scale) select
‘SCALE1’, enter the amount the
number of years in the “Steps
No#” field.

Process fL Cloze

35| Page



TIMES

SOFTWARE

o Confirm pt
4. Then we need to Initialize Schedule.

Go under Initialize Schedule Tab and click
on Process button. ‘Initialize Salary
Schedule for Year: XXXX' message will be

prompted. Click Yes to proceed. N
O
5. Go under Schedule Tab to enter
Amount for each step. T salary Scale Table - B X
Scheduls ] |kitialize: Schedule] Global Salary Increment] Heport]
Salary range (scale)|SCALET ¥ | Steps Mo# |25 :l Year |2E|18 :l
STEP |AMOUNT |
| 1 1500
| 2 1525
| 3 15580
| 4 1600
| 5 1625
| £ 1650
| Fi 1725
Id = 17580
| 3 1800
| 10 1825
| 1 1250
| 12 1500
| 13 1525
| 14 1950
| 15 2000
| 18 1]
| 17 1]
| 18 1]
| 19 1]
o 20 al .,
Delete jI-L Cloze
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6. Once the setup is done, proceed to <Update Employee> < Career>. Under Salary
range (scale) input the salary scale and Salary Step input the service year of the
employee, usually it starts from 1 which means refers to 1st service year then save the

record.

When there is an annual increment, user just need to click new for new record and
select the appropriate progression code, for example: AINCR. Select the Salary range
(scale) and salary step according and saved. System will auto reflect the increment

amount from Salary Scale Table.

Employment] Other ] Confirm & Termination ] Bank ] Address] Spouse ] Allow/Dedu Career |Ca|enda Ll

Career Progression l Other l

Progression .
Code CONEM Section

NONE Old Salary 800,00

Department |FROD :I Increment Effective Date |12/09/2017 Increment 200.00

NON

Category ~ |NONE | increment paid Date
Occupation | NONE Salary range (scale)
Cost Centre [NONE Salary Step

Company TSPL
Job Grade NONE Transfer/Promotion

Review date

I

Appraizal
Grade

Global Salary Increment

1. Ensure you have updated the “Salary
Range (Scale)” under
<Update Employee> <Career Tab>
2. Go under
<Payroll Setup><Salary Schedule>.
<Global Salary Increment Tab>
- Select Progression Code
- Set Increment effective Date and
Increment Paid date
- Set Schedule Year
- Under Option select ‘Update Career
Record’
- Click Process and system will
prompt:” Global Increment for the
year: XXXX”, select “Yes” to proceed.
Upon completion system will prompt
‘COMPLETED’, click on ‘OK’ button
to continue.
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12/09/2017 MNews Salary 100 040
SCALFE1 Salary Type |Monthly

Salary
Percent%

1 100.00

Increment review date

% salary Scale Table - O >
Schedule] Initialize Schedule i Global Salary Increment l Fiepurt]
Progre=ssion Code Im
Increment Effective Date |11/08/2018
Increment Paid Date 072018 =
Schedule Year ame 5
Option |L|pdate Career Fecard j
Process I-'L Close
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4. LEAVE SETUP

Leave Setup allows user to setup leave calculation and leave allocation to employees.

Leave Setup

Leave Administration

Leave administration is where user setup leave proration, cut off method and setup
Public Holiday table.

% Leave Setup - O X
Leave Adminstration
Annual Code 2018 |  Start date |01/01/2018 End date |31/12/2018
Method/Holiday Table | BIF Method (E Module) |
Prorate Entitlement |Ca|endar Day j Holiday Table <
Current Leave |Half (>= 0.25 & <= 0.75) | [Holiday _|Description STATE ~
Leave Cut Off Day 99.00 = #[01/01/2018 | Mew Year's Day
_|16/02/2018 | Chinese New Year
Entitlement by Leave Scheme -] |17/0212018  Chinese New Year
Saturday as Full day [Yes - |30/03/2018 | Good Friday
_|01/05/2018  Labour Day
Leave B/F method |One Year(Without B/F) J 29/05/2018  VWesak Day

j _|15/06/2018 |Hari Raya Puasa
_|09/08/2018  National Day

22/08/2018  Hari Raya Haiji

|06/11/2018 | Deepavali

- | |25/12/2018 | Christmas Day

Prorate Sick Leave |F'r0-rate Sick & Hospitalisation

Leave adjustment Mo
with effective date

Paternity Leave ’—L|
One Year Expiry Individual

«F4> - Delete PH <Insert=/<Right Click=> - Insert New PH lose

&
]
=5
o]

Leave Cut Off Day in the Leave Administration to 99.00

Staff joins on or before the 15th of the month, the employee  L&ave Cut Off Day 99.00 5
is entitled to 1 service month however if the staff joins on or after 16th of the month, the
employee is entitled to 1/2 month, then the user will have to set the

Leave Cut Off Day in the Leave Administration to 50.00 Leave Cut Off Day 50.00 5

Staff joins on or before the 15th of the month, the employee is entitled to 1 service month
however if the staff joins on or after 16th of the month, the employee is entitled to 0 month.

Leave Cut Off Day in the Leave Administration to 15.00 Leave Cut Off Day 15.00 5
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Staff would need to complete at for a minimum of 15 calendar day to be entitled to 1
service month.

Prorate Entitlement
Leave entitlement may be computed based on:

e Service Month

The employees’ leave entitlement will be prorated according to their service month and
leave cut off is based on the hired date anniversary. (If staff joined on or before the
15th of the month, the employee’s is entitled to 1 service month and if staff joins on or
after 16th of the month the employee is entitled to 1/2 the service month, then the user
will have to set the Leave Cut Off Day in the Leave Administration to 99.00).

Employee’s Hired Date: 1% June 2018
Leave Entitlement 1% Year 7 days, 2™ Year 8 days.

Leave entitlement for Year 2018 = (7 months/12 months) x 7 days = 4.08 days
Leave entitlement for Year 2019

= [(5 months/12 months) x 7 days] + [(7 months/12 months) x 8 days]

=2.91 days + 4.66 days =7.58 days

» Service Month (Entitle in 1st month)

The employees’ leave entitlement will be prorated according to their service month but
they will be entitled to the full number of earned leave in the first month they joined the
company. The leave cut off is based on their anniversary.

* Full Entitlement

The employees’ leave entitlement will be prorated according to their service month but
they will be entitled to the full number of earned leave in the first month. Their full
number of leave entitlement will start from the 2nd year and the leave cut off for this
method is in December.

Leave entitlement for Year 2018

= (7 months/12 months) x 7 days

= 4.08 days (Full entitlement from the month of hired date)

Leave entitlement for Year 2019 = 8.00 days (Full entitlement from Jan 2019)

» Calendar Day

The employees’ leave entitlement will be prorated according to their hired date which
is on the calendar days (365 days) and the leave cut off is based on their anniversary.

Leave entitlement for Year 2018 = (214 days/365 days) x 7 days = 4.10 days
Leave entitlement for Year 2019

=[(151 days/365 days) x 7 days]+ [(214 days/365 days) x 8 days]

= 2.89 days + 4.69 days

= 7.58 days (Full entitlement in Jan 2019)
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+ Calendar Day — (Entitle in 1st month)

The employees’ leave entitlement will be prorated according to their hired date (by
calendar) but they will be entitled to the full number of earned leave in the first month
they joined the company. The leave cut off for the employee will be by anniversary.

Leave entitlement for Year 2018

= (214 days/365 days) x 7 days

= 4.10 days (Full entitlement from the month of hired date)

Leave entitlement for Year 2019

=[(151 days/365 days) x 7 days] + [(214 days/365 days) x 8 days]
= 2.89 days + 4.69 days

= 7.58 days (Full entitlement from Jan 2019)

» Calendar Day — Full

The employees’ leave entitlement will be prorated according to their hired date (by
calendar) but they will be entitled to the full number of earned leave in the first month.
The difference between Calendar Day —Full and Calendar Day (Entitle in 1st month) is
that the employees will have their full number of leave entitlement starting from the 2nd
year and the leave cut off for this method will be in December.

 Service Year

The employees’ leave entitlement will be prorated according to their service month
and the cut off is in December.

Leave entitlement for Year 2018

= (7 months/12 months) x 7 days

= 4.08 days (Full entittement from the month of hired date)

Leave entitlement for Year 2019 = 8.00 days (Full entitlement from Jan 2019)

e Service Year — Financial

The employee’s leave entitlement will be prorated according from their date of join to
the Date of financial cut-off date.

Date of join: 01/06/2018

Financial Year Period: August to July

Leave Entitlement for Year 2018: = [2months/12months) x 7 days] = 1.17days
2 months (Service month from period 01/06/2018 to 31/07/2019)
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+ Service Year — (Cut off July)

The employee’s leave entitlement will be prorated according from their date of join to
the date of financial cut-off date.

Date of join: 01/01/2018

Financial Year Period: July to June

Leave Entitlement in Year 2018: [6months/12months) x 7 days] = 3.5 days
6 months (Service month from period 01/01/2018 to 30/06/2018)

* Anniversary — Full

The employees’ leave entitlement will be prorated according to their date of join but
they will be entitled to the full number of earned leave in the first month they joined the
company. The leave cut off for the individual employee will be in the month they joined
in the following year.

Employee’s Hired Date: 15t June 2018
Leave Allocation 1% Year 7 days, 2" Year 8 days.

Leave entitlement for Year 2018
=7 days (Full entitlement from the June2018 to May 2019)

Leave entitlement for Year 2019
= 8 days (Full entitlement from the June2019 to May 2020)

» Anniversary — (1st Prorate & 2nd Full)

The employees’ leave entitlement will be prorated according to their date of join in their
first year and they will be entitled to have the full number of leave in their 1st month of
second year. The leave cut off will be in the month they joined in the following year.

Leave entitlement for Year 2018 = 7 days (0.58~0.59 days earn per month)
Leave entitlement for Year 2019 = 8 days (Full Entitlement from June)

* Anniversary

The employees’ leave entitlement will be prorated according to their date of join. The
cut off for their leave will be in the month they joined in the following year.

Leave entitlement for Year 2018 = 7 days (0.58~0.59 days earn per month)
Leave entitlement for Year 2019 = 8 days (0.66~0.67 days earn per month)
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* Working Day-(Entitle in 1st month)

The employees’ leave entitlement will be prorated according to their hired date which
is on The working days (260 days for 5 days per week, 286 days for 5.5 days per
week) and the Leave cut off for the employee will be by their anniversary.

Leave for Year 2018 = (152 days/260 days) x 7 days = 4.08 days

Leave for Year 2019 = [(108 days/260 days) x 7 days] + [(152 days/260 days) x 8 days]
= 2.9 days + 4.67 days = 7.58 days
Current Leave

Prorate: computations based on prorate entitlement to 2 decimal places.

Round: computation for monthly earned leave correct to the nearest whole number.
E.g.>05=1.0

Round up (1.05 => 2.00): computation for monthly earned leave based on rounding off
anything more than 0.01. E.g. >0.01=1.0

Quarterly: computation for monthly earned leave correct to the nearest quarter.
E.g. >0 and <0.25 = 0.25, >0.25 and <= 0.5

Half (>= 0.25 & <= 0.75): computation for monthly earned leave where any leave fall in
between 0.25 and 0.75 will round to 0.5.

E.g. 0.251t0 0.75 = 0.5, anything greater than to 0.25 or 0.75 = 0.5, anything below
0.25 = 0 and anything above 0.75 = 1.

Half (<0.5:=0 or >= 0.5:= 1): computation for monthly earned leave where any leave less
than 0.5 will be 0 and if anything greater or equal to 0.5 will be round up to 1.

E.g.04=0,05=1,06=1

Half (<0.5:=0 or > 0.5:= 0.5): computation for monthly earned leave where any leave less
than 0.5 will be 0 and anything greater and equal to 0.5 will remain as 0.5.

E.0.0t00.499=0,>20.5t00.999=0.5

Half (> 0.5:= 1 or <= 0.5:= 0.5): computation for monthly earned leave where anything
less equal to 0.5 will remain as 0.5 but anything that is greater than 0.5 will be rounded up
to 1.

E.0.04=05,05=05,06=1
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Half (> 0.5:= 1 or <= 0.5:= 0 or 0.5:=0): computation for monthly earned leave where
anything less or equal to 0.5 will remain as 0 but anything that is greater than 0.5 will be
rounded up to 1.

E.g.04=0,05=0,06=1

Half: computation for monthly earned leave correct to the nearest half.
E.g. 0.15=0.5,0.58 =1.00

Full: full-earned leave entitlement depending on the prorated entitlement type (same as
prorate).

Entitlement By
To assign leave entitlement by one of the following method:

Leave Scheme, Category or Job Grade

Saturday as Full day

Yes -To treat leave taken on Saturday as Full day.

No - To treat leave taken on Saturday as per employees’ application.
Company recognises half day leave application on Saturday.

Prorate Sick Leave
Yes- Prorate sick for incomplete year staff.

No- Will not prorate sick leave for incomplete year staff

Pro-rate Sick & Hospitalisation — MOM guideline with effect from 1 Jan 2009.

Prorate Sick Leave |F'r|:|-rate Sick & Hospitalisation j

Leave adjustment with effective date

Yes - Annual Leave adjustment effective based on effective month.
No - Annual Leave adjustment effective from start of the year

Paternity Leave One Year Expiry
Individual- To control paternity expiry based on employee from family tab

Global- To extend paternity leave expiry to all staff
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Setting up public holiday
CREATION PROCEDURES:

1. Click on ‘Ins’ (insert) button on
the keyboard to add a new
holiday.

2. To select a date, click the drop-
down arrow to show the current
calendar. Pick a date from the
calendar.

3. Enter the name of the holiday in
the name field.

Leave Allocation

Holiday

| Description

STATE

¥

04/07/201¢ ~ |

|

|

24 25
1 2
g 1

15 1B

22 23

23 30

28 27 28
3 @D 5
1m0 11 12
17 18 19
24 25 26
1 2

29
E
13
20
27
3

T Today: 04/0772018

a0
7
14
21
28
4

To define the entitlement method at Leave Setup, Leave Administration. Options
available are Category, Job Grade and Leave Scheme.

Leave Scheme is the commonly used method. User will need to create the types of Leave

Schemes under Payroll Setup.

CREATION PROCEDURES:

1. Go under Payroll Setup> Others code table> Leave Scheme

To add a new leave scheme:

Double-click the mouse button
or press the insert key.

To delete a leave scheme:

Mational Service Pay

Allowance/Deduction Table
Others Code Table
Cost Centre Table

Click the right mouse button or press the F4 key.

2. Go under Leave Setup > Leave Allocation

Select a leave scheme code. E.g. SCH1.

and enter entitlement accordingly.

Max B/F: Specify the maximum number of
leave that may be carried forward to the

next service period.

w

Click the close button.

Hosp./Clinic Code
Institution Code

lob Grade Code

Leave Scheme

Location
Mationality
Occupation
Entitlernent Allocation >
Leave Scheme [|SCH1 -
From To Entitlement| Curent Year |Maximum ~
Years Years Days Carry Forward| Accumulated BF
B 0 1 14 7
H 1 3 15 ]
H 3 g 16 3
B E 7 17 10
B 7 93 18 10
Information x

4. System will prompt to recalculate leave entitlement,

select ‘No’ to continue.
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Leave Code
To create or maintain leave code applicable to the company.
Leave Code Maintenance .
Search Code | Sorted by |cods | Fived Calumns {0 5
Code Description Method i‘?ﬁrdw Ez::;le :ﬂithod Gender Ié:i:‘; ;2::13 -
ABSENT ABSENT Working days
] ACHILD Adoption Leave Calendar Days 28.00 Female
: ANNU ANNUAL LEAVE Working days Full Day
CHILDLVE  CHILD CARE LEAVE Working days 2.00 Both
] COMP COMPASSIONATE LEAVE Working days 3.00
_ ECHILD ENHANCED CHILD CARE LEAVE Working days 400 Both
: EMATE EXTENDED MATERNITY Working days 40.00 Female
_|HOSP HOSPTALISATION Working days Half Day 60.00
INFANT INFANT CARE LEAVE Working days 6.00 Both
_ LIEU OFF IN LIEU Working days 0.00 Both
F MARR WMARRIAGE LEAVE Working davs 3.00 Perpetua Both
: MATE MATERNITY LEAVE Calendar Days 56.00 Female
NPL NO PAY LEAWE DAY Working days Half Day
_NPLHOUR NO PAY LEANE HOUR Working Hours
_ NSP NATIOMNAL SERVICE LEAVE Working days Male W
< >
<Fax-Delete code <Insert: - Add Code . System Code j"L Cloge

The following are the definition to the header on leave code maintenance.

YES- Full working day
NO- Half working day
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User can group 2 or more
leave code under a master

leave code.

No. ofI dakyfentitle. | Male-,IAppIicelllble tlo Male | Max. No .of Sat apply leave = %2 day.
Left blank for Annual Female-Applicable to Female day to bring Max ¥ Sat per year.
and sick leave Both-Applicable to both genders forward
\ A A T
Saturday|Entitle |B/F Leave Leawve Effective |Max Saturday
RS Full Days Method D Group Scheme Ll Days Half Days
v v v v
Calendar Days Ordinary- Balance leave will Leave code can be Min days work before
Working Days B/F seen by staff assign staff entitle to apply
Working Hours Perpetual- Balance leave will with this leave this leave
B/F to next year as long as scheme
staff still working at that
company
\ 4 \ 4
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CREATION PROCEDURES:

1. Go under Leave Setup> Leave Code
To add a new leave code:
Double-click the mouse button or press the insert key.

To delete a leave code:
Click the right mouse button or press the F4 key.

A

IMPORTANT!

Do not remove the list of system codes. You could insert create new leave code by
hitting on the Insert button on your key board:

LEAVE CODES

e ABSENT e ANNU

e HOSP e MATE

e NPL e NPLHOUR
e NSP e SICK

Working Day Setting - Holiday State

Set working calendar to overwrite the employee working calendar under Update
employee > Calendar.

Usually used when company declares a half day shut down

Example:

5] Working Day Setting by ...  — O x
1. Set half day on 26/12/2016 STATE_CODE  [DATE [woRKCODE | &
2. At <update employee><calendar> » ~12612/2016 Hal
3. Set Holiday Table =STD

In this case when a staff apply leave on 26/12/20186, it will deduct %2 day instead of 1
day.
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Childcare Leave/ Maternity Leave/ Paternity Leave Setup

In order for employee to be entitled to the above leave, the child’s details will have to be
enter into the system under Family Detail.

System will detect relationship SON or DAUGHTER to allocate entitlement accordingly.

B " Employee Family Details — O

e

Emp No |0009 - Name  |ONG SELINA

Family Details Record ]-::-mer]

Famity member name |D3‘-.LSEIN SER Dependant N
Nric / ID No |T17546785 Date of Birth [01/05/2018 | Age: 0 ¥ears, Z months

Relationship |SON _~||som

Gender Male - Date of Adoption - Adopted Child 7 r
Occupation |NDNE j |NDNE Enhanced Paternity # [

Institute Code |NONE | |nonE

To allow the extended childcare leave application, citizenship ‘SING’ is important in the
Family Details Record.

Family Details Record Other l

Race Code INONE | |nonE
CitizenShip ISING _~|[sncarorean
Country of Birth INOME | [nonE
Religion INONE _~||none

Reside in Singapore 7 ™
Singapore PR status ? ™
Working Status 7 I

Shared Parental leave approved? I

Approval to extend Paternity Expired Date? [
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5. HR SETUP

To setup reimburse limit and criteria for different category of employees.

= ]

Wk

HR Setup :

User will need to create the types of Benefit Schemes and Claim code under Payroll

Setup
CREATION PROCEDURES:

1. Go under Payroll Setup> Others code table> Benefit Scheme

To add a new benefit scheme:

) Mational Service Pay
Double-click the mouse button

or press the insert key.

Allowance/Deduction Table
Others Code Table

Cost Centre Table
To delete a benefit scheme:

Click the right mouse button or press the F4 key.

2. Go under Payroll Setup> Others code table> Claim Code

To add a new claim code:
Mational Service Pay

Allowance/Deduction Table
COthers Code Table
Cost Centre Table

Double-click the mouse button
or press the insert key.

To delete a claim code:
Click the right mouse button or press the F4 key.
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Branch

Benefit Scheme
Category

Career Progression
Claim Code

Classification Code

Category

Career Progression
Claim Code
Classification Code

Company
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3. Go under HR Setup > O x
. B Claim Setup -
Claim Table
a. Click on New Claim Type |Claim + | Claim Prarate b_l,J|Ca|endarDay Round ta Dolléj Owvenwite Excesded Claim |7T'es
Button Setup ] tdax Claim Allc-catic-n] GET ] Claim Entitiemnent .t’-‘«diustment] Copy Clairn Setup]
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b. Claim Type: Filtered By I
Claim or Sub

Claim Scheme Code -

c. Claim Prorate: Claim Code  [Cods | Descripton
ExEC ExECUTIE BEMEFIT SCHEME R
. Dependants Paid %
By Service Out.patient Co-gMRGl MANAGERIAL BENEFIT SCHEME o4
year(service MOME  WOME SCHEME =
In-patient Co—pa. TITETTT e T e T g | o VI a :
month) or - - . ]
Limit Per vigit for Private Doctor 0
Calendar day , . .
. Apply Pre illness Claim Override Co-payment |
d' Overwrlte Medical Claim Indicator link to Medical Profile |
Exceeded
Claim: To be ; .__|Limit Per ([Employee |Dependant (Employee |Dependant |liness A
SELEILR | B e SR E T o Out patient®|Out patient® |In-patient® |In-patient® |Indicat
able to save O 5 3 3 3 T
although claim
amount
exceeded claim
entitlement.
e. Select the v
£ >
scheme code.
New | Edit ‘ Delete ‘ Save | Cancel ‘ I ‘ -4 ‘ | ‘ j"|_ Close
f. Select the claim code.
B Claim Setup — O ot
Claim Type |Elaim ﬂ Clairm Prorate by |Ealendar Day Round to DD"Ej Owenarite Exceeded Claim |Yes

setup l b ax Claim Allocation ] GST ] Claim Entitlement Adjustment ] Copy Claim Setup ]

Filtered By hd

Scheme Code |EXEC -

Claim Code MEDICAL -

g. Proceed to Max Claim Allocation to enter maximum claim amount.

B Claim Setup — O >
Claim Type |Elaim ﬂ Claim Frorate by |Ealendar Day Round to DDllEﬂ Owenarite Exceeded Claim |Yes

Setup : Max Claim Allacation l GST ] Claim E rtitlerment Adjustrnent ] Copy Claim Setup ]

Max Claim$ |From Service Year |To Service Year

300 1] a3

=
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IMPORTANT!

User will need to allocate Benefit Scheme to employee under Update Employee >
Employee Record, Benefit

Employee # IEPUU‘I Name IELLERY YAP Pay Group ISTD vl

Hired Date |14J05f2013 vI 3 month{s) Basic Salary |71 000.00
Birth Date IZIJJ'EISH‘JBB vI 19 year 3 month(s) eI I 0.00

Type ISN—I‘-‘Ithh.' Rated-Subj OT j Semi-Month ? [~ New Salary 100000
MidMthPay [ 0 o5y | 000
Bonus Factor I 1 Hide = ~

Original Iﬁ
Hired Date Insert Photo |

rProgrezzion Data

Department [MGHT || MANAGEMENT DEPARTMENT Category |NOME - ||NONE
Cost Centre [NONE - |[none Occupation|NONE - |[NONE
Secton  |[NONE - |{nonE Company |NOME - |ITIMES SOFTWARE
dob Grade |NONE | |NONE Division |NONE | [nowe

Leave/Benefit scheme
Lo INDNE v[ INDNE SCHEME Benefit IEXEC j IEXECUWE BEMEFIT SCHEME
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6. UTILITY

To setup sub-user account, initialise new year and perform leave recalculation.

User Password Setup

Only Master User will be able to setup a password and define the access right for sub-
user.

Password Setup .

Password Setup I Menu Access | Batch Entry Setup

—Pazzword
Usger ID

Trangber Uzer D & Pazzword

Uzer Hame

Password

dll

Hide Wages ez w
Query Access

I jv
Yiew Data Only I "I
IYes vI

Audit trail
Select Printer I j

Employee ID# I

Restrict User's Record access 7 ml
Lock Modify Basic Salary? ¥
Enable Auto Prompting Report ? I
Disable update Salary in Career Record [~
Disable Allow/Dedu view access I~

Accessed Date I
Password Effective Date I "l
Renew Password every I 3: Months

Password Expired Date I "|

Mew | Delete | Save | Cancel | EhangeIDl LCopy Profile Frint Audit Trail
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User ID — User ID (Must be in Capital and AVOID any spacing in between)
User Name — Name of User ID

Password — Tentative password (Will have to be changed during first login)

Hide Wages— To hide employees’ wages from User
Note: To ensure this function work, you must tick under <Update Employee>
<Employee Record>.

Employee # 003 | Name[ENPLOYEE B (FEMALE) E M| | g | g | Quick Menu|
Update IEmponment] Other ] Confirm & Termination ] Bank ] Address] Spouse ] Allowf[}edu] Career 4|}
Employee # 003 Name |EMF'LOYEE B (FEMALE) Pay Group [STD -
Hired Date 230722013 ¥ | 3 year 0 month(s) Basic Salary 7000.00

Birth Date 180715991 = | 25 year 1 month(s) Increment 0.00

Type |SN-Mthly Rated-Subj OT + | Semi-Month ? [~ new Salary [ 700000
Mid Mth Pay 0 og 0.00
Bonus Factor [ 1 i e Bt 3 v Insert Photo

Original 1
Query Access — User’s access right by query method (Refer to 09 Times Manual - Query)

View Data Only — To allow viewing rights to User. User will not be able to create or edit
records.

Audit trial — To enable audit trial report
Select Printer — Microsoft Windows' support multiple printers including network printers.
A specific printer can be assigned to individual users.

Restrict User’s Record Access —~MASTER User could restrict user from amending their
personal profile, upon logging into the system.

Employee ID# — The employee number to restrict user's access to their profile in the
system.
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Note: In order for this function to take effect, enter JAMES’s Employee ID# 007 and tick
on ‘Restrict User’s Record Access?’

Password Setup *

Pazsword Setup l Menu Access ] Eatch Entry Setup ]
Password

User ID JAMES Tranzfer Uger D & Pagswaord

User Name HAMES LYE

Password 1234
Hide Wages Mo &

Query Access |Mo -

View Data Only Mo hd

Audit trail es -

Select Printer  |KONICA MINOLTA C3645eriesPCL |

Employee ID# @

éRestric:t User's Record access 7 v
Lock Modify Basic Salary?
Enable Auto Prompting Report ? B

Lock Modify Basic Salary — To restrict user from amending their salary in Modify Pay
Record.

Enable Auto Prompting Report — To grant user access to Auto prompting report

Disable update salary in Career Record — User has all access to create records except
for employee’s salary under <Update Employee><Employee Career Progress>.

Accessed Date — To track the last login date of the user.

Acceszsed Date I0/052016
Password Effective Date — to set the effective date of | Password Effective Date -
the password assigned. Renew Password every |—‘¢ Months

Password Expired Date — allows MASTER user to set | Password Expired Date El

the expired date of the password assigned.
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Menu Access — Select menu access according to user’s needs.
Each Menu highlight in yellow colour indicates the Main Icon.

Password Setup X

Password Setup  Menu Access | Batch Entry Setup I

Update Employee

DESCRIFTION |Head Write Delete -
Update Employee

{

— G " - Employee Update
IONECHECOR - Employee’s Employment
Employee Employment - Employee Other Details

Employee Other Details - Employee Bank Details

- Employee Confirm & Termination
- Employee’s Address

- Employee’s Spouse Details

- Employee’s Allowance/Deduction
- Employee’s Career Progress.

- Employee’s Calendar

- Employee’s Misc

- Employee’s Free Field

- Employee’s Transfer

- Employee’s EWD

- Activate Resignee Record

- Employee Document

Process Payroll

Employee Bank Details

Employee Confirm & Termination
Employee's Contact

Employee's Spouse Details
Employee's Allowance/Deduction
Employee's Career Progress
Employee's Calendar

Employee's Misc

Employee's Free Field

Employee's Transfer

J\

Employee Document

ﬂﬂﬂﬂ‘luﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ!

EUEUEUE IR IR R R UR U URVRURR

- Pay Record
4 - Bonus Record
- Special Record v
Set Read | Set Write Set Delete
Hew | Delete | Save | LCancel | Change ID | LCopy Profile Print Audit Trail l-'L Close

- To limit user access by hiding Main Icon

For instance, HR can only access to leave and claim module from Process Payroll Icon,
and have no access to process payroll. To do this, keep the Read, Write and Delete
buttons unchecked.

DESCRIPTION |Read  |wiite  |Delete |
Process Payroll r r r
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- Toread only access

Check Read only, User can only view records but has no access to add or delete records.
You may use Set Read option to grant as read only access.

Set Write | 5etne|ete|

DESCRIPTION |Flead Write Delete
B Update Employee v :-:-
- Employee Update v r r
: - Employee's Employment 2 r :-
|- Employee Other Details 2 r :-

- To disable or hide the partial of the Menu from accessing by user

For instance to hide Employee Bank Details, Employee Allowance/Deduction and
Employee Career Progress from user access.

Password Setup x

Password Setup  Menu Access | Batch Entry Setup I

DESCRIPTION |Head Write Delete ~
Update Employee
- Employee Update

- Employee's Employment

- Employee Other Details

- Employee Bank Details

- Employee Confirm & Termination
- Employes's Address

|- Employes's Spouse Details

- Employee's Allowance/Deduction
- Employee's Career Progress

| =1

- Employee's Calendar

- Employee’s Misc

- Employee's Free Field
- Employee’s Transfer

- Employes's EWD

| - Activate Resignes Record

- Employee Document
Process Payroll

- Pay Record
- Benus Record

RURUR VR UR UV T i VU i RS IR
TI?ITITI_IHTITITI?ITI_I_ITITITI_I?ITITIH

- Special Record

W

Set Read Set Write Clear Delete

Hew | Delete | Save | Cancel | LChange 1D | Copy Prafile Prirt Avdit Trail l-_LgDSE-'
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Batch Entry Setup

Allows Master User to identify which sub-user account has the rights to update record at
Batch Data Entry.

Password Setup *

Password Setup] Menu Access (B

Enabled Batch OT Entry

Enabled Batch Shift Entry

Enabled Batch Allowance Entry Mo hd

Click to remove To cancel any Copy current user setup

existing user change of profile to another newly

profile information created user

v v v
MNew LDelete ‘ Save | LCancel ‘ Change ID ‘ Copy Prafile | Print Audit Trail I-_L LCloze

Click New to To save any To rename current Print Audit
create new changes made user ID (Remember Trail records
user profile to enter in Caps) of User Profile

Change Master Password

Old Password  — Enter existing password
New Password — Enter new password
Confirm Password — Re-enter new password
Remark:

An authorization form is needed for releasing of Master Password.

Change Password >

0ld Pazsword |

MHew Pazzword [Min & Digitz) |
Confirrn Password [ Min 6 Digits] |

W 0K F1 Close
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Lock/Unlock Period

Locking and Unlocking of Pay periods can be done to prevent data from being adjusted
accidentally or intentionally.

To lock period, select Period and tick on Lock period?
The following example shows how to lock period 201806

¥ Lock Period — O >

Periad

Lock Period 7 [w

Pleaze ensure the LOCK, Period iz always turn on, Always edit the Penod only
to configure the LOCE, Period, UMLIDCE, Period will cauzes the spstem release
the LOCKIMNG functian far entire pay Peniod.

Leave Utility
- Leave Recalculation.

The default settings for sick/hospitalisation leave may be overridden as shown below.

Clicking on the PROCESS button recalculates the leave entitlement, Leave taken
and leave Balance of the employees.

Leawve Utility *

Leave Recalculation l Leave Process ] BF Cut-0ff ] Leave Check Utility ]

From Employes |001-LC - Ta [SUPIT o
From Leave Cods |ABSENT | Ta |SPATE -]
Oweride Sick Entitlement ¢ v 114

Overide Hospitalization Entitlerent 7 e |50
Overide other leave Entitlerment ? [ |0.00

Recalculate Adjustment Leave ? I

Recalculate Annual Leave Entitlement 7 v

Recalculate All Leave Entitement For Selected Emplovee? N
Remaove Leave entitlement? From Leave code=To Leave Code N
Perform Other Leave Initialize New Year? r

=
Process ‘ f[] Close
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- Leave Process

Under Operation:

e Add Leave taken

o Delete Leave taken

e Add Adju Leave Ent

o Delete Adju Leave Ent
Steps:

Select the Operation

Select the employee (optional)
Select Leave Code

Select Leave Start Date

Enter No. of day

Enter the reason (optional)
Select Am/PM for % day leave
Click the Process button to
proceed.

PNoTarwWNE

Leave Utility >

Leave Recalculation Leave Process ‘ BF Cut-0f ] Leave Check Ltility ]

Operation |Add Leave taken ﬂ
Fram Employes |001-LC ~| To |SUPIT ~|

Leave Code  JAMMU -
Start Date 12/08/2016 -
Dray/Hours W

Reazon |

AMPM Ma -

=
Process | f1 Close

BF Cut Off (Brought Forward Cut Off)

For companies who wish to forfeit unutilized carry forward leave, user will have to
use the BF Cut-Off dialogue and click Process. User can also set the Max Day B/F
after leave cut-off days before forfeiting the brought forward leaves.

Leave Utility

X

Leave Recalculation ] Leave Process  BF Cut-Off l Leave Check Utility l

Annual Leave BF leave cut-off Formula

ifYTD leave taken <= BF leave then
Adjustment = YTD Leave taken - BF

Max Day B/F after leave cut-off m

Zero if not applicable

CUT OFF METHOD
Adjuzstment Bazed on Above formula ﬂ

loze

En

Process |
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Year To Date Update

In the event when the TIMES PAY system is purchase after January period, user have a
choice to key in a year-to-date figure of the pay details into the system instead of
processing payment from scratch.

Note: Please note that the YTD pay will based on the login period and divide by number
of months accordingly. For example login period is in June, the basic amount entered will
be divided by 6 and reflect on the pay history report.

Global Change

Should there be a need to adjust/change/delete employee details, update allowance, etc.
for a particular department/section or for all employees, it can be easily accomplish by
using Global Change.

Note: Insert and delete operations are applicable to Career Progression only. **Before
begin, kindly backup your database

Change Operation
For example, to perform a change of Pay Group from 6 Days to 5 Days for all employees.

If you would to global change for certain employees, please use the query selection
function.

®¥ Global change - O *
lUpdateAIIowancel Bank I Mizc: ] Global Calendar | Change &llowance EDdE] Glnballncrement] Update 4 | *
No |Descr‘ipﬁcm |Nu |Descripﬁcm |Hu |Descr'ipﬁcm | A
01 |Pay Type 02 |Career Record 03 |Increment Amount
04 |Increment By percentage 05 |Bonus Factor 05 |Paid SemifMonthhy
07 |Hide Wage 08 |Hours Worked Per Year 09 |Days Worked Per Week
10 |Daily Rate Formula 11 |NPL Rate Formula 12 Race
13 |Mationality Code 14 Fund Code 1 15 |Fund Code 2
16 |Educaticn Code 17 |Religion Code 18 |Branch Code
158 |Location Code 20 |Division Code 21 |Job Grade Code
22 |Classification Code 23 | Supervisor Code 24 Department Code
25 |Cost Centre Code 28 |Section Code 27 |Category Code
28 | Occupation Code 2% Emp pass# Period 30 |Passpart Period
31 |Reference# 32 |Remark 1 33 |Remark 2
34 |Pavslip Message 1 35 |Payslip Message 2 35 |Change CPFISDF/IFWL?
37 |Probation Period 38 |Mofice Period 39 |Particulars hd
Global Change Entry
Operation | Field | Description ‘alue
Change 47 Pay Group 5.0DAYS

Career Detail/Calendar
Progreszion Code

Effective Date Y Query Selection ﬂl

Query ‘ Process | ﬁ;lose ‘
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Update Allowance

Global update allowance <Update Employee><Employee’s Allowance/Deduction table>
— O X

E Glebal change

Bank. ] Misc ] Global Ealendar] Change Allowarnce Eode] Globallncrement] Update 4 | ¥

Change Field
Effective |[Payment |End L
Code Desc Type| Amount Date Date Date 5t Mth |Year |1
| = | TRAN TRANSPORT ALLOWANCE Amt 300,00 010172016 | 01/01/2016

Bank
Global Change Employee Bank Code and Bank Branch

¥ Global change - O it

Misc ] Global Ealendar] Change Allowance Eode] Globallncrement] Update 4 | ¥

Change Field] pdate Allowance

Bank Code |7171 b
Bank Branch |005 -

Global Calendar

Global Change Employee Calendar from Employee 009 to all employees.
- O X

B Global change

Change Field] pdate .ﬁ.llawance] Bank ] Mizc ]Ehange Allowance D:n:lel Globallncrement] pdate 4 | K

Emploves Calendar to be copied |009
Effective Date m/a7206 -

Global Allowance Code

Global Change Old Allowance Code to New Allowance Code.

¥ Global change - O >

Change Field] Update ri‘-.llcuwanu:e] Bank. ] Mizc ] Global Calendar i Change Allowance Code l Glnballncrement] pdate 4 | H

Dld Code TITLE =l

Mew Code |PHOLDER |

From Period 201601 hd
To Period 201812 T

Jpdate SGL |
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Global Increment
Enter MVC percentage

Enter either Increment$ (amount) or Increment% (percentage)

Click on Create Record. You will employee appear on the table

Modify Increment$ (amount) or Increment% (percentage) for selected employee
Select Career progression Code

Enter effective date and Paid date

Select Query(Optional)

Click Process

NoosrwbhE

®% Global change - O x

Change Fieldl |Jpdate .-’-‘-.Iluwancel Bank ] tizc ] Global Ealendal] Change &llowance Code  Global Increment lLIpdatE i

MWC Percentage |0.00 |ncremenl$|D.DU |Sort By Employes Mot j Create Record | Clear Record ‘

Guanturm {0.00 Incrementi| 20

INCREMENT INCREMENT
EMP_NO EMP_NAME AMT QUANTUM PERCENT

~

001 EMPLOYEE A (MALE)

002 SUPERVISOR

003 EMPLOYEE B (FEMALE)

005 PAIGE (MARRIED WITH KIDS ABOVE 7)
005 Lisa LEE

b 007 LEONARINE LEE

20
20
20
20
20
20

(=R ===~
[=RE=NE-RE-R = -]

Update Shift Worker Calendar
Set working calendar for shift worker with effective from 1st January

% Global change — O >

Change Allowance Ende] Global Increment  Update Shift worker Calendar l Global Rename tsUpIoadF’hotn] UL

Dyt |FULL | Effective TstJan of the Year
DAY2 hl
DAY 3 hl
DAY4 hd
DAXYS
DANYG
DANT -

;

mn
[
=
=

e

j
=
=

-

nl
[ R
cl =
=] =

-

e

j
=
=

mn
[
=
=

DAYE

-

Global Rename ¥ Global change - o x

Global Change Global Calendar] Change Allowance Code | Global Increment | Update Shift \Worker Calendar  Global Rename l tsllploadP 4 | ¥
employee number

using excel file.

Filenarme | ﬂ

Coalurar & far Original Emplaves Mol
Colurn B far Mew Emplaves Mol
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Initialize New Year
Has to be performed every year end. This allows user to select the appropriate carry
forward balance leave method and initialising the following year Holiday Table.

&Y Initialize New Year — O x
[Databaze Year 217

To round Carry Forward &Annual Leave ? Mot Round -

Cary Forward Leave Methods |DHE “earfw/ithout B/F) ﬂ

Carry Forward Leave Method to excludes Annual Leave Adustment [
Initialize Emplopes's Cost Centre Allocation T able v
B/F Leave Repart \/UK j-IL Close

To round Carry Forward Annual Leave:

- Round: Leave carry forward will be corrected to the nearest whole number
- Not Round: Leave carry forward will be based on actual amount without rounding
Carry Forward Leave Methods:

- All (Balance leave): Carry forward all balance leave

- One year (Without B/F): No balanced leave to be carried forward

- Maximum days C/F (Manual): Carry forward a specified number of balance leave

- Maximum days C/F (Allocation): Carry forward the number of balance leave
specified in leave allocation table.

- None: Do not carry forward any leave balance
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INITIALIZE NEW YEAR PROCEDURES:

FOR CUSTOMERS WHO HAVE E-LEAVE, PLEASE ENSURE ALL THE PENDING
LEAVE(S) IN THE LEAVE RECORD ARE APPROVED BEFORE YOU INITIALIZE THE

NEW YEAR.

Once the backing up process is complete, you may continue to
initialize the New Year for the year.

1. Logininto the “Timespay8” program and select 20XX12 in the
period field

20XX refers to the year you are in right now.

2. Click on “Utility” button and select “Initialize New Year”.
~ ol

TIMES PTE LTD

kol fl |

o’y

Human Resource

L

Update Employee

Company Setup

Leave Application

=

Report Writer

.

Payroll Setup . |

)
M

Leave Setup

%z

"HR Setup

Wox

N ).

Payroll reports Change Period

Times Software

Log in Entry
User D :

Password :

MASTER

—

 Login |

Peiod: [201612 | 2/ <]

Change
Password

X Logout

Emp Size : 1 ‘Ouery AD-HOC

User ID :MASTER | Period: 201612 |I Cycle: End

Please ensure you are in the year 20XX12

Database Year

3. You will see the following screen:

4. Please ensure that the database year
is the year you are in right now.
Please select your rounding method of
the B/F leave (Rounding formula |
depend on the method selected in the
Leave Setup > Leave Administration >
Current Leave)

Carry Forward Leave Methods

If you want to round carry
forward leave, select Round.

B/F Leave Report

I 2m7
To round Carry Forward Annual Leave 7 [Not Round vl

| One Yearlwithout B/F)

Carry Forward Leave Method to excludes Annual Leave Adjustment

Initialize Employee's Cost Centre Allocation T able

=
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- If you do not want to round carry forward leave, select Not Round.
- Rounding method used ‘Half (>0.5:=1 or <0.5:=0 or 0.5:=0.5)

Please refer to the following for the examples on the differences of the two options.

Case #1

Case #2

Case #3

Carry Forward Leave: 12.27
Round: 12.00

Not Round: 12.27

Carry Forward Leave: 11.50
Round: 11.50

Not Round: 11.50

Carry Forward Leave: 15.51
Round: 16.00

Not Round: 15.51

6. Carry forward leave methods:

One vearfaithout BAF)
bl awirum Davs CAF M anual]

bl amirum Dray CAF [Allocation)
MHone

bl awirnum Dray CAF [By Percentage]

b asirum Day CAF [Allocation By Service Year)

All (Balance Leave) - Select this option if you want to carry forward ALL your YTD 2016 leave

balance to the year 2017.

Screen capture as at period 201612

Code Description

Full Adju Entitle BF Current Entitle Taken Balance

|m =| I.&NNLIAL LEAVE

|1D.D|:|| |9.na |15.5|J |9.|:|a I24.58 |4.n|:| |2|J.58

Screen capture as at period 201701

Code Description

Full Adju Entitle BF Current Entitle Taken Balance

IANNLI j IANNLIAL LEAWE

|1|:|.|:u:|| |9.|:|a IZD.SE ||:|.?5 |21 33 |c|.|:u:| |21 33

One Year (Without B/F) - Carry forward the earned leave for the year 2016 only.
BF from year 2015 = 20.50 - (15.50-4.00) = 9.00
Where 4.00 is the amount taken in the year 2016

Screen capture as at period 201612

Code Description

Full Adju Entitle BF Forfeit Current Entitle Taken  Balance

IANNLI j IANNLIAL LEAYE

|21.D|:| | n.l:u:|| 9.05 |15.5|:|| 0.00 |9.|:|c| |24.5|:| |4.cuj |2|:|.5|:|
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Screen capture as at period 201701

Code Description Full Adju Entitle BF Forfeit Current Entitle Taken Balance
IANNU jIANNUALLEAVE |21_c|n | |21 .nu:|| g_nn| |2.nn |11_c|n |n_nu |11.nn

Maximum Days C/F (Manual) - Carry forward balance annual leave is limited to user-defined
amount or actual Annual leave balance, whichever is lower.

Example
Case #1 Case #2
Annual Leave Allocation: 10 days Annual Leave Allocation: 16 days
Max Carry Forward: 10 days Max Carry Forward: 14 days
2015 Total Annual Leave: 10 days 2014 Total Annual Leave: 14 days

Maximum Day C/F (Allocation) - The number of days as specified in Leave Setup > Leave
Allocation > Current Year Carry Forward column.

Entitlement Allocation

Leave Scheme (LY _SCHE1 -

From To Entitlement| Curent Year

Years Years Days Carry Forward
| a 1 7 7
| 1 2 & a
| 2 3 g 9
| 3 93 10 10

Code Description Full  Adju Entitle BF Current Entitle Taken Balance

|A|~N_| ﬂlANNUPJ._LE.M"E |1uJ:|:|| |'.E|[|E i1u|:|:|||0?5 [10.?5 |u|:|:| |m.;'5

None - Forfeit all balance annual leave in the year 2016

Code Description Full Adju Entitle BF Current Entitle Taken Balance
| IANNLIAL LEAVE |1|:|.|:|n | |9.na ||:|.|:|n |n.?5 |n.?5 |n.n|:| ||:|.?5
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Maximum Day C/F (By Percentage) - The percentage of days as specified in Leave Setup >
Leave Allocation > Current Year Carry Forward column. The formula that is used is the
Entitlement % multiplied by the number of Entitled Days. (9.08 x 25% = 2.27)

Entitlement Allocation

Leave Scheme (LY _SCHEZ

=}

From To Entitlement| Curent Year

Years Years Days Carry Forward
| 1] A 12 25
n a 10 14 | &————
n 10 93 16 7a

Maximum Day C/F (Allocation by Service Year) - Similar to Maximum Day C/F (By Allocation) but
Carry Forward Leave will be based on your Service Status. The service year will always be
rounded down.

(Example: 3 years 5 months converts to 3 years)

Hired Date [28/05/2013 Terminated Date Leave Scheme |LV_SCHE1 Department |NONE

Code Description Full Adju Cur. Yr BF Forfeit YTD Total Taken Balance
Entitle Entitle Entitle

ANNU — ~| |ANNUAL LEAVE [10.00 | o000 967 900 0.00[5.05 [17.05  [s.00 9.05

Entitlement Allocation

Leave Scheme (L _SCHE

=

From To Entitlement| Curent Year
Years Years Days Carry Forward
| ] 1 7 7
| 1 2 a a
| 2 3 9 9|«
3 99 10 10

7. Initialize Employee’s Calendar in New Year:
v’ To initialize your employee’s working calendar for the year 20XX.
8. |Initialize Employee’s Cost Centre Allocation Table: Check to copy the Cost Centre Allocation
from this year to next year, Eg. From year 2016 to year 2017. This option should be v" if you
have not run Initialize New Year before.

9. Click on “OK” button to start the “Initialize New Year” function.

10. You should see the “Holiday Table” screen next.
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¥ Leave Setup L= ] X

Start date |01/01/2017 End date |31/12/2017

Leave Adminstratj
Annual Code

Method/Holiday Table |

Holiday Table ¥

Holiday  [Description STATE | "
01/01/2017  New Year's Day
28/01/2017  Chinese New Year
29/01/2017  Chinese New Year
14/04/2017 | Good Friday
01/05/2017  Labour Day
10/05/2017 | Vesak Day
25/06/2017 | Hari Raya Puasa
09/08/2017  National Day
01/09/2017  Hari Raya Haji
18/10/2017  {REETEVEN
25/12/2017  Christmas Day

(R4

<F4> - Delete PH <Insert>/<Right Click> - Insert New PH Proceed to initialise l

11. In this screen, you should be able to see the Public Holidays for Year 20XX on the right side.
If the Public Holiday table is (blank), this indicates that your payroll is not updated.

12. Click on Proceed to initialize to continue.

13. The initialization process will take a while especially to users with huge database. Please do
not End Task or force shut down during this period as it might corrupt the database.

TIMES Payroll/H...
14. Once the Initialize New Year process is completed, a message box

. . ]
will appear. Click on “OK” button to proceed. COMPLETED PROCESS !

15. An Annual Leave Carried Forward/Forfeit Report will be generated and be prompted on the
screen. This report will display the total leave Carried Forward or Forfeited to Year 20XX.

TIMES SOFTWARE (S) PTE LTD
ANNUAL LEAVE CARRIED FORWARD/FORFEIT REPORT 23/09/2016 11:37:35 AM
Page 1 of 1

Employee# Name BF From 15 ENT in16 \djustment in 16 Takenin 1€  Forfeit CF To 17
002 John Andrew Smith (10K Income) 18.00 18.00 0.00 0.00 18.00 18.00
003 Christy Chong (PR1 Paid PR_ER) 14.00 14.00 0.00 0.00 14.00 14.00
004 Ong Lee Mooi (PR1 Paid CLASS1) 0.00 0.00 0.00 0.00 0.00 0.00
006 Jennifer Lim (CPF SHORTFALL) 0.00 0.00 0.00 0.00 0.00 0.00
008 Emily Wen Fang (Voluntary ER C 13.00 16.00 0.00 0.00 13.00 16.00
009 Hong Yi Ping (CPF Excess) 0.33 16.00 0.00 0.00 0.33 16.00
010 May Van Cleef 14.00 14.00 0.00 0.00 14.00 14.00

16. You may print this report now or print it later by going back to the Initialize New Year function
and click on the B/F Leave Report button.
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B/F Leave Report

¥ Initialize New Year = O
Database Year 207

To round Carry Forward Annual Leave ? |Not Round v

Carry Forward Leave Methods [Dne ‘Yearlwithout B/F) LI
Carry Forward Leave Method to excludes Annual Leave Adjustment ]

Initialize Employee's Cost Centre Allocation Table 1

17. Once this process is completed, your staff can now apply leave for the calendar year of 20XX

and you can proceed with Year 20XX payroll.

O

X

CAPTION

Free Field Description i1 Free Field Dialog
For user to define the free field DESCRIPTION
description under Update P|<Description 1>

’ <Description 10>
Employee > Employee’s Free <Descriptiontt>
Fleld <Description12>

<Description13>

<Description14>

<Description15>

<Description 2>

<Description 3>

<Description 4>

<Description 5>

<Description 6>

<Description 7>

<Description 8>

<Description 9>

<Numeric 1>

<Numeric 10>

<Numeric 2>

<Numeric 3>

<Numeric 4>

<Numeric 5>

<Numeric 6>

<Description 13
<Deszcription 10>
<Deszcription] >
<Deszcription] 2>
<Deszcription 3>
<Dezcription 4>
<Dezcription 5
<Deszcription 2>
<Description 3>
<Description 4>
<Description 5
<Description B>
<Description 7
<Description 8
<Description 9
<Mumeric 13
<Murmeric 10
<Mumeric 2x
<Mumeric 3x
<Murmeric 4>
<Murneric 5
<Murneric B>
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Transfer Employee Record
For user to duplicate/transfer

employee record from one database % Transfer Employee Record Utilty - b
to another Employee Mot

To transfer employee in agroup, tick | Connection Sting? =

on option indicated with  ** Target Compary | =

Target Employee I—
Employee No#: Employee from Mot
source database Terget Master Pud

Include Payroll Transaction 7

ConneCtion String: TICk If yOU WISh tO Include Career/Fiked Alowancedeave/Claim recards 7
migrate or transfer the employee to Exclude Career salary?

timesoft folder at another work station s ey e o Eizmel?

e.g. at the target company, please

I .

specify :
\\IP Address\timesoft\ tp8\
Company\XXXXX fOIdel‘ Transfer

**Target Company: Destination database
Target Employee No#: Enter Employee No. on destination database

**Target Master Pwd: Enter the master password for the target database. In another
word, cannot duplicate / transfer employee without having master password.

**Include Payroll Transaction? — Tick this option to transfer the pay history to the new
company. (Strongly advised to remain uncheck as it will cause double submission
for Income Tax.)

**Include Career/Fixed Allowance/Leave/Claim Records — Tick this option to include
the Career record, Fixed Allowance record, Leave record, and Claim record of the
employee in previous company. Otherwise, only the employee basic information will be
transferred.

Exclude Career Salary? — Tick this option to exclude the Career record to new company.
(Strongly advised to remain it uncheck to ensure the continuity of data.)

**Mass transfer with Excel? — This allows users to transfer a group of employees from
Company A to Company B.
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Massz tranzfer with Excel? [v

b azs Transfer

Filename | @
Emplopestt Colurmn  |& MNew Employeett Column |B

Transfer l-'L Close

A B C
1 001 001 Abdul Rahman Bin Ali (MOSQ Contribution)
2 fooz ooz John Andrew Smith (10K Income)
3 003 003 Christy Chang (PR1 Paid PR_ER)
4 To04 004 Ong Lee Mooi (PR1 Paid CLASS1)
5 006 006 Jennifer Lim (CPF SHORTFALL)
6 008 D08 Emily Wen Fang (Voluntary ER CPF)
7 009 D09 Hong Yi Ping (CPF Excess)
g 010 010 May Van Cleef (STAFF SHOWING MVC)

After defining the settings, you will need to click the Transfer button to start the
transferring of employee record.

Afterwhich, user will need to key in the Resignation Date in Employee Record >
Confirm/Termination tab to terminate the employee record in Company A, so no
payment will be done subsequently.

10
| Empluyee#l‘ j Namel'—_E"\ j | g | g8 | Quick Menu”

" Update I Employmentl Other Confirm & Termination | Bank I Address I Spouse I AllowiDedu I Career | ci 9 | 'I
—Confirm/Termination
Probation By By Month = Exclude Auto Prompt 7 =

Probation Period 3 Confirmation Due I31a’l2|3.r‘2tll.'l1 Hired date |B1.-'G1.-'EBG1 11 year 3 month(s)

I

Notice Period Method ] Cconfimatinon [o1/0412001 Retire Age | 62
Notice Period I Retire Date |31f1 0/2052
| i L
Resignation Heason hd e;::we Date Iﬁ

Resignation Date 20/02/2012 vILast Payment Date I29.|'U2.|‘20121 Prbyious
-
- Mo I Employment I " IL ave Scheme I :I
IR21 Indicator? o wl | SR T-Terminated -

Res=ignation Remarks-l

Thereafter, user will need to update the Employee Record in New Company.

When user logins to the Company B the Employee Record will be reflected. User will
need to update Employee Record accordingly. Please proceed to Update Employee >
Employee Record > Career tab to key in the information.
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il
| Emplnyee#l'l j NameIALEX j | ﬁ | El Quick Menul

Update | Emplaymentl Other | Confirm & Termination | Bank | Addressl Spouse | Allowi/Dedu Career |C-§ 1 | "l

Career Progression |
E:’d{m’“" [FsTaRT 7] cection [vone “Joksaly [ 220000
Department |SWP "I Hired Date |01 01/2001 "I Increment | 200,00
Category |JT-"- "I First Paid Date |01 01/2001 "I New Salary | 2400.00
Occupation [EXEC 7| Salary range (scale) I}'O.\'E VI Salary Type I?l.Ioml-.l_-: VI
Cost Centre |-\'D-‘T "| Salary Step | Salary | 100,00

- Percent®
Company IFOT’E "l Increment review date I 'I
lob Grade IF-R ,l Transfer/Promotion I ,I

. Review date
Appraizal I -.l
Grade

Division t:udel.\'o.\'E v| REASONS |

REMARKS |

Code Department‘Category|Joh Grade| Inc Date |Paid Date |0k:| Pay |Increment| Newr Pay‘Cost Ccﬂ
FSTART |SUPP JUNI FTR 01/01/2001 | 01/01/2001 2200.00 200.00 2400.00 MONE

w

_

| o

{[¥z]
il
m

|l
i
=1
=
m

Mid-Month Advance

Set to Mid-Month Advance pay ¥ Mid Month Advance Dialog — O ot
Percentage for all the employees.

Mid Maonth Advance Percentage  [5q F
For Pl worker i
kid b onth Advance Percentage a0 -
For worker with CPF contribution &7

Mid Maonth Advance Percentage g -
For Employment Pass worker =

Deduction Code

Allowance Code as -

Process
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7. PAYROLL PROCEDURE

How does it work?

Now that you have completed the system setup, you are now ready to process the
payroll for the very first time! Before we begin, here is a summary on how the system
works:

This is where you create / i
1
update / delete the 1
1
employee’s data. 1
1

Update Employee |

Please update et ,ﬁl Do you (;Nz;nt t:e
all leave records ‘;‘ .2 system to deduct the
before the [ S No Pay Leave from
payroll cut off. Leave Application the Leave Records?

No
Yy = OFF&e pmmmmmmommT '
Update all '
Do you pay outyour | yeg claims before !
claims during the the payroll :
payroll cycle? Claim Record : cut off. :

| After processing

| the payroll,

i individual pay

1

! records are

! created. Variable
! / manual entries
! can be added into
:

1

1

1

1

1

1

1

1

1

these pay
records; such as
overtime hours,
allowances or

i 1
Print reports for

internal usage;
generate bank GIRO
files and CPF files.

L,

Payroll reports

deduction.
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8. UPDATE EMPLOYEE

Update Employee consist of employee details which includes personal data, salary, career
progression as well as recurring allowances.

To complete the payroll, the minimum data entry will be to update employee record, which
consists of all the necessary information, needed to complete a normal payroll process.

Employee Record

‘wt 3= 1Y

- Employee Employment

g Employee Other Details
Sttt Employee Bank Detail

' et
T s mployee Ban ails

Employee Confirm & Termination

Employee's Contact

Employee's Spouse Details
Employee's Allowance/Deduction
Employee's Career Progress
Employee's Calendar

Employee's Misc

Employee's Free Field

Employee's Transfer

Employee Docurnent

Quick Tools

,73. Activate Resigned Staff

Mllﬁlﬁl

4. Global Update Supervisor
2. Calculator

1. Search Dialog

1. Search Dialog allows user to search Employee Name without having to spell out with
the exact spelling.

% search Dialog - O *
Search Text fwildcard) [TE Query Search |
EMP_NAME [EMP_NO  |HIRED_DATE [ TERMINATION_DATE ~
P|STEFAN LUD KE 56008 01/07/2017
| [TEOKYLE 56002 22/02/2016
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2. Calculator function.

Calculstor X
| d

v | x| « | c |
mc| 7| 8| of /| sqre]
MR| a| 5| 6| x| %|
ms| 1| 2| 3| = | 1]
me| o #| .| +]| -|

3. Activate Employee Record to terminated staff.

¥ Activate Employee Record — O x

Ermployeet J E

Warming. Click the activate employee’s profile would results in zalary payment.

Achivate the employee's profile? [

ACTIVATE EMPLOYEE RECORD PROCEDURES:

1. Select Employee Number

2. Tick on activate employee’s profile ( Please take note of the employee’s termination
date as system will remove the termination date when activating the profile)

3. System will prompt for confirmation, click on ‘Yes’ to proceed.

Warning =

Confirm to activate the resignee record?

l.\'
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4. Go under Update Employee > Career tab to update the rehire information under

FSTART.
¥ Update Employee record - Period :201807 - a >
Employee # |1 _v| Name|DAVIDSON ~| & & | g | Quick Menu

Employment | Other | Confirm & Termination | Bank | Address | Spouse | Allow/Dedu Career |calenda ¢/ » |
Career Progression Imner |

Efdg;mi“” [FstaRT  ~].. o [NONE ~Jonsaiary [ 850000
Department IEEii ﬂv Hired Date I'Jl-"':""'-":':'13 "I Increment I 0.00
Category MONE ™ | First Paid Date IIJl.-'III'-".-'ZIIIlS vI New Salary I 850000

Ocecupation ISLTSPEC j" Salary range (scale) IZ\?DZ‘?E vl Salary Type [Monthly -
Cost Centre IEDZ\TE vI Salary Step I Salary I—

- Percent®: 100.00
Company Ii“-ﬂ‘:“'—E VI Increment review date I 'I
Job Grade INDZ‘-‘E vI Trar!sferfF‘rnmntiun I 'I

Review date

Appraizal I .,I
Grade
Division Code |1‘?DZ'-‘E ~| REASONS |
loblevel | | REMARKS |

Currency Iﬁ
Code =

Code Department (Category |Job Grade |Inc Date Paid Date |Old Pay Increment New P ™

INCR SUPP MOME MNOME 01/01/2013 010172013 2000.00 -661.00 1339

INCR SUPP MOME NOME 09/04/2014 09/04/2014 1339.00 1161.00 2500,

INCR SUPP MOME MNOME 04/08/2014 04/08/2014 2500.00 G6000.00 8500,
M|FSTART |SUPP MNOMNE MNOMNE 01/0712018 01/07/2018 8500.00 0.00 8500. -
< >

New | Edit Cancel |
Ne | Save | Bemove | Cancel | Change | | H | ‘ | 3 | |4 | l-'Lgluse
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Update Tab
B¥ Update Employee record - - a *
Employee # | Hame|TANNY HO(SINGAPOREAN) ~] ﬁ| Bla ‘ g | Quick Menul
Update |Emplo’mten!| Other |Euﬂﬁnn&T&nninaﬁm | Bank | Addmss] Spouse ] A.Iuwiﬂedul Career iILJ
Employee & |aenu1 Name |TANNY HO(SINGAPOREAN) Pay Group [STD -
Hired Date |12-|'ﬂ'1-‘2llﬂﬂ * | 18 year 7 month(s) Basic Salary Im
Birth Date |ﬂ1 01987 = | 31 year 7 month(s) Increment Ii
Type |SH-MIth Rated-Subj OT ;| Semi-Month ? [~ pew Salary Im
MamthPay | 0 9/ [ 000
Bonus Factor | 1 Hide Wage Data ? v
Original | - Insert Photo
Hired Dale .
~Progression Data
Department [NONE | [none Category |NONE - |[NONE
Cost Centre [NONE | [none Occupation|12345 - |[SUPPORT HEAD
Section  |NONE _~|[none Company [NONE - ||TIMES SOFTWARE
Job Grade |NONE ;||unue Divizion |NDHE J|uoua
Leave/Benefit scheme
Leave WE _=| [NONE SCHEME Beneft [NONE v | [NONE SCHEME
~Working Days/Hours 1
Days Work/Wk 5 Daily Rate |Base Pay * 12/Work Code Form. « | Nationalty |SNG vI Fund#i =
HmWnﬂM’Yr| 2145 NPLDaly [Working Day/Mins =| Race NONE v] Fund#2 -
~ICICPFIFWL :
IC # 592003801 Other IC # CPFiLevy |CLASSY ~| cprasce|ss200380.9
New seve | Bemove | cancel | cnenge | E| || 4| B M|  Higose

Hired Date — for prorated computation on the basic salary
Birth Date — Employee age
Type — different types of employees: (See Misc. Parameter)

¢ SN -monthly rated employee with OT,

e SE-monthly rated employee without OT,

e D1-D8- daily rated worker

¢ HR1-HR2-hourly rated worker
Semi-Month? — tick if employee is paid twice monthly
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Mid-Month Pay — specify the mid-month pay either by percentage or by a fixed amount.
(Only applicable when “Semi-month?” is ticked)

Bonus Factor — Sets the bonus factor for an employee (Unit in months)

Basic Salary — Employee’s basic salary. Any future adjustment may be made in the
“Career” tab page.

Increment — Increment amount.
Total wage — Basic salary plus increment

Hide Wage Data? - If ticked, the hide wage function will be activated. Sub-user will not
be able to access employee’s wages.

Only MASTER ID and USER ID with Hide Wage = NO can activate the option ‘Hide
Wage data’

Progression Data —Once all the career progression data has been entered and saved,
the user will not be able to change the particulars on the Update tab section. The user
will need to proceed to the Career tab section to edit/modify the particulars if necessary.

Employee | Name [TANNY HO(SINGAPOREAN) ~| 44| B| 4| g uick Menu|
Update l Employment] Other ] Confirm & Termination ] Bank ] Address ] Spouse ] AllowiDedu ] Career 4| »

Employee # |SGE|EI1 Name |ms1rw HO(SINGAPOREAN) Pay Group [STD -

Hired Date  [12/01/2000 | 18 year 7 month(s) Basic Salary S000.00
Birth Date 01011887 = | 31 year 7 monthis) Increment

Type |SN-Mthiy Rated-Subj OT | Semi-Month ? [~ new Salary [ 600000
MdMthPay | 0 o5y [ 0.00

Bonus Factor 1 Hide Wage Data ? .
Original I—_|
Hired Date h Insert Phato

Frogrezgion Data

Department |NDNE J|NDNE Category |NDNE J|N0“E

Cost Centre |[NONE | |noNE Occupation|12345  ~ |[SUPPORT HEAD
Secton  [MOME J|NDNE Company |NOME J|T|ME5 SOFTWARE
dob Grade [NONE | |nONE Divison |NONE - |[NONE
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Leave Scheme — Link to leave allocation table at leave setup.

Benefit Scheme — Link to Claim Table setup at HR Setup

Working Days/Hour — Days Work/Wk, Hrs Worked/Yr, Daily Rate and NPL Daily are
retrieved from your settings made in <Payroll Setup> <Pay Period (Pay Group)>.
You are allowed to make any changes to them here. The setting here will be used in
your computation of Payroll.

Leave/Benefit scheme
Leave [NONE _v| |NONE SCHEME Benefit |NONE v | |NONE SCHEME

Working Days/Hours

Days Work/\Wk S Daily Rate |Elase Pay * 12/\Work Code FurmLﬂ Mationality |SING Tl Fund# I—;|
Hrs Worked! T 2145 NPL Daily |Wurking Day/iths ﬂ Race MOME  =|  Fund#2 -

Nationality — Employee’s Nationality

Race — Employee’s Race which will trigger the appropriate Community fund under
Fund#1.

IC# — Enter employee’s identification number. It is important for local contribution CPF.

For foreign worker, please fill in their Fin Number. If the employee is a PR with the blue
IC, the IC# must also start with either capital “S” or “T”.

Other IC # — User can keep track of foreign employees’ original identification number in
this field.

CPF/Levy — Select the appropriate CPF/Levy scheme
CLASSL1 - CPF rates will be based on a Singaporean.
PR - CPF rate will depend on the PR Approval Date.
NONE- Use for employment pass holder or staff who do not wish to

contribute CPF under the approval from the CPF board.
For foreign worker, you may select the appropriate levy classes. Eg, SPASS

Leave/Benefit scheme
Leave [NONE _~| |NONE SCHEME Benefit |NONE v | [NONE SCHEME

Working Days/Hours

Days Work\Wk 5 Daily Rate |BESE Pay * 120\Work Code FurmLﬂ Mationality [SING - Fund#1 I—L|
Hrs Worked/ YT 2145 NPLDaily [working DayiMths ~v| Race NOME w| Fund#2 v

IC/ICPFIFWL
IC # |392003801 Other IC # CPF/Levy [CLASSI ~| cPFasc# [35200380 9

New ‘ Save | Bemove | Cancel | Change | | H| ‘ | )| N| j-'Lgluse
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New: To create New Employee Profile
Save: To save details when changes are made
Remove: To delete Employee Record

Cancel: To cancel changes made

Change: To change an existing employee’s ID, Click the Change button. Replace the

old employee No with the new employee number.

Change Employes Mo

Oid Employee Noit IEHM'UUDW

Mew Employee Holt I

x Cancel l—'L ok

Copy Field: Copy profile if new hire has the same profile (i.e Department, Leave

Scheme)
1. Click on Copy Field

New | Save | Remove gancel Change Nl ‘l }l Nl j'LQIuse

2. Select Employee Profile to Copy
3. Update New employee’s profile accordingly

B Update Employee record -

Employee # | ame|TEO KYLE -] #B|(gg

o X

Quick Men\ll

Type ISNthn}y Rated-Subj OT v | Semi-Month 7 [~ pew Salary [—
Mid Mth Pay | 0 9/ 0.00

Update | Employment | Other | Confirm & Termination | Bank | Address | Spouse | AllowiDedu | career 4| »
employee | Name [TEQ KYLE PayG!nup‘S.SDRYS ﬂ
HredDete  [0S0772018  ~| 1 montais) Basic Salary 0.00
Birth Date | o Increment 0.00

Leave/Benefit scheme

Bonus Factor |_1 Hide Wage Data 7 v

S:E: ;L,, | bl Insert Photo
Progression Data

Department [IT _~|[none Category |MGRI v |[wone

Cost CentreINﬂNE ;"NOHE O:r.upatinnlﬂn ;”HDHE

Section  [SEC1 _||none Company |[NONE - |[TIMES SOFTWARE

iobGrade [NONE - |[NONE Diison |[NONE  |[NONE

Leave |NONE | |NONE SCHEME Benefit [NONE EI |NONE SCHEME

Working Days/Hours:

Days Workik | 55 Daily Rate |Working DayMths _=| Wationalty [SNG  w|  Funa#t -
Hrs Worked! r 2268 NPLDaWY [working Dayieek v Race NONE | Func#2 -
i
c#| omeric| CPRiLevy [cLaSST | corascs|

I-l_ Close
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Employment

Allow user to put in additional information of the employee

B¥ Update Employee record - - O ®
Employee #[SG002 v | Hame [TEO KYLE ~| 8|8 |d| g/ auick Menu|
Update Employment | Other | Confirm & Termination | Bank | Address | Spouse | Allow/Dedu | Career 4] » |
Substantive Designation [NONE | [nonE

Job Level |r"\3-‘E j

Service Grade [NoNE  ~|[NONE

Unit [NONE | [nonE

Currency Code

Tenure of Service This Portion is applicable to HR - Education Module

Tenure Expiry Date vl Entry Level Quakfication I
]‘
'FI

Duite Reappointed Highest Academic Qualification I

Date Reemployed Highest Professional Quakfication |

Shift Worker indicator

Highest Statutory Qualification I
(For Leave Module)

Festival advance

Restraint Clause

Mo

|

No

|
Working Code - |

I_

NS Service Status lJ
Working Code Demerit Point indicator <
Salary Month

[ [ [e==] - [®[Wdoin]  fe

Substantive Designation — To record the next potential designation

Job Level —To record job level hold by the staff

Service Grade —To record employees’ service grade

Unit —To record which unit the employee belongs

Currency Code —For multi-currency user. Update under Career Tab.

Tenure of Service — To record the employment type such as full time / contract staff
Tenure Expiry date —To record the contract expiry date

Date Reappointed —To record employees’ reappointed date

Date Reemployed —To record employees’ reemployment date

Shift Worker Indicator — For leave module only. Indicate ‘Yes’ if system should take in
Saturday and Sunday into leave calculation.

Festival advance — allows user to pay out any festive payment in advance. NOTE: This
field is important as an indicator for the processing of the advance festive payment.
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NS Service Status —To indicate if employee is entitled to service award if they have
attended National Service. E.g. if the employee went for National Service for 3 years, in
the case where he has served the company for 7 years, the employee will be given 10
years leave entitlement or service award.

Working Code — link with work code setup under <payroll setup><others code setup>.
Allows user to link employee to different work code (working day)

Salary Month —allow user to setup no of month used to compute field such as NPL,
Daily rate.

Demerit Point Indicator —To activate the demerit point indicator for HR module.
Salary Month —allow user to setup no of month used to compute field such as NPL,

Daily rate

Demerit Point Indicator —allow user to activate the demerit point indicator

This Portion is applicable to HR - Education Module

Entry Level Qualification Entry Level Qualification |

Highest Academic Qualification Highest Academic Qualification

Highest Professional Qualification

Highest Professional Qualification |

Highest Statutory Qualification
Highest Statutory Qualification

HR Module/Education
Qualification Subject Details l Membership]

Grade point average Final “ear :

Remark 1 |

Remark 2 |

Qualification Class |N|:|ne ﬂ Detailz Memo

Entry Qualification Indicator i Highest Qualification Indicator | j

Other Tab

Job Identification —Within this group, the user may specify the location, division, branch
code for a particular employee record.

Update | Employment Other |Conﬁnn&Termination | Bank | Address | Spouse | Allow/Dedu | Career <
Job Identification

Locston [MEE | [none Branch Code [NONE v |[nONE

Batch No AD D | Ciass.Code [NONE  |[NONE
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Personal/Additional Info:

This group contains employees’ personal data.

Sex / Title — It is important to indicate the gender of the employee so that leave will be
allocate correctly based on gender in leave code table.

Marital Status — It is important for employee leave application like Childcare leave,
Paternity Leave or Maternity Leave

SG NRIC#/ Fin No# — It is important to be filled for IRAS submission purpose.

E.leave Approval Status/ 15 Sup/2"® Sup is only applicable for user is using previous
version of E-Leave module. Please contact Times Software Pte Ltd for the details.

Personal/Additional Info

Sex / Ttle lMale L”"" Ll Marial [Single 'l Religion Code l L.”

Dependent Blood Type I Education Code [NONE  « ||NONE
Children =z :-J [ _”
SGNRIC#  [55048990J Change CPFISDFFWL ? [~ 1stSup [NONE e

fFin No#

E.leave Approval Status I :J Supervisor [V 2nd Sup I _“

Foreigner Info —This group contains foreign employees’ data.

Example:
For Work permit/Employment pass holder enter Issued and expiry date. For Permanent
Resident enter PR approval date.

If an employee’s work permit pass expires within the month, the system will prorate the
FWL based the expiry date by number of calendar days. If an employee is converted from
a work permit/employment pass class to PR class, you will have to enter the effective date
in the FWL to PR Date field. The system will handle the prorated FWL and PR CPF

contribution rates accordingly.
Foreigner Info.

} Expired
Work Permit / Application Date v Dﬁ: ¥ | PRApproval Date hd
Emp Pass#
lssue Date - | Canceled «| FWL to PR Date hd

WR/EP Holder Date

-
" Old Levy Sheme -
Walid vears
l—_|" i WP Renewal 7

EP Category FWL Conwversion
PR 2nd Gen? [/ Cancellation date ]v

Passport— Additional field to record Remark, Language spoken, written and individual
pay slip message.

Passport

Passport # lzsued Date ﬂ Walid | ﬂ‘r’ear(s} Expired Date i

Remark | Payslip |
| Message |
Language Spoken | Language Written |
Spoken 1213 | j | ﬂ | ﬂ Written 1/2/3 | ﬂ | ﬂ | j
Hobby 1/2/3 | || ~] | -]
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Confirm & Termination Tab

When an employee resigns, user will need to update termination date in this tab.

%¥ Update Employee record - - a x

Employee # [SG002 ~ | name[TEOC KYLE ~| #|B|d| g auick Menul

Update | Employment | Other Confirm & Termination | Bank | Address | Spouse | AllowDedu | Career 4] »
Confirm/Termination

Probation By [P -]  Exciude Auto Prompt 2 =
Probation Period |_3 Confirmation Due [21/0572016 Hired date  [22/02/201E 2 year 6 month(s)
Notice Period Method | - Confirmation On [22/0572018 Retire Age 65

Notice Period I Retire Date  (08/09/204F
L
Resignation Reason I - cref::\;:.re Date ..I

Resignation Date I + | Last Payment Datel Pravious l—l]
Exclude from RaS? [No ] cpeeyment [ acive | v|Leave Scheme

Resignation Remarks |

Recommend m
for re-hired

-

Reason for re-hired |

Date of Notice I - Stop payment Indicator | j
Stop payment Effective Date | -
Stop payment End Date I -

[ | oo [ ow | oo [m W doln] | o

Probation By—To indicate probation by Day, Week, Month

Probation Period —To indicate probation period for individual employee.

Notice Period Method—Enter notice period method by Day, Week, Month

Notice Period—Enter notice when staff resign

Exclude Auto Prompt — Tick to exclude this employee from auto prompting report.
Confirmation Due — Confirmation due date determines the due date for confirmation
prompted on Auto Prompting Report.

Confirmation On— Confirmation on determines the confirmation date of the employee
that is prompted on the Auto Prompting Report.

Hired date —Reflected based on Update Tab. System will auto compute the service
period of the staff from the date of hired.

Resignation Reason — Employees’ reason for leaving the organization.
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Resignation Date —Once the termination date is entered, the system will prorate
incomplete-month payment accordingly.

Leave effective Date — This is usually use for rehire, contract staff or when there is a
change in leave scheme during promotion

Termination status —F-Active

—T-Terminate
Last Payment Date —It is used when there is an outstanding salary payment made to
the terminated staff in the following month. (Eg. Employees Resigned on 20" June and
Commission Paid in July. Last Payment Date set at 31/07/2016 Resignation Date set as
18/06/2016. Date in DD/MM/YYYY format)
Resignation Remarks — Field for user to enter employees’ resignation comment or
remarks
Recommend for re-hire —To indicate if re-hiring is recommended for this employee
Reason for re-hire — To indicate reason for rehiring
Date of Notice — Field to indicate date of notice is served. (For display only)
Stop payment Indicator —To exclude employee from payroll when employee are on
long leave or temporary posted to oversea
Stop payment Effective date -to indicate when stop payment date starts (For display

only)
Stop payment end date - to indicate when stop payment date ends (For display only)

Resignation Date - | Last Payment Date Previous | l]
E ment
Exclude from RAS? [No -| smﬂ F-Active - | Leave Scheme

Resignation Remarks [

Recommend m =
for re-hired

Reason for re-hired [

[
l
|

Date of Notice - Stop payment indicator I lJ
Stop payment Effective Date I =
Stop payment End Date | -
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Bank Tab
To indicate payment mode to employee in this tab.

Update ] Emploﬁrmentl Other ] Confirm & Termination Bank lAddress] Spouse ] Allc-wf[}edu] Career 4| P

Bank Info

Bank |?1 71 ﬂ |P05T OFFICE SAVING BANK (POSB)
Branch 081

Account# 123456789

Reference |

Particulars |

%zi;;gﬁi mode |NA j

Other Banks

UPDATING PROCEDURES:

Lookup *
1. Under Bank field select or search S earch Characters
by Bank name |
2. Key in the Account #
3. Click on Save button to save the W "
entry. | SBN AMRO BANK Ny 56 BRANCH 7010 001
Override Payment Mode —To override | | =iyl 700 cs il elil o
current period payroll's payment mode. | |™|gn 4MRO Bark Nv HDE Hub 010 055
For example when employee _|ABM AMRO Bark N Interational Private Clients | 7010 054
terminates their service and company _|ABN AMRO Bank WY Market Street 7010 0E0
will make a Cheque payment, instead of _|ABN AMRO Bank MY Mgee Ann City 010 05g
the usual GIRO payment. Instead of | [ o AMAD Bank NV Dichard LU
ABM AMRO Bank MY Singapore Branch 7010 050
removing the bank details, user can | |7|agn &MRO Bank MY Somerset 7010 056 v
update the override payment mode and | —
reprocess the payroll so that payment Sort By Code Sort By Name | v DK X Cancel
will be reflected as cheque payment.
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Other Bank —In the event if the employee request to receive payment by different mode
or 2 separate bank account, user can use Other Banks to setup the payment either by
amount or percentage (has to add up to 100%).

Employee's Other Banks Details >
BANK_ID|BANK_BRANCH|BANK_&C_ND |sMOUNT  |PERCENT
Mrm os 123456789
| |casH 40.00
L
j"L LClose
Address Tab

Compulsory field as it is crucial for IRAS submission.

Update ] Employment] Other ] Confirm & Termination ] Bank Address lSp-ouse ] Allowr[}edu] Career ﬂl

Address/Contact —

Alias | Country of Birth HOME - Ownership Indicator [Noe -

Surname | Update Spouse Address From Emplovee's address? [
Overzeas

Qe | Address :

Postal Code | Phone | Ext | Postal Code

Mobile Phone |

Pager | Email |Kyle@timesuftsg.cum.sg

Address t3|'IIPE-‘|L|:| cal Address

- For IRAS j Citizenship | ﬂ

Email — To be filled if Email Payslip or the E-Leave module is purchased.
Emergency Contact — To keep track of employees’ emergency contact details.
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Emergency Contact

Contact | Alias

Person

Address Other
Address

|
|
| |
| |
Postal Code li Postal Code li Same Address Indicator ? [

Relation=hip - ID Number
LiED Contact No

Update Spouse Addresz Relationship = SPOUSEANIFEFHUSBAND 7 [

Same Address Indicator? — In the event if the employee has the same address as the
emergency contact, by ticking on Same Address Indicator? , system will duplicate the
Emergency Contact address with the employee’s address and contact number.

Update Spouse Address Relationship= SPOUSE/WIFE/HUSBAND? — When user tick
on the following option, it will duplicate contact address from employee’s profile to the

spouse tab.

Spouse Tab

This is a field to update employee’s’ spouse details.
Employrment] Other ] Confirm & Termination ] Bank ] Address Spouse Allowr[}edu] Career ] Calenda 4 | ¥

Spouse Details
Spouse Name

Address

Postal Code
Occupation
Income Tax
VC No

Date of Birth
Phone
Mobile Phone
Pager

Fax

Email A/C
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Allowance/Deduction Tab

To setup recurring payment or deduction from employee.

LOAN: A total 5 times deduction of $200 deduct from employee salary with effective
from July 2018.

career | Calendar| Misc | Free Field | Transfer |

Effective

Payment End Effected by

Code Description ‘Type Amount Date Date ‘Da(e ‘;tfhn Year |Times [ME Mth Year |Total Amt Last Payment Date
LLOAN LOAN REPAYMENT Amt -200.00 T 2018 6 End 12 2018 -1200.00
Select either M/E.
M — Mid Month
E — End Month
. Effective Payment End Sta A
Code Description Type | Amount Date Date Date Mt

|LOAN LOAN REPAYMENT Amt -200.00

 |MEAL MEAL ALLOWANCE Amt

tTRAI“-J TRAMNSPORT ALLOWAMNCE Amt 500.00 15/08/2016 01/09/2016

MEAL: BLUE colour code indicates that MEAL allowance is a Formula Code

(Arithmetic formula applied to code: e.g. MEAL = (VA37*5). User do not require
enter any amount.

TRAN: YELLOW colour code indicates that TRANSPORT allowance will be
automatically prorated if staff work less than a month. (Please refer to <Company
Setup><Prorate Allowance>)

Please leave out the Start Mth, Year, Times, End Mth and Total Amt if the effective
date and payment date is used.

This example shown how a allowance is set to prorated effective 15 August 2016 but
paid in the month of September(201609)

Code Description ‘Type ‘Amount E:teec’tive gizrgnent E;fe
TRANM TRANSPORT ALLOWANCE  Amt 500.00 15/08/2016 01/09/2016
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CREATION PROCEDURES:

1. Double-click on a record or press the <INSERT> key to add a new code.

2. Type in a new code and its description.

3. Click the OK button to exit the dialog.

Under the Allowance/Deduction table, user can set the employee’s allowance or
deduction based on either amount or rate.

% Update Employee record - Period :201608 — Oa H
Employee # [EMPNO ~ | Name[EMPNAE ~| | E|&| g auvick Menyl
Update ] Employment] Other ] Confirm & Termination ] Bank ] Address] Spouse "'El{:areer 4 r
. Effective Payment End Sta &
Code Description Type | Amount Date Date Date Mt
[LOAN LOAN REPAYMENT Amt -200.00
MTRAI TRAINING REIMBURSEMEMNT  Rate 5.00

When rate is used, user has to specify in ‘Modify Pay Record’ under frequency field in
Modify Allowance table and the system will generate the total amount for the employee.

\[WPLDayc | 0.000000] 0.00 .00 & Allowances / Deductions

INPLHr-C | 0.00| 0.0a 0.o0 5 Code |Description |Amount |T | |
|absentc | 0.00] 0.00 p.00 = || [Loan LOAN REPAYMENT -200.00|N
Total No Pay leave ooo/| |MEAL MEAL ALLOWANCE 0.00 0
_Overtime_| »|TRAI TRAINING REIMBURSEMENT ol N |
0T0.5 fpa—-_ ool aon P - —
0T0.5 # Modify Allowance — | L
OT0- 4™ T ode | Description RATE FREQUENCY |Amount [T &
s 3 -] LOAN REPAYMENT 200.00 N
MEAL MEAL ALLOWANCE 0.00 p
| TRAI TRAINING REIMBURSEMENT g 15 ?5_unE

For e.g. in this case if the rate is $5, when user enter 15 times for the frequency,
automatically the software will calculate the total amount.
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Career Tab

Record career change information such as Increment, promotion, demoted, merit
increment.

Employment] Other ] Confirm &Termination] Bank ] Address] Spouse ] Allow/Dedu Career ]Calenda AL

Career Progression l

Er;dger“sm” NONE Section [VONE  ~|odsaary | 3000000 A incre% 16.67
Department  [VONE Increment Effective Date|01/012016 | ncrement | 500.00  MVC Incre% 0.00
category  |NONE ncrement PaidDate  |71072016 _~|New Salary [ 3500.00 A Incres 500.00
Occupation  |NONE Salary range (scale)  [NOMNE | satary Type [Monthly | MVClncres l—
Cost Centre  |[NONE Salary Step l— Salary ,w T l_

Percent

Company TRG Increment review date WMVC Accums 0.0
Job Grade NONE Transfer/Promotion ]

Review date
Appraizal

Grade

Divigion Code |NONE REASONS |
Job Level REMARKS |

Code Department |Categor5r |Job Grade |Inc Date |Paid Date |0Id Pay |Increment | Hew Pay ™
FJOIN MONE MONE MOME TA2014 111172014 3000.00 0.00 3000.0C
#{NONE NOME MNOMNE MNOME 01/01/2016 01/07/2016 3000.00 500.00 3500.00
Y]
< >
New | Edit | Remove | Save | Cancel |

1] [a[wo/nl fie-]

CREATION PROCEDURES:

1. Click on ‘New’ button to create a new record.

2. Select a progression code e.g. AINCR: Annual Increment

3. Input fields: Department, Category, Occupation, Cost Centre, Company, Job Grade,
Appraisal Grade and Section accordingly.

4. Enter the Increment Effective date

5. Increment Paid Date by default duplicates from Increment effective date. In the
event where increment effective is earlier than paid date system will back pay
accordingly.

6. Salary range (scale) is link to <Payroll Setup><Wage Code Setup>

7. Salary Step is link to <Payroll Setup><Salary Schedule>

8. Increment review date used for setting an increment review date to be prompted by
the auto prompting report.

9. Salary Type set at Monthly

10. Salary Percent% at 100
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Section NONE |mc| Salary 3000.00
Increment Effective Date |11/01/2016 ||nc:rement £00.00
Increment Paid Date 01/07/2016 |N'E-“~'-' Salary 3200.00

In the above scenario, system will automatically generate back pay of Basic salary and
back pay of OT from January (201601) to June (201606) in the July (201607) Modify pay
Record.

Leave |Quick Menu| Period [201607  +

Pay Group STD Other Cycle Paid |Monthly Period [07/E Type: [2-5N CPFiLevy [CLASS1
IR | 2100 BasicPay | EETXTINCTS EYETl Daily Rate | ICXTY Hourly Rate | IREED]
|WPLDayC | 166.666667] 0.00 n.00) 2 Allowances / Deductions

INPLHrC | 1958  0.00 000 % [Jcode  [pescription [amount [T A
|Absent-c | 161.54| 0.00 0.00 - |[PEAE -] BACK PAY OF BASIC 2500.00) A

Calendar Tab

Every employee record has a working calendar which contains a working pattern. The
calendar tab provides a means to manually change the workday state (OFF, FULL,
HALF).

User can also amend working pattern for any employee by modifying the Weekly Setup.
Any changes made to the Weekly setup must be recalculated by clicking on the
‘Recalculate Calendar’ button

Other ] Confirm & Termination ] Bank ] Address] Spouse ] AIIowaedu] Career Calendar l Misc ] Fre 4]}

Weekly Setup 5 ST Working Calendar

w

Alternate Saturday: To set N e e e — ———
up alternate Saturday work e UL <] [Foo ] | |Peried [201607 Sl [ memenmjor
code wep [~ | o = Total Working's Day: ~ 21.00 |_|26/06/2016 off

THU FULL | FULL | 27106/2016 Full
Get Weekly Setup from i I::;L ﬂ S Juy2016 || z0si20s Eu::
Group Setting: To set - |:>FF ﬂ |C)FF 3 Sun|Mon|Tue|Wed| Thu| Fri | Sat E— FE”
employee work code same n 2 01072016 |Ful

as other staff who fall under 24|58 |7 8|09 (|[amme o
10011 12 113 14 |15 16 RN oft
the same pay group 0410712016 Full
17 018 19 20 21 22 23 05/0712016 Full

Recalculate Calendar: To

. 0610712016 Full
reset the working pattern of 2425126 |27 | 28128 | 30 e onerete.|Fun
an employee to the 3 080712016 |Full
Alternate Saturday v .
selected pay group. et Weekty Setu from Croup Seting 2 [~ | Hobtay Tk | <] Calculate Working Day

Holiday Table: Link to the
holiday setup at <Leave

Setup><Leave Recalculate Calendar

Administrator>Holiday
Table

More Than Two weeks setting required? : To setup of pay group with 4 difference
work code at each week
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Free field Tab

Additional fields provide to record employee’s details if required, for example Locker
Number, Keys assigned, Certificate expiry date.

CREATION PROCEDURES:

1. Click on Click the button to Setup FREE Field Description
2. It links to the free field description in the <Utility><Free Field Description>
3. Rename field under CAPTION
Description: used for alpha numeric items, eg. CAR PLATE NUMBER
Numeric: used for numeric item, eg. NUMBER OF CHILDREN
Indicator: used for items checkbox indicator, eg. SMOKER?
Date: use to record the date, eg. Vaccination date

B Free Field Dialog — O >
DESCRIPTION CAPTION LY
<Description 8> <D escription 8>
<Description 9> ¢Description 3
<Numeric 1> LOCKER HUMEER
<Numeric 10> <Murneric 103
<Numeric 2> <Murneric 2>
<Numeric 3> <Mumenc 3>
<Numeric 4> <Mumenc 4>
<Numeric 5> <Murmernic B
<Numeric 6> <Mumeric B>
<Numeric 7> <Mumeric 7
<Numeric §> <Murmeric 8
<Numeric 9> <Murmeric 3
<Indicator 1> SMOKER?
<Indicator 10> <Indicator 10
<Indicator 11> <Indicator 171>
<Indicator 2> ¢Indicator 2>
<Indicator 3> ¢Indicator 3
<Indicator 4> ¢Indicator 43

P |<Indicator 5>
<Indicator 6> ¢Indicator B
<Indicator 7> ¢Indicatar 7>
<Indicator 8> <Indicataor 8 W
j-_L Cloze
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9. LEAVE APPLICATION

TIMES PAY provides easy management of leave records. User can easily access to the

overall leave entitlement, leave taken, and leave balance of an employee.

Leave Entitlernent

Leave Record

i b
Leave Application

Leave Adjustment Record

Leave Entitlement

To view individual employee’s leave entitlement:

1. Click on Leave Application icon.

2. Select Leave Entitlement.

3. Select employee from the dropdown list
4. Click the leave code combo box.

5. Choose Annual Leave (code: ANNU).

E TRAIMING TIMES SOFTWARE PTE LTD Version .7.14 - O =
Empcode  [3345 - NESCOTTIE -] M
Hired Date |09/10/2014 Terminated Date Leave Scheme [MGR Department [FINANCE & OPE

Code Description Full Adju Cur. Yr BF Forfeit  YTD Total Taken Balance

Entitle Entitle Entitle
JANNU -| [ANNUAL LEAVE a0 | 000 1800 18.00 | [12.00 [30.00 J0.00 |30.00
Description |B|'F |Current Entitlement ‘YTD Entitlement |Tota| |Taken |Ba|ance | ~

| |Janr2016 18.00 1.50 2.00 20.00 0.00 20.00

|Febi2018 18.00 1.50 3.00 21.00 0.00 21.00

|mar2018 18.00 1.50 5.00 23.00 0.00 23.00

| Apr2016 18.00 1.50 6.00 24.00 0.00 24.00

_|Mayr2016 18.00 1.50 8.00 26.00 0.00 26.00

| Junz2016 18.00 1.50 9.00 27.00 0.00 27.00

| Juir2016 18.00 1.50 11.00 29.00 0.00 29.00

¥ Aug/2016 18.00 150 12.00 30.00 0.00 30.00

|sepi2016 18.00 150 14.00 32.00 0.00 32.00

|oct2016 18.00 1.50 15.00 33.00 0.00 33.00

_|Mow2016 18.00 1.50 17.00 35.00 0.00 35.00

| |Deci2016 18.00 1.50 18.00 36.00 0.00 36.00

v
Save ‘ Remove ‘ Cancel ‘ Check Entitlement| ReCalculate H ﬂ } H ﬂg\ose

93| Page




TIMES

SOFTWARE

Leave Record

Leave Scheme

Leave balance
base on login

Confirm Date |08/01/2015

Leave Code Start Date Day Hour End Date

AM/PM  Reason

Department |FOD v |FINANCE & OPERATIOMS DEPARTMEN ‘gggi?ittlegﬁtle BIF Adust Forfei ;ittiatlle Taken Walance
Leave Schet |MGR |MANAGER LEVEL | 18.00 |12 00 | 18 | 0.00 | |3|J 00 | 100 2900
Effve Date  |01/10/2014

Resignation ’7 ANNU Leave Taken at as Prd 12 : 2.00 Bal : 34.00

Date

081102016 | | 1 0 [10M10/2016

ANNU - -]

Leave taken as
Period 12

Period 12

Leave Balance as

Select Dependant NRIC for leave
code CHILDLVE(childcare leave)

To add/modify/delete a leave application:

LEAVE CREATION PROCEDURES:

Click the Leave Application icon.

Click on Leave Record.

Select an employee by code/name.

Click the New button and select Leave Code.

ook wNkE

Click on Save to confirm entry.

Enter leave start date and number of days taken under Day field.

Edit this field to manually
enter the leave application

Approval

Click the ellipsis button to select

Select if Emplovee applies Half Dav

date from the calendar.

Start Date

Leave Code Day Hour End Date Appr

AMPM  Reason |

ANNU <] [10/0472016 - | 2| 000 [12/04/2016

|Yes j |

=l Re |

Dependant NRIC |

Leave Code|Start Date |End Date |Da]|r |Hour |ApprovaI|AMPM|Remark5

=|ANNU 10/0412016  (12/04/2016 2 0/Yes
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IMPORTANT!

When leave taken is crossed Public Holiday through off days, system will not take the
day into account. Public Holiday table is captured from Payroll Setup > Leave
Administration.

TIMES PAY intuitively shifts out non-working days [SU WO [TU | WE | TH | FR | S5A
and holidays, as set out in the weekly settings
(working pattern) and Leave Setup (Leave 1 7 |3 |4
administration) respectively. From 3-8 June’2016 4
working days will be calculated, assuming Sat and 5T 17 18 (9 [0 [11
Sun are Off days.

12 [ 13 [14 |15 |16 [ 17 [ 18

Leave can be applied in terms of hours. Toenter 0.5 [7% [ 20 |21 | 22 |23 | 24 |25
(4 hours) or 0.25 (2 hours) in the Day field. (If one
working day consists of 8 hours) 56 1 27 |28 |20 |30
Day

0.25

LEAVE DELETION PROCEDURES:

% Leave Record - 201602 - O X
. " Employee# |002-PR - Name |SAB SCOTT j Py Lookup -
1. Select on the application that 4
IS to be deleted- Beperiiva |HR ‘HR ‘S#gim\egﬁlle B/F Adjust Forfeit ;:La“lg Taken Balance
i Leave Scher |EXEC ‘EXECUT\VE LEVEL 16.00 [11.00 16 [25.00 200 700 [ 500
2. Click the Remove button to Hied Date 01072013
delete the SeleCthn Resignation ’7 ANNU Leave Taken at as Prd 12: 7.00 Bal : 0.00
. Date
Confirm Date [31/03/2013
Leave Code Start Date Day Hour End Date Appr AM/PM  Reason ‘
[anno -] [otosrzot6 o | 7 0 090672016 [Yes -] Reft |
Dependant NRIC ‘ J
|LeaveCode‘Slarl Date |End Date ‘Day ‘Hour ‘Approval‘AMPMlRemarks ~
p|annu |0106r2016_{0906/2015 7 0 Yes

The arrow indicates that this record is
selected.

v
< >

Detailed Record Mew ‘ Edit I Remave I Cancel ‘ Mﬂﬂﬂ fl_glosa
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LEAVE MODIFICATION PROCEDURES:

To postpone a NPL deductionto =

the next month

1. Select the Leave record.
2. Click the Leave breakdown

button.

Employes# [003-LC »|  Mame [LOUISALEE jﬂ Lookup [NPL -
1 |
Department  [HR R Cument Y10 BIF Adjust Forei g:t:“lg Taken Balance
Leave Scher [EXEC [Execumve Lever 1 f=

3. Choose the next Pay period

from the Pay Prd Dropdown

list.

4. Choose Last Month from the
Current Mth? Dropdown list. |

5. Click the Close button

6. Click on ‘Yes’ button to save

the changes.

Leave Adjustment Record

Only code start with ‘LIEU’ can enable the field ‘Expiry Date’.

The following shows how to credit off in lieu.

Click New

Select leave code
Choose Effective Date
Enter no of day

Enter Remarks

Click Save

ogrwNE

9% |Page

Hired Date  |12/04/2016
Resignation ’7 NPL Leave Taken at as Prd 12:1.25
Date
Confirm Date |11/07/2016
Leave Code Start Date Day Hour End Date Appr AM/PM  Reason |
NeC =] [erosz0te | 0 2 [70a2016 [Yes | Reft |
Dependant NRIC | J
Leave Code | Start Date ‘End Date ‘Day ‘Hour ‘Approval‘AMPMlRemarkﬁ ~
B{NPL 2710472016 ‘27104/2015 0 2|Yes
l 08
% Leave Details Breakdown - ] X
Date Day Hour |ApprovallPay Pid | Cycle Current Mth? ST:'““' E::{'hm' 2
4 025 v 201604 E Current Month 2016 4
——
v
v
< ﬁglnse L ’
Detailed Record Mew' Edit Remove H Cancel I HT 4T TM ﬁglo&e
% Leave Adjustment Records - o ®
Employee Cade |004-FW01 ~| Employee Name |EL|ZA BETH TAN j oy
Leave Code Effective Date Day Hours Expiry Date Approval Remarks
[LEu =] [0z -] | T [30/08/2012 ~] [ves ~| [PRES ELCT 2011
Leave Code|Date Days ‘Hours |Taken |Ba|ance|Expired Date‘Remarlcs Approval ~
M|LIEU 01/01/2012 1 0 1/30/06/2012  PRES ELCT 2011 Yes
LIEU 26/05/2012 3 0 331122012 VESAK REPLACEMENT Yes
LIEU 01/05/2013 1 0 1/3112/2013  CL LABOR DAY 2013 Yes
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10. CLAIM RECORD

Claim Record
The claim record keeps a record of employees’ medical, dental or hospitalisation claims.

Claim Record

Clairmn Report

Claim Report - Landscape
Claim Costing Report
Import Claim

Clairn - GL Setup

Claim - GL interface

Claim Record

CREATION PROCEDURES:

1. Click the Claim Record icon.
2. Select Claim Record.
3. Choose an employee by code/name.
4. Click the New button.
5. Select a Claim Code.
6. Key in relevant claim details.
7. Click the Save button.
Select the desired Date when Claim
Claim Code under is submitted
Claim Info Claim Entitlement
Claim Info
Claim Code j Claim Date I—;| Job Grade Ir Max. Claim |_—

Sub Claim | Visit Date - Category JMNR YTD Claim
Claim Amount Sulb Claim Limit Benefit Scheme |02 Balance

Remark | Service ear : 2 year 4 month ‘

|
Total Amount Claimable Remaining Clam Year To
Entitlement Date Claim
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Indicate
Clinic Indicate Doctor’s Name for reference

Clinic & Doctor Info |
Hosp /Clinic w | Doctor's Name | !

Diagnosis w | Insurance Nu.|
r Dep ID -

Indicate nature of an
iliness

Sector |F'ub|ic Sectar j OPD Eligibility 7 [~

j HIC Eligibility 2 [

Pre-illness Indicator Type |Out patient - GP

Insurance Policv No.

Employer reimbursement
in percentage/dollar

Employee reimbursement in
percentage/dollar

Co-Payment & Transferring To Payroll—1 I | I
p— Employee —— Reimburse% [—— Reimb g

Co-payment 7 [ Employee 0.00 0.00 00.00 FUrlEE

Traneferred to payrol 7 [w Fayabled SEELE By Employer By Employer

Reimbursement ? [ Approved? [v  Alw/Dedu Code |MED w| Transfer period |201601 +| |5 =

100.00

Co-payment? —Tick if medical bill payment is shared by both the employer and the
employee. (The employer will deduct a certain amount from the employee if it is a co-
payment.)

Transferred to payroll? —When ticked it means payment has been transfer to payroll.

Reimbursement? —Tick indicates reimbursement by employer
Allw/Dedu Code — Select the desired type of medical allowance/deduction.
Transfer period — Select the month for reimbursement via payroll.

Cycle — Select the cycle either E (End month), M (Mid-Month), S (Special) for the

medical claims to be transferred to

¥ Claim Record — a x

WhICh payro” CyCIe Employee #001-LC _»| Name [JOSEPH UH jﬂ
Claim Panel | in-Patient Info | Cost Centre Allocation | ECLAIM Tab |
. . Claim Info
Here is a sample dental claim record: ComCode [DENTAL +] camose  [1301/2016 +] sobcrage [NONE  yax,cam| 8200
Sub Claim | visi Date [1310112016 ~] category [MIGRI ¥TDClim | 100.00
s 100.00 sub Claim Limit 000 Beneft Scheme [JFCSTAFF  Balance | —18.00
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Remark

H Service Year : 7 year § month

Clinic & Doctor Info

Hosp./Clinic + | Doctors. Name|
Diagnesis ‘ j Insurance No, | Sector |F‘ubhc Sector ﬂ OPD Eligibility 2 [~
Pre-ilness Indicator [ DepD | - Type [Outpatient-GP -] HIC Eigibilty 2 [~

Co-Payment & Transferring To Payroll

Co-payment 2
Transferred to payroll 7 [@
Reimbursement ?

v Employee Employee —— Reimburse% [——— ReimburseS [
o Payabla% Payable$ D00 gy Employer 7000 By Employer 100.00

v Approved? [ AlwiDedu Code |MED | Transferperiod |201601 | |S

|code

|Claim Date | Approval Date|Approved|Claim Amount|GsT$ |Diagnosis |sector  [AllowiDed. [€E &

P[DENTAL

13/01/2016 res. 100.00 Public Sector MED

New

v

M 4[] g

| Save | Delete Cancel |
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Claim Reports
Allows user to generate a claim report by showing all records or by a period.

Claim Report dialog

CREATION PROCEDURES: MAIN | EMPLOYEE | CLAIM | DEPARTMENT | COST CENTRE
. . Printing Range Fraom Ta Claim Code
1. Select Claim Report option. From Claim Code DENTAL <] [NonE =]
2. Indicate Claim Code. it [CRM-00001 o] [CRM-00431 |
H Epartmen ACC 7 TRF &
3. Indicate Report Format and Depatment | =l =l
. h Date 01/08/2016 31/08/2016
Print By method. - T
Report Format | Meels -] Refirt Format |Detils ]
P Frint By JALL RECORD |
Fririt E_lrl ALL RECORD Group by
TstGroup by |BY EMPLOVEE CODE ~|
CURREMT PERIOD
YTD PERIOD
DATE R&NGE
P&y PERIOD
Mew Page for each Employes ? 2
Print Entitlement with no transaction’? -

| Preview |

Print By:
- All Record: Print all medical records in range.
- Current Record: Print all current month medical records in range.
- YTD Period: Print all medical records for all employees in range.
- Date Range: Print all medical records dictated by the date range.
- Pay Period: Print all medical records dictated by period.

Date /082016 - /08,2016 -
Pernod 201603 :l

Report Farmat |DEtEIiIS ﬂ
Print By |[2E10S1E
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Perind |2':I1 608

Report Format |D'3t‘?‘”S

Fiint By | RS AREAIIE
Group By: Group by
- By Employee Code 13t Group by OYEE CODE
- By Employee Name i EMPLOYEE CODE
- Medical Code B EMPLOYEE MAME
BY MEDICAL CODE
New Page by Each Employes W  — Tick to print one page per employee
_ Tick to print Emp. Entitlement from
Print Entitlemnent with no hanzaction’ v

" (Benefit Scheme)

4. Click on Preview button.
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Here is a sample of the Claim detail report:

TRAINING TIMES SOFTWARE PTE LTD CTI0B2016 54125 P
Claims Details Report
Page 1
Claim Code : From CLOTHES To TRAN )
Sorted By : Employee Code Userid: MASTER
Query CALL
Claim Code Claim Date AllwiDed Period Diagnosis
Co payment Reimbursement3 Employee Paids Visit Date Claim Amount
Empcode # 001-LC JOSEPH UH
Claim: DENTAL CLAIM Max Claim 82.00 vtd 100.00 Balance -18.00
DENTAL CLAIM 14/04/2014 DENTAL REIMBURSEMENT 201405
Yes 70.00 0.00 14/04/2014 70.00
DENTAL CLAIM 24/07/2014 DENTAL REMBURSEMENT 201407
Tes 55.00 4.00 24072014 60.00
DENTAL CLAIM 13/01/2016 MEDICAL REIMBURSEMENT 201601
res 100.00 0.00 130120186 100.00
Z26.00 4.00 Claim Code subTotal 230,00
Claim : MEDICAL CLAIM IMax Claim 220.00 Ytd 0.00 Balance 220.00
MEDICAL CLAIM 24/0%2012 MEDICAL REIMBURSEMENT 201209
res 78.00 0.00 24082012 78.00
MEDICAL CLAIM 25M0/2012 MEDICAL REIMBURSEMENT 201210
Yes 120.00 0.00 1810/2012 120.00
MEDICAL CLAIM 26M 02012 MEDICAL REIMBURSEMENT 2210
Tes 202.00 198.00 251102012 400.00
MEDICAL CLAIM 270662013 MEDICAL REIMBURSEMENT 201306
res 30.00 0.00 Z7/06/2013 30.00
430.00 198.00 Claim Code subTotal §28.00
Maximize preview window
|
I} Claim Report |
& Y=l =REE I b Close

Printer Setup
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Claim Reports-Landscape
This option generate report in landscape format.

GENERATING PROCEDURES: Medical Report

Setup ] Prirt Dialog ]

1. Select claim code(s) to be

SELECTED|CODE |esc ~
generated under setup. ¥ |DENTAL DENTAL CLAM
| ¥ Hosp HOSPTALISATION
| ®  |MEDICAL MEDICAL CLAIM
¥ T nome NONE
W

Medical Report

1. Select Print dialog

Setup  Print Diglag l

From Employee# |un1_|_c

j To

|SUP111 ﬂ

01/08/2018

From Claim Date

J To

Print Period 201601 hd

Show Batch No?

Print Flexi Report?

Print by |Pﬁ)r Period ﬂ
Sort by |Recurd No/BatchNo j
Report Type |r.1ax 5 Claim code j
Status | Approved |
Data Entry Via |Entered in Both system j

Exclude Previous year Resigned Employee? [

E

-

|?l-‘38-‘231? J

Preview | ﬁgluse
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Here is a sample of the claim report

— landscape format report:

Medical Report
Setup  Print Dialog l

From Employee# [0009 x| T |wpoot -]
01/07/2016 J T [31072016 J
Print Period ’m

Frint by [Paypeioa -]

option [Companybocor =]

From Claim Date

Print in Detailed Format v
Print Flexi Report? r
Preview
TIMES SOFTWARE PTE LTD Remark
STAFF BENEFIT CLAIM RECORD LISTING FROM 01/07/2016 TO 31/07/2016
Sorted by : Record No/Batch No
Status : Approved Data Entry : Entered in Both svstem
Record Staff Staff Name Date of claim DENTAL MEDICAL Total
No MNumber CLAIM CLAIM
Julnnoo4T SG002  TEO KYLE 06/07/2016 257.00 257.00
Total 0.00 257 .00 0.00 0.00 0.00 257 .00
Grand Total 0.00 257.00 0.00 0.00 0.00 257.00
Claim Costing Report
. . Medical Report
A claim costing report can be Setup | pint Disog |
generated.
SELECTEDlCODE DESC A
M ¥ DENTAL DENTAL CLAIN
| ™ mEDcaL MEDICAL CLAIM
GENERATING PROCEDURES: | HOSP HOSPTALIZATION CLAIM
| [T |cLoTHES CLOTHING CLAIM
[~ |HOME HOME LEAVE CLAM

1. Select claim code(s) to be
generated under setup.
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2. Select print Period to preview a Claim Costing report
Here is a sample of the claim report — landscape format report:

TRAINING TIMES SOFTWARE PTE LTD
Date : 08/08/2016
CLIAM REPORT FOR THE PERIOD OF 201601 Page: 100
ITEM EMPLOYEE MAME VIST DATE EMPLOYEES EMPLOYERS TOTAL
MOME (MOME )
MED (MEDICAL REIMBURSEMENT )
1) JOSEPH UH 13012016 0.00 100.00 100.00
MED (MEDICAL REIMBURSEMENT ) SUBTOTAL 0.00 400.00 100.00
MOMNE (WOMNE ) SUBTOTAL 0.00 100.00 100.00
SUBTOTAL 0.00 100.00 100.00
GRAND TOTAL 0.00 100.00 100.00
Import Claim

Instead of manual entry, claims can be imported via MS Excel worksheet.

IMPORT PROCEDURES:

1. Enter Claim information at MS Excel worksheet. For example:
Column A: Employee Code

Column B: Medical Code

Column C: Medical Date

Column D: Claim Amount

Column E: Claim Approve (True or False)
Column F: Sector Code (Pub or Gov)
Column G: Co-Payment (True or False)
Column H: Employer Amount

A =] | C | D | E | F | G [ H
1 [EMPCODEMEDICAL CODIMEDICAL DATE CLAIM _AMOUN CLAIM_APPROVE SECTOR_COD CO_PAYMEN EMPLOYER_AMOU
| 2 | 1| DENTAL 22/07/2005 80.00 TRUE Pub TRUE 80.00
B 10/ MEDICAL 25/07/2005 88.00 TRUE FUB TRUE 88.00
4
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2. Select Claim report > Import Claim, click on Setup to enter claim Template

B IMPORT UTILITY version 30/01/2015 — O *
e Enter Column No,
. EvcelFilename || =
Fleld COde based Target Filename ‘MED\EAL J Made ’m
on the sequence T Chock B | Seb |
from the Excel | | | A
FIELD_CODE COLUMN_NO MAP_COLUMHN_NO MAPDESC
WorkSheet | 1 EMPCODE A
. 2 MEDICAL_CODE B
e Browse for excel file | 2|MEDICAL DATE c
: 4 CLAIM_AMOUNT D
e Enter Batch No. i 5| CLAIM_APPROVED E
6|SE F
e Click IMPORT i 7/co_pavMENT G
| 8 EMPLOYEE_AMOUNT H
| 9 EMPLOYER_AMOUNT I
| 10 TRANSFER_TO_P&YROLL J
L 11 |PERIOD_TO_TRANSFER K
| 12 CYCLE L v
IMPORT H| Diose
Browse for the Excel file which
store the claim information
& IMPORT UTILITY version 30/01/2015 - O *
Evcel Filename | =3
Target Filename |MEDIE.-'.\L J Mode |&ppend Mode j
Batch Mo Check Claim Batch ‘ Setup ‘

Enter Batch No.
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11. PROCESS PAYROLL

Monthly procedure to trigger salary payment.

-

Process Payroll

Pay Record
In each pay period, user would have to process/ initialize payroll before modifying a

payroll record.

PROCESSING PROCEDURES:

To process the pay record for a new period/Month:

1. Click the Process Payroll icon
2. Select Pay Record
3. Click the Process button

Period Initialize for Period 201808 *

Process Pay Transaction

IMPORTANT NOTE:

Please ensure all resignees are updated before processing the paproll
This is to ensure that the Leave Encashment, CPF Calculations and Salanes
are calculated correctlp. Presz PROCESS to proceed.

X Cancel | || o Process |
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Subsequently, in the event if you need to re-process the pay record:

Pericd Initialize for Period 201807 >

Process Pay Transaction

" Reprocess earler Selected Staff without cleanng vanable entries

" Reprocess earlier Selected Staff with clearing wariable entries

{« Do not reprocess earlier Selected Staff

IMPORTANT MOTE:

Please update the resignation before processing the payroll to ensure the Payroll
calculations are comect.

Clear record x LCancel \/ Process

Click the Process Payroll icon
Select Pay Record

Choose Option 1, 2 or 3

4. Click the Process button

whN kP

There are three different ways to process payroll as follows:

o Reprocess earlier Selected Staff without clearing variable entries (Reprocess
payroll)

o Reprocess earlier Selected Staff with clearing variable entries (Remove manual
entries)

o Do not reprocess earlier Selected Staff (Processing newly hired staff only)

Variable entries are items user can enter manually in the modify pay records. E.g. OT,
shift allowance, NPL entries, Ad-Hoc allowances/deductions (One Time Payments).
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Bonus Record

This is an efficient way to process the Calendar year/service
payroll.

PROCESSING PROCEDURES:

1. Click the Process Payroll icon.
2. Select Bonus Record.

3. At Bonus Parameter tab

4. Select the desired settings.

5. Click the Process button.

Highest Priority

A

Lowest Priority

A

period bonus for a company’s

Bonus Run for Peflod 201612 = O X
Bonus Parameter IGroup | individual | update Bonus Factor
Tl Bonus Code : [sonuaws v| ReportOrderby  [COMPANY+DEPARTMENT+NAME ~|
2 Bonus Method [By catendar ~]
3.......| cut Off Bonus (Mth/Period) 12 | 2016
4...... .Bonus Factor [ 1]
default Bonus Factor From Update Employee 1
if ‘0" bonus factor entered.
5.eeee..| Bonus Payment by INew Base Salary L]
Include NPVP or Service Point paid on INOT APPLICABLE _:_l nkon Sestng
i Separate Union Table For Bonus Processing v
7_"_ .. .\:.Vhlch Period to Pay Bonus Iseparately l}
8.......| Bonus Calculation by = Union Code - v]
Service Month Cut Off Day
SR *%' No Cut off Day apply, [15 ~
*31" must works for full complete month
: : o 5
10.....0. Contribute Community Funds ? Yes w| Rounding Formula l...11 ZI
Leave Exclusion Days —Exclude Bonus Condition
[~ Exclude NPL == Exclude unconfimed staff ? v 13
™" Exclude Sick Leave = [~ Exclude Employee Hired after v
A 1 I = 3 G660
12.... [ Estie s e [~ Exclude Employee Resigned After v 14
Exclude Absent leave a=
[~ Exclude Hospitalisation leave >=
Clear Record Trial Run Process | <F4>-Delete code <Insert> - Add Code j-]_ Close
Item Explanation Important Remarks
1 Bonus Code: Select the code from the Please DO NOT use BONUSP as it is a

Allowance/Deduction table that you wish to declare as
your Bonus Code.
We recommend using codes starting with BONU:

- BONUAWS

reserved code for Bonuses for year
2016 which are paid in the year 2017

108 |Page




TIMES

SOFTWARE

- BONU
2 Bonus Method:
Select the following bonus method practice by your
company:
- By Calendar: Based on Calendar Year (Jan 2016 to
Dec 2016)
- By Pay Period: Based on employee’s pay group’s
period (21st Dec 2015 to 20th Dec 2016)
- By Calendar Periodical: Based on company financial
period (July 2015 to June 2016)
3 Cut-off Bonus (Mth/Period): Example:
. . If your company’s bonus follows the
Determines the cut off period of the bonus .
. calendar year, your bonus cut off will
computation. be in December.
4 Bonus Factor: 1. Please see screenshot below:
This is to define the multiplying factor for bonus
computation. If it’s set to zero, the “Bonus Factor” value
specified in the “Update Employee” record are used
instead.

Employee # [EMP00S | Name |AUDREY PEH

l Emplo'_.rment] Other ] Confirm & Termination ]

j M‘ “5‘2‘ﬂuickh’lenu|
Bank ] Address] Spouse ] AllowiDedu ] Career 4| »

Employee # |EMF'UDB Name |AUDREY PEH

Hired Date 010172016 | 10 month(s)
Birth Date 241011990 w | 26 year 10 monthis)
Type |SN-I.1thry Rated-Subj OT ﬂ

Mid Mth Pay 0 g | 0.00
Bonus Factor 1

Basic Salary §333.33

Increment

New Salany

Hide Wage Data ? [ Insert Photo
LITIGnTar
Hired Date | =l
m] H Lot

Pay Group |PT -

416.67
9750.00

Select your “Bonus Payment By:”

- New Base Salary

- Base Salary

- New Base Salary (Last year)
- Fixed amount

- New Base Salary + (NWC)

- Base Salary +(NWC)

- Base Salary +(NWC) Last Year |
- New Base Salary + (Svs pt) —
- Base Salary + (Svs pt)

- Base Salary + (Svs pt) Last Year
- New Base Salary + (MVC)

—_

_

‘ » NWC =

L Most commonly used option.

National
Employees)

Wage Council (Union

Svs pt = Service Points. Only applicable to
hotels still using this scheme.

Only applicable if the company uses MVC as

- Base Salary + (MVC)
- Average Paid Salary

recurring allowance.

»

Applies to Hourly/Daily Rated Staff

!
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6.

Bonus Amount

Only use this field if you have Fixed Amount payment
selected in Item 5.

Which Period To Pay Bonus

Select which Pay Cycle you wish to pay out the bonus
with:

- Mid-Month Period. The bonus amount will be
lumped into the mid-month cycle.

- End-Month Period. The bonus amount will be
lumped into the end-month cycle.

- Seperately. The bonus amount will be seperated and
placed into a cycle called Bonus Cycle.

We strongly recommend that you use
Seperately in order for our system to
calculate the CPF contributions of the
normal pay cycle with the bonus pay
cycle.

Bonus Calculation By
Prorate the bonus based on:

- Service Month
- Calendar Days
- Working Days
- None (No proration)

Service Month Cut-Off Day

This option will only appear when Service Month is
selected in Item 8.

10.

Contribute Community Funds

Option to include community funds into the Bonus Cycle
or exclude it and lump the amount in End Month Cycle.

If you had processed the End Month,
this option will no longer be available.

11.

Rounding Formula

This option will round the bonus amount based on the
following selection:

- None (Default)

- Round up to Dollar

- Round down to Dollar

- >05=10r05=050r<05=0
- >05=10r<=05=0.50r0=0
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12. Leave Exclusion
If any of the checkbox is v/, system will prorate the
bonus amount according to the leave taken by the
employees.

13. Exclude Unconfirmed Staff This option is turned on by default.
The system will exclude all unconfirmed staff when
processing the bonus cycle.

14. Exclude Employee Hired after and Exclude Employee
Resigned After
The system will exclude the staff hired after the keyed
in date or resigned after a certain date.

Processing Bonus by Group:

Allows user to define Bonus factor or amount by employee category

PROCESSING PROCEDURES:

1. Press “Insert” button to insert a new record

2. Define the bonus factor or amount

3. On top of the bonus, you may use the “Variable Bonus 1
define variable bonus which you would like to pay together with bonus

” W

, “Variable Bonus 2” to

Bonus Parameter :

Generate Record | Clear Record | Group by |Category Code hd

] Individual ] Update Bonus Fac‘tor]

‘Yariable Bonuz Code Setting

Variable Bonus 1 =-+| Variable Bonus 2

Category Description L—Ivn:)ur:(segbays Bonus Factor Fix amount gi:z:lf gi:ﬁ:lze "
_[JUNI JUMNI 0.00 1 0.00 0.00 0.00
_|MGRI MGRI 0.00 ] 0.00 0.00 0.00
t HOME HOME 0.00 a 0.00 0.00 0.00
| [SENI SEMIOR 0.00 3 0.00 0.00 0.00
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Processing Bonus by Individual:

Allows user to enter the Bonus factor or Fix amount for all at single screen before

process bonus

Generate Record | Clear Record |

“ariable Borus Code Setting

“ariable Bonus 1

Bonus Parameter] Group Individual ] Update Bonus Factor

Retrieve Bonus factor from Update employee 7 I

Update Bonus factor to Update Employee? I

“ariable Bonus 2

Emp No Employee :Ivn:)ur:(seLDays Bonus Factor Fix amount gi:i:lf ;i:i:lze 2
_|001-LC JOSEPH UH 0.00 25 0.00 0.00 0.00
_|002-PR SAB SCOTT 0.00 1 0.00 0.00 0.00
_|00zLC LOUISA LEE 0.00 1] £00.00 0.00 0.00
| 004-Fwi0l ELIZ4 BETH TAM 0.00 1 0.00 0.00 0.00
_|005-LC GREGORY THEE 0.00 1 0.00 0.00 0.00
00-Fw HaMZAH ADILAH 0.00 1] 2000.00 0.00 0.00

Update Bonus Factor:

Allows user to update Bonus factor for all staff at single screen

PROCESSING PROCEDURES:

1. Click “Generate Record” to
generate employee name list

2. Enter Bonus Factor( Use to
update back to <Update —
employee><employee record>)

3. Use the option at Individual tabto |
update this bonus factor to
<Update employee><employee —

record>
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Bonus Parameter] Group ] Individual Update Bonus Factor
{Generate Record Clear Record |
Emp No ‘Employee Bonus Factor
0m-LC JOSEPH UH 25
_|002-PR SAB SCOTT 1
_|003LC LOUISa LEE i}
004-Fe ELIZA BETH TaN 1
| 008-LC GREGORY THEE 1
| OOE-Fd HAMZAH ADILAH 1
o07-LC4 DEMMIS LIM 1
_|008 FULL DiaM Bva KOH 1
003 HARVEY LITT 1
_|ooLc LORITTA SI0W 1
12345 TALIA O ADAM 1
|2 LU Z1=IMH 1
|3 ZULKIFI &BULLAH 1
3345 SCOTTIE 1
HE! LIU SKY 1
1999 TAMN MEL 1
_|ACCM LIM COBY 1
5001 Do DS 0OM 3
[PSUPTT STEF&N 1
<F4>-Delete code <Insert> - Add Code
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Special Record

Allows user to process separate payments Process Special Run for Period
from payroll like incentive allowances, awards “ 7]
long service awards, etc. Code h
PROCESSING PROCEDURES: Payment method |B_l,l 0Id Baze Salarny Percentage ﬂ
. . Percentage a
1. Click the Process Payroll icon. - _
i ay Perniod
2. Select Special Record. ~ Mid Month
3. Select the desired settings. - Erd Morth
. lul ar
4, Click the Process button.
Code— Choose a defined code from the code O SepaEiEy
table. Remove Zero Value? -
Paymetr;t MethIOd: Contribute Community Funds ? |ves
e By base Salary Percentage
« By Total Wage Percentage Salary Payment Mode? |DEFAULT ﬂ
e By Fixed Amount =
Pay Period: Clear Record Process Hl Cloze

e Mid Month: payment will be included in the
mid-month payroll cycle.

¢ End Month: payment will be included in the end-month payroll cycle.

e Separately: If this is selected, the payment will be reflected in Modify Special
Record’s Window.

Leave Transfer
Allows users to add/modify leave records after processing a payroll.

Assuming that the payroll has just been processed. However, a leave record for an
employee was omitted in the process. Below is the NPL record that was not processed.

Leave Code Start Date Day Hour End Date Appr AM/PM  Reason |
NPL -] [esisi2016 - | 1] 0 Jeoi082016 [Yes | | | Reft |
Dependant MRIC | J
Leave Code|Start Date (End Date |Da]|r |Hour |ApprovaI|AMPM|Remarks A
PINPL 2810812016 (29/08/2016 1 0 Yes
SICKEXT  |24/08/2016 (24/08/2016 1 0 Yes
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TRANSFERING PROCEDURES:

1. Reprocess the pay records without clearing variable entries

OR
Leave Transfer for period 201608
2. Transfer the leaves save Transtertar pero
To transfer leaves to process payroll Leave Transfer for period 201608
records: Parameter
e Click the Process Payroll icon. | Poyouwishto prorate Allowance 2 r

e Select Leave Transfer.
e Click the Process button.

loge

Eu

i Process |

Medical Claim Transfer
Allows users to transfer claim after processing a payroll.

Assuming that the month’s payroll has just been processed. However, a medical claim
record for an employee was omitted in the process. This function allows user transfer all
medical to modify pay record.

Medical Claim Transfer for period 201608

Medical Claim Transfer for period 201608
TRANSFERING PROCEDURES:

Parameter
To transfer medical claims to processed | Do youwish to prorate Allowance ? r
payroll records: Pay Period
" MWid Month
e Click the Process Payroll icon. + End Month
e Select Medical Claims Transfer. || Separately

e Click the Process button.

As you can see from the example below which the $56.00 amount reimburse by
employer is being transfer to Modify pay record
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Claim Record

Co-Payment & Transferring To Payroll

Co-payment ? [+ Employss 0.00
Transferred to payroll 2 [ Payable%
Reimbursement #

Employee
PayableS

# Approved? v  AllwiDedu Code |MED +| Transfer period |201608 «| |[E -

Reimburse%
By Employer

Reimbursed
By Employer

Code |Claim Date |Approval Date|Apprc-l.red|CIaim Amount|GST5 |Diagnosis |Sec‘tor |AllowJ'Ded. |EE ~
_I}ENTAL 130172016 es 100.00 Public Secter MED
L L|20] [N 20/08/2016 es 56.00 Public Sector MED
Modify Pay Record
Leave | Quick Menu| Period [201608 ~
Pay Group STD Other Cycle Paid [SemilMonth Period [02C Type: [2-SH CPFiLevy PR3
Days Viorked 12.00 Basic Pay | 3500.00 Age: | LRl Daily Rate 304,35 WG 40.33
|WPL DayC | 304.347326] 0.00 0.00| 2 Allowances / Deductions
|HP|- Hr-C | 4"3-33| 0.00 0.00) 5 Code |Description |Amount |H ~
|Absent-C | 323.05| 0.00 0.00) = l HOUSE HOUSING ALLOWANCE 300.00 E
Total No Pay leave 0.00(|_|MED MEDICAL REIMBURSEWMEMT 56.00/M
m MMcn MACOIFE MENNAKT R TWE FIHIND AcnniM

Leave Encashment

This option allows user to pay employees their leave balance.

ENCASHMENT PROCEDURES:

1. Select ‘Leave Encashment’ option
from Process Payroll

2. Under Parameter Tab, user enters
the number of days annual leave that
need to be paid e.qg. in this case 3 days.
Follow by selecting the annual leave
code to be used and encashment
method.

Annual Leave Code :
&ANL (Annual leave Encashment code)

Encashment method by:

Current Year BF — only encashment for
the brought forward leave.

Last Year BF with last year basic —en
year’s salary if there is any increment.
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Leave Encashment for period 201608 *
Leave Encashment for period 201608
Annual Leave code EANL - -
Encashment Method by |‘3'J"E"'f“"'Eiir BF j
Include Service Point paid on |N0T-"‘PP|—|C-"‘ELE j
Payment Mode |Encashmem j
Encashment method |EI‘,f Day ﬂ
Mo of Days Annual Leave Encashment 3z
Proceszs fL LCloze

cashment only the brought forward with last
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Current Year Balance — encashment for the current year leave balance.

Include Service Point Paid on: Applicable for certain service industries like Hotel
Payment Mode: Encashment or Deduction

Encashment method: By day or by Percentage

No of days/percentage encashment: specify the day or percentage to be process

3. Click on the ‘Process’ button and user will see the number of staff that has been
processed. When user selected ‘Close’ button after the process, the following rep

ort

will appear showing the balance of annual leave that need to be paid as well as the

amount.

TRAINING TIMES SOFTWARE PTE LTD
Leave Encashment Report
Encashment Method : Current Year BF

Max Day Encashment : 3.00

Total Employee : 12

Employee# Name Actual Balance Paid Leave Balance Paid Leave Amount$
001-LC JOSEPH UH 7.00 3.00 969.23
002-PR SAB SCOTT 16.00 9.00 2616.92
003-LC LOUISA LEE 18.00 18.00 1540.26
004-FWO01 ELIZA BETH TAN 16.00 16.00 5933.54
005-LC GREGORY THEE 16.00 16.00 3692.31
006-FW HAMZAH ADILAH 13.00 13.00 4800.00
007-LC4 DENNIS LIM 16.00 16.00 2185.85
008 FULL DAN BYAN KOH 14.00 13.00 5292.00
2 LUO ZIXIN 14.00 14.00 4329.23
3 ZULKIFI ABULLAH 14.00 14.00 3876.92
3345 SCOTTIE 18.00 16.00 2289.23
S001 DAVIDSON 18.00 18.00 8307.69

total 166.00 45833.18

4. Select Modify Pay Record if further amendment is required.

Employee # |001-LC ~* | Name # |J05EPH UH ﬂ ih
Leave | Quick Menu| Period [201608 ~

Pay Group |STD Other Cycle Paid [Semi Month Period |08 Type: [2-5N CPFiLevy |PR3

Days Worked 12.00 Basic Pay | 3500.00 Age: | LR Daily Rate ElIELN Hourly Rate 40.38
|wPLDayc | 304.347326] 0.00 0.00] 2 Allowances / Deductions

|HPL Hr-C | ‘1‘0-33| 0.00 0.00| 5 Code |Description |Amount |T |A
|AbsentC | 323.08] 0.00 0.00/ % |[P|SANL | @PAID ANNUAL LEAVE 969.23 0
Total No Pay leave 0.00|| |HOUSE  HOUSING ALLOWANCE 300.00 [}
e _[mED MEDICAL REMBURSEMENT 56.00 N
!Dﬂ-ﬂc ! w-aal-!!!l 0.00 ~ || |MOSQ MOSQUE MENDAKI BLDG FUND -19.50|N
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Festival Advance

Allows employer to pay the special payment for all the staff during festival season in
advance or enable automatic deduction to be made for the advance payment in the

following month.

ENCASHMENT PROCEDURES:

1. Select ‘Festival Advance’ from Process payroll.

2. From the parameter, user will select the Advance Allowance Code e.qg. in this case

‘FESTADV for Hari Raya.

*User is required to select the Advance Deduction Code so that this will be reflected
in employee’s allowance/ deduction table for the following month deduction.

Note: In order for the system to detect the type of payment, user need to set in ‘Update

Employee’ under ‘Employment the ‘Festival advance’ field.

Festival advance for period

Festival advance for period

Advance Allowance Code |[FESTADV -
Advance Deduction Code |FESTADW -

Festival advance |Hﬂl'i Raya ﬂ
Payment method |Percentage j
I:_D
Percentage -
Advance Calculation By |Eaas Salary J

Re-payment Freguency |1 month repayment j

Rounding Formula 5.00 round up 10.00 or =5 round down 0 j

Deduction Cycle [End Month |
Report Order by |t:0r.1 PANY +EMPLOYEE# ﬂ
Process Option |AII j
Contribute Community Funds ? [Yes -
Pay Period
" Mid Month
" End Month

{* Separately

s

o
Process l Cloge
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3. As for the payment method, user can select whether it is based on Percentage or
Fixed Amount. So, user is required to key in the percentage or fixed amount in the
following field. E.qg. if user is paying by percentage and user define as 50%, the
system will give according to half of their salary if user selected the Advance
Calculation By based on ‘Base Salary’

Payment method |Fi""“1':I amount j

Fix Amount E'Dl

4. User can later define the re-payment frequency for e.g. whether it is 1 month, 2
month, 3 month or 4 month repayment. If user has selected 3 months repayment, it
will be reflected on report shown deduction is split into three separate month as
shown below.

TRAINING TIMES SOFTWARE PTELTD
Festival Advance Listing
Repayment Period: From Period 201609 to 201610
Period : 201608

Employee# MName NETT PAY 18T MONTH 2ND MONTH 3RD MONTH 4TH MONTH
IRAS TRAINING

010LC LORITTA SIOW 4200.00 2100.00 2100.00 0.00 0.00
5001 DAVIDSON 5000.00 2500.00 2500.00 0.00 0.00
Total Employee - 2 Total 9200.00 4600.00 4600.00 0.00 0.00
Total Employee : 2 Grand Total 9200.00 4600.00 4600.00 0.00 0.00

5. <Update Employee>< Allowance/Deduction> Shown deduction is split into two
separate month as shown below.

. Effective Payment End Sta A
Code Description Type | Amount Date Date Dste Mt
a FESTADV FESTIVE ADVANCE DEDUCTION Amt -2500.00
FESTADV FESTIVE ADVAMCE DEDUCTION Amt -2500.00

6. User can select whether this payment will be made separately or together with
employees mid-month or end month.
Pay Pericd
™ Mid Month

" End Month
{» Separately
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12. MODIFY RECORD

Reflect payment after user process payroll

Modify Record

Modify Pay Record

After payroll processing, a pay record will be created for individual staff. User can modify

. User can proceed to modify record if needed.

the pay record accordingly. This may be necessary to adjust/modify certain data.

MODIFICATION PROCEDURES:

1)
2)
3)

Click the Modify Record icon

employee’s name combo box.

Select Modify Pay Record from the shortcut menu.
Select an employee to modify from either the employee’s ID combo box or the

Employee #

jName|D.-WIDSGN

E

A A
Employee ID Employee Name
% [ Modify Pay Record | - | X
Employee # [SG001 ~| Name # |TANNY HO(SINGAPOREAN) | &
Leave |Quick Menu| Period [201807  ~
Pay Group |STD Other Cycle Paid |Monthly Period 07/E Type: [2-5N CPFiLevy [CLASS1
Days Worked 22.00 Basic Pay 2000.00 Age: 31.50 |G UK/ Hourly Rate 4476
HLEouriAbsent Allowances / Deductions
NPL Day-C 363.64 0.00 000 A
% | | Code ‘Description ‘ Amount$ |T -
NPL Day-L | 380.95] 0.00 o0,
[NPL Hr-C | 44.76| 0.00 000 A
|Absent-c | 369.23 0.00 o0 A
I v
Total NPLINPL HouriAbsent 0.00
Overtime
0T1.0C 44.76 m!:z 000 A
0T1.50C 6?.13| 0.00 0.00
0T2.0C 89.51 | 0.00 0.00
v
Total Overtime 0.00
Shift
SHIFT1 10.00 0.00 000 A
SHIFT2 2.00 0.00 0.00 v
RANS = 0.00 0.00 CPF Contribution Total Wages
SHIFT3 8.00 0.00 0.00 v Employer 1020.00 | Total Allowance 0.00
Total Shift 0.00 %] Employee -1200.00 | Total Deduction 0.00
Restday/Public Holiday = .25 CPF Wage ’7‘}0
RD 0.50-C [ 181.82 0.00 0.00) A =
RD 0.50-L | 190.48| 0.00 0.00 [ PWLIMSO 0.00 | 140.00 | Gross Wage 8000.00
v
Nett Wage 6800.00
Total Rest Day/Public Holiday 0.00 Q—j N ‘ ’ N
Bank ‘3 Eecalculat% J Save x Cancel ‘ j'LQIose
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NPL Entry
No pay leave entry definition is as follows:

NPL Day C- New Salary/Cur Working Days

NPL Day L- Old Salary/Last Mth Working Days
NPL Day N- Old Salary/Cur Working Days

NPL Day O- New Salary/ Last Mth Working Days

OT Entry — Increment

If there is an increment/salary adjustment within the month.

Code Department Category |Job Grade Inc Date Paid Date |0Id Pay Increment ‘ New Pay |CostCentre

FSTART  [PROD JUNI NONE 10/07/2011 | 10/07/2011 1500.00 0000  1500.00 NONE

AINCR PROD JUNI NONE 01/08/2016 30/09/2016 1500.000  500.00  2000.00 NONE
Basic pay: $1500
Increment; $500 m
Increment Effective Date: 01/08/2016 oT1.0C 1.87 0.00 0.00

_ OT4.50C 11.80 5.00 55.00

Increment Paid Date: 30/09/2016
The new rate for OT1.5C is 15.73. OT1.0C 10.49 0.00 0.00
The previous month’s rate was 11.80 OT1.50C 18.13 =.00 7855
If the Increment Effective Date and the Increment Paid Date is the same:
Example:
Increment Effective Date: 01/08/2016
Increment Paid Date: 01/08/2016
Code Department Category |Job Grade Inc Date Paid Date Old Pay Increment New Pay
FSTART PROD JUNI NONE 10/07/2011 10/07/2011 1500.00 0.00 1500.00
AINCR PROD JUNI NONE 01/08/2016 01/08/2016 1600.00 500.00 2000.00

Notice that the basic pay is how adjusted (prorated) for the month of August 2016.

In the Modify Pay Record, the OT rates for both OT1.5C and OT1.5L are now different.

The rate for OT1.5L is based on the old basic pay - $1500
The rate for OT1.5C is based on the new basic pay - $2000
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Shift Entry —How does GRP (Gross Rate of Pay) affect the allowance /deduction
computation?

The shift setup are shown on the right in <Company Parameter><MISC Parameter>
The shift payment is computed based on the average shift month setting.

Shift
SHIFTH 10.00 0.00 0.00) =~
SHIFT2 2.00 0.00 0.00
TRANS 2.50 0.o0 0.00
SHIFT3 8.00 0.00 0.00 v
Total Shift 0.00
Click on this button to get the following dialog l
% Rest Day/Public Holiday Data Entry - O x
Description Rate$ Frequency|Amount$ | A
| SHIFT1 10.00 0.00 0.00
SHIFT2 2.00 0.00 0.00
TRANS 2.50 0.00 0.00
SHIFT3 B8.00 0.00 0.00
L
NOTE:

The average Shift Month may be set to Last 1 Month to Last 6 Months with
increments of one. When set to Current Month, the formula will be as follows for
computation of annual paid leave:

(Basic+ Allowance(GRP) + OT(GRP) + Shift(GRP) )x12
or

52 x working days per week
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Based on the above formula, TIMES PAY 8.0 computes, for example, the paid annual
sick leave (subjected to GRP) accordingly.

Daily Rate: Working days/Month

Basic wage: $580.00

Days Worked: 22

Daily Rate: $580 + 22 = $26.36

However, for the code &ANL, the computation will not be the same.
& - denotes that the item is subjected to GRP

% - denotes that the item is not subjected to GRP

($58O+0+O+$:;0)x12

=$28.15

52x5
TIMES PAY computes the Paid Annual Leave amount and computes the result: $28.15,
as shown above.

If the Average Shift Month is set to Last 2 Months, then TIMES PAY will use the
average of the last two months shift payment when computing the above formula.

CPF Contribution Total Wages

e CPFMAX —— Emplcn,rer| 1020.00 | Total Allowance | 0.00

e Encash Annual Leave

. N Employee -41200.00 || Total Deduction | 0.00
for resigned staff el |
e Calculator SDF | 11.25 CPF Wage | B000.00

from the medical records.

e Prorate the salary and transfer ™ “d | | | | — | 6800.00
allowances/deductions from the
employee records. Bank ‘E Eec:alculat% o Save | I Cancel j"L Close
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Bank button is a function for user to select the Bank payment details X
payment mode for the employee. The amount in | BankPamen |
the box of payment mode will adjusted follow Netwage | 580050 BarkGio | 430000
the payment mode that user choose from the Cheae | 200000
Payment Mode drop down list. Payment mods [Cheque Adustment_~ | tssh [ 000
System also allows user to split payment mode creaued
by enter the amount in the field of either cheque | Femak | =
or cash if the default payment mode from
Update employee is bank Giro payment.

ﬂglose

Modify Bonus Record
Bonus records may be adjusted/modified if needed.

MODIFICATION PROCEDURES:

1. Click the Modify Pay Record icon

2. Select Modify Bonus Record from the shortcut menu.

3. Select an employee to modify from either the employee’s ID fieldor the employee’s
name field.

4. Edit the bonus amount field to make any changes required.

If you process the pay records before the bonus records, the community funds like CDAC,
SINDA, etc. will based on both cycle and system will compute balance in the Bonus cycle.

For both cases, assuming that the bonus records were processed separately, the amount
to contribute for a fund will still be based on the total of basic pay and bonus paid.

IMPORTANT NOTE:

Please backup your database first. To remove all bonus records from the payroll, click the
Clear Record button. If you want to delete only a particular employee’s bonus record, you
may do so by selecting that person by query. Activate the query and click the Clear Record
button to remove it.
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Modify Special Record

Processed special records may be adjusted/modified as and when the need arises.

MODIFICATION PROCEDURES:

1. Click the Modify Pay
Record icon

2. Select Modify Special
Record from the shortcut
menu.

3. Select an employee to
modify from either the
employee’s ID field or the
employee’s name field.
The special records are
processed separately as
show on the right.

4. Edit the GRATUITY
amount field to make any
changes required.
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-= [ Modify Pay Record ] - Current Period : 2!

Employee # | | Hame # |
Leave |Quick Menu|Period 201608  ~

Pay Group [050D4YS  Other Cycle E

Days Worked Basic Pay |

01609 Cycle: S — ] b
I a
Paid |Monthly Period [0%/S Type: [2-SN CPFiLevy [NONE
0.00 Age: 25.00 |QEEEY vl Hourly Rate 1.31

|nPLDayc |  9.615385 0.00 0.00] 2 Allowances / Deductions
InpLurc | 131 000 000 % [[code  |pescription [amount [T [~
|apsentc | 9.62| 0.00 0.00| 5 |[M|GRATUTY |GRATUITY PAYMENT 200.00/N
'7 Total No Pay leave 0.00
0T0.5 FRI 0.66 0.00 0.00] A
0T0.5 PH 0.66 0.00 0.00
0T0.25 NOR 0.33 0.00 0.00
v ]

BT ol overtime

0.00|Pensionable Contribution Total Wages

I

Employer 0.00 | Total Allowance 200.00
Ll

% Employee 0.00 | Total Deduction 0.00

Pension Wages 0.00
v

Total Shift o.o0 [ Gross Wage 200.00
|osDDay | 481 0.00 e IR I Nett Wage 200.00
[0.5LDayx | 481 000 000 v -

Rest Day Pay 0.0p Bank s Eecalculat% \/ Save x Cancel IL Close
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13. PAYROLL REPORTS

Various reports can be generated from Payroll reports.

NP |

Payroll reports

REPORT TYPES
1. Internal Reports — Standard payroll reports Payroll Department Report
- Paer” Department Report Payroll Summary Report (Landscape)
- Payroll Summary Report (Landscape) Payroll Cost Centre Report
- Payroll Cost Centre Report Payroll Checking Report
- YTD Departmental Report ¥TD Departmental Report
- YTD Cost Centre Report YTD Cost Centre Report
- Pay_S“p Pay-5lip »

- Pay History Report

- Career Progression

- Employee Data Reports
- Allowance / Deduction

R Employee Data Reports ¥
- NPL/ShIfUOT/ReSt-day Allowance / Deduction »
- Code Table NPL/Shift/OT/Rest-day >
- Bank Listing Code Table >
- CPF MAX Report Bank Listing
- CPF Shortfalls Report CPF MAX Report
- CPF Variance Reports e

CPF Variance Reports

Pay History Report
Pay History - Pivot Table
Pay History - Excel Format

Career Progression

No | Function

Description

1 Payroll Payroll Department Report is a report that show the details of the
Department payroll by department. The details shown such as basic salary, NPL ,CPF
Report wages and etc.

2 Payroll cost Centre | Payroll Department Report is a report that show the details of the
Report payroll by cost center. The details shown such as basic salary, NPL ,CPF

wages and etc.

3 Pay-slip Generate payslip and generate epayslip.

4 Pay History Report

Pay history report is a report that contains all the payroll CPF details for
every single months from Jan to Dec.

5 Pay History Report
Excel

Pay history report is a report that contains all the payroll CPF details for
every single months from Jan to Dec in excel format.

6 CPF Variance

Report that shows employees with CPF variance. Negative value
indicates CPF shortfall
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Payroll Department Report

GENERATING PROCEDURES:

Payroll Reports >Internal Reports> Payroll Department Report>

TRAINING TIMES SOFTWARE PTELTD
PAYROLL DETAIL REPORT AS AT SEPTEMBER 2016

Month : End Month

QUERY :ALL plus (Emp :FW001 To Emp :5G013 Dept :ADMIN To Dept :SUPP }

16/08/2016 11:26:39 AM
Page 1
Userid : MASTER

Employee Salary Days HoursEamnings Deductions Net Pay
ADMIN (OFFICE AND ADMIN)
JUNI (JUNI)
SG011 DAN BY AN KOH WYATT 8820.00 Regular pay ,820.00Employee CPF -1,300.00 2,017.00
COMMISSION 500.00 CHINESE DEV'T ASST. FUND -3.00
Gross Salary 9,320.00
Employer CPF 1,105.00
SDF 11.25
CPF Ordinary Wage 8,820.00
CPF Additional Wages 500.00
Actual Additional Wages 500.00

Payslip

GENERATING PROCEDURES:

Payroll Reports > Internal Reports > Pay-Slip > Pay Advice

Payslip Parameter
Parameter l Payslip Passward 1 Free Field

Select Pay Period

x

Sort Payslip By -

View E.Pay Slip ‘ Clear E. PaySlip |

¥ Print Annual Leave ?
[ Print Sick Leave ? ™ tid Month Specidl [ | @ Emplopes Mo
[ Pint Approval by, received by line 7 Bonus [ P
¥ FintvTD Detals 7 Mame
¥ Print Bank and 4/C Mo 7 % End Month " Deptit
[v Print OT-Rates ?
[ Print NPL Rate? " Cost Centre
¥ Remaove Papslip Lines 7 " Special Period  Supervisor
[ Exclide Pwl Detalls ?  Bonus Period € Category
[ Print Category Code 7 " Dept+Cate+EmpNo
v Print [Basic) ?
[ Print Medisave Caontribution ? " Mid & End Manth ¢ Comp+Dept+EmpNo
7
g E:;: g;r;nl Month Balance Leave 7 {~ Dept+Sect+Branch
[¥ Print Mid Month &dvance? From Employes SGO01 " Dept+EmpNot
[~ Excludes Benefits entiy ? SE001 .
[~ Frint Oceupation 7 To Employes " Division+EmpMoft
[v Frint Bank PE}'IT\EI.']l Amount 7 Output Type |DDl-Matrix -Epson 12cpi ﬂ  Section+Mame
W Generate E. Paysliip Document?
[~ Print E.Password on the message foater? Printer |Send To OneMote 2013 j 3
Payslip Mzg fram:
[ Pnnt 3nd Bank Payment? Payslip Gap ,_2
v Print " orking Days?
[ Excludes Met Salares <= 07 Paper Size |4" Farmat j
v Prirt Owertime Period @ Emplopes
Format |5tandard j
¥ Alway Print Basic S alan? Pay Date | j
Print option |F‘|inl Compary Description j
EFF option | Cur Er/¢TD Ee CPF? =
-
MY aption |Nune j Global Setup
Frint | Preview ‘

Out Type:

e If you are using Dot-matrix output, the payslip gap must be set to 2.

e If you are using Graphical output, the paper source should be set to pre-sealed
envelope when printing to standard 4” pay-slips. If you choose to print to an A4 size
paper, you should set the paper source to Computer Form.
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Pay Date is required before print or previewing the payslip.
Click the Preview button to preview the pay-slip before printing

Here is a 4” pay-slip sample payslip:

|+ ______________________________________________________________________________________________
| NONE PAYSLIP FOR : 01/JUL/2018 TO 31/JUL/2018
| NAME: TANNY HO{SINGAPOREAN) EMP $: 5G001 FAY DATE 01/JUL/2018
| COM #: TIMES SOFTWARE

I ______________________________________________________________________________________________
IDESCRIPTION HOUR DAY  BATE | EARNINGS | | DEDUCTIONS
| DREHINGS 22.00 { 2000.00 ) | 8000.00 © |EMPLOYEE CPF | -1200.00

| | | |

| | | |

| | | |

[ [ | [

| | | |

| | | |

| | | |

| | | |

| | | |

| | | |

| | | |

[ 5GD TOTLL EARNINGS | 8000.00 | 5GD TOTAL DEDUCTIONS |  -1200.00

e e <--CURRENT-»> <--Y.T.D.-> < BALANCE>
[ INETT FAY | £300.00]  46362.76 |

[ |GROSS WAGE | 8000.00|  59156.76 |

|BANK: 7171018 AC#:123456778 €,800.00|CEF WAGE | 8000.00|  59156.76 |

[ ICPE/FWL | 1020.00] 8794.00 |

ISDF : 11.25 MSO : 140.00 |ANL.LEAVE | 0.00] 0.00 | 20.00

[ | SICK LEAVE | 0.00| 0.00 | 14.00
OVERTTME PERTOD: 14/JUN/2018 TO 13/JUL/2013| | |

+ ______________________________________________________________________________________________

2. External Reports — for external usage such as banks and government boards.

- Bank/Cash/Cheque listing Bank/Cash/Cheg N
- CPF _
. Bank Diskette Export

- Bank Diskette Export S

- SDF/FWL CPF ?
SDF/FWL
Labour Market Survey

No | Function Description

1 Bank/Cash/Cheq

Generate reports for external parties such as
bank/cash/cheque listing

Bank Diskette Export

Generate bank export files

CPF LINE

Generate CPF file — Upload using Crimson Logic

CPF PAL

Generate CPF file — Upload using CPF website

nuih,WN

Labour Market Survey

Generate labour market survey
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Bank/Cash/Cheq
Users can generate Bank/Cash/Cheq to check on total pay-out type.

TIMES SOFTWARE PTE LTD

Met Pay Summary For July 2018 Page 1 of 1
End Month

Line No Bank Cash Cheque T Negative Total Remarks
1 0009 ONG SELINA 0.00 7%11.00 0.00 0.00 0.00 7%11.00

2 EMPNO EMPLOYEE NAME 0.00 3595.00 0.00 0.00 0.00 3595.00

3 EPOO1 ELLERY YAP 0.00 1000.00 0.00 0.00 0.00 1000.00

4 MW FOREIGN EMP 0.00 2100.00 0.00 0.00 0.00 2100.00

5 SG001 TANNY HO[SINGAPOREAN) 6300.00 0.00 0.00 0.00 0.00 §800.00

[+ 56002 TEOQ KY'LIE 0.00 300.00 0.00 0.00 0.00 300.00

7 SG004 MOHAMAD SALARUDINI BIN ADULLAH 0.00 0.00 2400.00 0.00 0.00 2400.00

] 36008 STEFAN LUO KE 2518.10 1679.40 0.00 0.00 0.00 4198.50

9 TEST MOHAMMAHEDN DINOSUAROUSNOS (C 0.00 10.00 0.00 0.00 0.00 10.00

10 WPoo1 CHRISTIANA JO 2050.50 0.00 3000.00 0.00 0.00 5050.50

Total Employee: 10 11369.60 16595.40 5400.00 0.00 0.00 33365.00

Total Employee Count : 3 7 2 0 0 12

Bank Diskette Export

GENERATING PROCEDURES: P-[Period:201609 - End ] ¥
S (G TIMES TMPYOUTFILE. TT H

P_ayroll Reports > External reports > | . [ ot et T

D|Skette Export igmimgg éiiiig!e?]b\ii?onnk%ahon v1.03 & EI'.Id - Bonus Period [
AMERICAN BANE, AwfaNDA (" Mid and End Month

. . AMERICA BANEK - OLD " Special Period
To generate diskette export (Giro BANK DF AMERICA - EFD BULK PAYMENT £ Boms Period Week! r
Payment), you need to get the bank BANIK OF AMERICA (Greay) o £ Weekd e S
y P y . 9 . BANKDFAMEHIEAEGPESV]-TEMPLATE CODE] " Week2 Week3 r

specification file and contact Times BANK OF AMERICA - FX WIRES FORMAT £ Weskd Weekd r
ANZ G3VERSION  Weeké Week5 -

Software Pte Ltd BAMGEOK BANK PUBLIC COMPANY LIMITED " Weeks
BABEL BAME [G3) v -
Tranzaction Date ’ml

1. Select respective bank.
2. Click the Process button to Compary Cods |
proceed. Batch # |
3. You may SOft by Name or Sender's Convay [0 ”By Ermpcode j
Employee code.

Setup Process ‘ ﬂglose ‘
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3. Management Reports —allows -
management staff to have AT e
necessary information to analyse Audit Trail R.EFII:II't [Eankf'Career_a’CPFActfl"-ﬂisc]
staff overhead. Audit Trail [ User Access Right Setup ]
— Audit Trail Report Pay History-Variance Report
— Pay :—Ilst?jry-Varlance Report Total Paid Out Report
— Total Paid Out Report
Staff M t Report - Straight method
— Staff Movement Report S B
— Straight Method Staff Movement Report - Moving Average
— Staff Movement Report Salary Reconciliation Report
— Moving Average
— Salary Reconciliation Report
No Function Description
1 Audit Trail Report A data log that captures each record including information on who
creates the record, when and what changes has been made if there is.
2 Pay History Variance Report | A document that captures detailed payment of the respective months
with variance details shown if there is.
3 Total Paid Out Report A document that captures the amount of payout including gross wage,
employer CPF, FWL and SDF.
4 Staff Movement Report Straight Method —

Turnover rate (%)
No. of Resignees X100%

No. of Headcount

Moving Average Method —
Turnover rate (%)

urrent month headcount - Last month headcount W
X 100%
Current month headcount + Last month headcount
2
Audit Trail Report
To audit user access or changes made to employee
Payroll Report > Management Reports > Audit Trail Report
TIMES SOFTWARE PTE LTD
AUDIT TRIAL REPORT Page 1 of 1
USERID EMPLOYEE NAME OPERATION DATE TIME PERIOD CYCLE FIELD OLD VALUE NEW VALUE EMP_NO#
HROO1 CAREER 30/05/2016 9:45:51 AM 201601 E CHANGE SECTION NOME SEC1 007-LC4
PROGRESSION
HROO1 CAREER 30/05/2016 9:46:51 AM 201601 E CHANGE COST CENTRE NONE COST1 007-LC4
PROGRESSION
HROO1 CAREER 30/05/2016 9:45:51 AM 201601 E CHANGE COMPANY NONE F1 007-LC4
FPROGRESSION
HROO1 UPDATE EMPLOYEE 30/05/2016 9:46:53 AM 201601 E 007-LC4
HROO1 CAREER 30/05/2016 9:47:28 AM 201612 E CHANGE SECTION NOME SEC1 007-LC4
FPROGRESSION
HROO1 UPDATE EMPLOYEE 30/05/2016 9:47:20 AM 201612 E Change SECTIOM CODE NOME SEC1 007-LC4
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4. Advance Management Reports
— Project Costing Report

— Department Report
— Cost Centre Report

Project Costing Report
Departrment Report
Cost Centre Report

— YTD Department Report YTD Department Report
- YTD Cost Centre Report ¥TD Cost Centre Report
Journal Report

No Function Description

1 Project Costing Report | A document that captures the amount of payout including gross wage,
employer CPF, FWL and SDF by cost centre where you can select a
range of period (months).

2 Department Report A document that captures the amount of payout including gross wage,
employer CPF, FWL and SDF by department where you can generate
base on the login period.

3 Cost Centre Report A document that captures the amount of payout including gross wage,
employer CPF, FWL and SDF by cost centre where you can generate
base on the login period.

4 YTD Department A document that captures the amount of payout including gross wage,

Report employer CPF, FWL and SDF by department where you can generate
from 201501 to 201512.
5 YTD Cost Centre A document that captures the amount of payout including gross wage,
Report employer CPF, FWL and SDF by cost centre where you can generate
from 201501 to 201512.

5. Quick Employee List

By Employee Mo

To generate an employee listing

By Employee's Mame
By Department
By NRIC Mo

Here is a sample of Quick employee listing by employee number:

TRAINING TIMES SOFTWARE PTE LTD Page 1of1
QUERY ‘ALL 18/09/2016 10:20:13 AM
LIST B EMPLOYEE NO Userid MASTER
From Employee : FWO01
To Employee : 5G013
NRIC BASE TERMINATION
EMP-NO EMPLOYEE NAME DEP PASSPORT CAT SALARY TYPE AGE HIRED DATE DATE
MNOME (TIMES SOFTWARE)
Fwooz LOUISA LEE TENG (WORK PEFHR S098TE54E JUNI 2095 D1 41.00 12/04/2016
FWoo3 ELIZA BETHRINA (EP HOLDER)PROD S8876543C JUnI 2,000.00 SN 59.08 10/07/2011
5G001 JOSEPH UH MGMT S52345678H MGRI 7,000.00 SN 42 33 1710172008
5G002 LUGC ZIKIN SUPP S7285234H NONE 6,500.00 SN 44 §7 01/01/2014
5G004 ZULKIFI ABULLAH NONE 57085234 NOMNE 6,000.00 SN 2.92 06M172013
5G006 LIU AN SKY MONE S8334567A NONE 3,450.00 SN 18.08 24/09/2014 12/04/2016
5Go002 STEFAN LUD KE NONE S8312938E NOMNE 3,000.00 SN 50.25 05/04/2015 02/08/2016
SG00S DENNIS LIM FEI%U SUPP S52345009G JUnI 2,700.00 SN 49 .58 03/05/2016
Subtotal Employves # 8
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6. Leaves Reports

The leave reports will assist HR to
monitor employee’s leave records.

Leave Entitlement

Leave Balance Report

Leave Taken Report

Leave Attendance Report

Leave Costing Report

Leave Costing Report [Landscape]
Leave Adjustment Report

Full Attendance Report
Departmental Medical Leave Report

1 Leave Balance Report

A document that captures the amount of leave balance for all
type of leaves for all employees.

2 Leave Taken Report

A document that captures the amount of leave taken for all
type of leaves for all employees.

3 Leave Costing Report

A document that captures the amount of leave taken and
leave balance with cost calculated.

4 Leave Adjustment
Report

A document that captures the amount of leave adjusted for all
employees at which date.

5 Full Attendance
Report

Shows employee who has full attendance and active
employees in the current year.

6 | Departmental
Medical Leave Report
(Customized Feature)

Compares monthly sick leave taken by department.

Leave Costing Report Preview:

TIMES SOFTWARE PTELTD
LEAVE COSTING REFORT FOR THE PERICD OF 201506

Cusry . @nd EWPLOFEE EW®_ME IR (2H

SEBe 015 B340l P

Paps 1201

LEMVE TAKER LESLE TRKEH
CURRENT NOHTH YEAR T D4TE LESSE BALANCE  ENPLOYER TOTAL BNERSCE
DAY ATLNT DTS AT (1] AT FF AT ADLNT
OEPARTMENT HOHE [HORIE
ARHLL| AR LESVE .00 AR0ES i Hr 21 RECE 1200 e e
LEFT SuBiulaL 1.0 S50 B T 0 T T a1 1134 E 162 (K] 182 e T
GIRARD TOTAL 1o 43008 T 0k [ Bl a 11 163 [ mez 84T
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1. Shows the number of annual leave taken and cost of it in current month.

2. Shows the YTD annual leave taken based on your login period and YTD overall cost.
3. Shows the YTD balance leave amount based on your login period

4. Calculate the employer CPF for the leave balance amount (Item 3).

5. Total amount of the leave balance amount and employer CPF amount.

6. Calculate the average amount by dividing the total amount with the total of months
based on the login period. If you login to December period, the average amount will be
divided by 12.

TIMES SOFTWARE PTELTD IRAAOEEE 100140 PiA
LEAVE COSTING REFORT FOR THE PERKID OF 201512 Paps 10f1
Sy andd EMPLOYVEE EMF_MD M (ZH
[LEAVE THEEM LEAWE TAEEM]
CLIRRENT MOHTH VEAR T DATE LESVE BALANCE  EMPLOYER TOTAL AVERAGE

D47 AMCHINT O&YS SMCIIHT O&rS S DT = AMTAIHT ARFTLT
DEFSATMEHNT HCHHE MOME
SN MU LEWE a0 o0 o0 1211155 LT 209208 L1.m Jz4ae 25033
DEFTSRETOTAL a0 Ban 3on Lral k. LT 20928 L1.m 12448 24033
GRAND TOTAL 2.0 e 30 121156 LT 20A38 £31.0m) 312458 28073

Average Amount: 3124.68 / 12 = 260.39

Leave Costing Report (Landscape) Preview:

TIMES S0OF TWARE PTE LTD Pags 1ol
Carla 28 Jun 2015
Walue O Annual Leave Baance s A1 Jun2015

Cost Canie . HOME Cevsion FMOHE
Emplipra g Salayy  Enbiement Easrmd BF{1]) aF2} n-lmu Taken Balanca Am oasri
ZH U0 HAD 3,75 00 LLT] i3 3 i) L] ] 2 () FLI] (REL
Cosl Canim Sitialal BET aas a0 L] m Ed Fd 3] LREC ]
Civinioe Sublnts BE7 T 1] L] 1] FI T 1] RETL
G T otal a7 480 a0 (1] 1.00 FIT FF 1] IRETY ]

. Shows the basic salary of the employee.

. Shows the current year December leave entitlement.

. Shows the current month YTD entitlement based on your login period.

. Customized Feature.

. Customized Feature.

. Shows the current year total number of ‘LIEU’ credited to the employee.
. Shows the YTD leave taken based on your login period.

. Shows the YTD leave balance based on your login period.

. Calculate the leave costing for the YTD leave balance.

Amount: (Basic Salary * 12 / Total Working Days per Year) * YTD leave balance
8750 * 12 / 260 = 403.85

403.85 * 2.81 =1134.81

©Coo~NOOOUOA,WNE
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7.

Graphical Analysis —Tee Chart Analysis

A Tee chart can be generated. Click on analysis to change analysis type.

Data Range for Tee Chart >
Period Izm E03 "I To IED'I B0 vI
Departrment I-‘l"-':': ;I ITHP LI

—Select Pay Cycle
" Mid Month Included Special [~
= End Month Included Bonus [
" Special Period
W O J1 Clos= |
G Pie Chart -Dept. by Pericd : Query( ]

B ADMIN

m FoD

OHR

B MGHT
MGMT 4.66 % 0 MKTG
|| HRT.QQ% [ MONE
FOD 2.48 % i PROD
MKTG 15.35 % B surp

ADMIN 13.34 %

NOMNE 12.8 %

PROD 13.31 %
SUPP 30.07 %

Senies Types:

Analyziz

Presentation |

FRange

Frint # Export

taw Bar per pagelﬂ

Zoom In

e\ Zoom Jut

Fiezet £oom
[~ Anirate
v

i

hd

Cloze |
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8. Gross Rate Pay Report

TRAINING TIMES SOFTWARE PTE LTD Page 1
Gross Pay Rate Checking Report as of End September 2016 16/09/2016 10:34:24 A
Query - ALL
EMPLOYEE NAME BASIC ALLOWANCE AUG JUL JUN MAY APR MAR SHFAVG TOTAL DRATE HRATE
FW001 ADILAHH HAMZAH (SPAS 8000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 800000 36364 4615
FVvo02 LOUISA LEE TENG (WOR 80.95 100.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 180.95 8550 1162
FY003 ELIZA BETHRINA (EP H 2000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00  2000.00 90.91 1049
FW004 HARVEY ROSS (EP hOLD 3534 85 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 353485 16068 2039
PR001 SAB SCOTT 6000.00 300.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 6300.00 6000.00 6000.00
PR0O02 LORITTA SIOW 8400.00 200.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00  8600.00 0.00 4962
3G001 JOSEPH UH 7000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 700000 31818 4038
36002 LUO ZIXIN 6500.00 200.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 670000 30455 3865
SG003 TALIA O ADAM 7128.50 300.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 742850 0.00 4156
GO0l 11 KIFI AL AH 000 00 000 000 000 000 000 000 000 000 AONOOD 2707 4 6

9. Hire Confirm Listing
User can generate a hire confirm listing report from the system.

TRAINING TIMES SOFTWARE PTELTD

EMPLOYEE CONFIRMATION,HIRE AND TERMINATION LISTING
From Date : 01/09/2016 To 30/0S/2016

Page Mo : 1

USERID : MASTER

Date : 18/08/2016

QUERY :

EMPLOYEE NO EMPLOYEE Category
Title : CONFIRM DATE
Department : SUPP (SUPP)
5G012 GREGORY KOH FENG 05/09/2016 JUMI

Title Count = 4
Employee Count - 1

Total 1

10. Quick Search by Dates Report

Provides a quick reference on employment pass expiry date, birthday, hired date and

etc.
11. Auto Prompting B Auto prompting Setup Table — O >
Report Selection Cut OFf Periad [201307 -

Long Service

Free Field Parameter (Months
Awards, Date REPLINE | (e ENABLED e In Advance
Expiry (Passport, ltl‘l AYRS ANMIVERSARY SERVICE A\waRDS v 5 1
Cont t |02 10YRS ANMIVERSARY SERVICE AWwARDS v 10 1
ontrac ) |03 20 YRS ANMIMNVERSARY SERYICE AWwARDS v 20 1
|04 25 YRS ANMIMVERSARY SERYICE AWwARDS v 25
|05 a0 YRS ANMMNMERSARY SERWICE AwARDS v an
|08 35 YRS ANMIVERSARY SERYICE AWwARDS rd Cia]
a7 40 YRS ANMMNMERSARY SERVICE AWARDS [ an

Presiew

IL LCloze

-
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12. Mail Merge

The mail merge function provides a convenient way to generate letters or reports, which
includes data from all/selected employees.

E.g. Confirmation letters

MAIL MERGE PROCEDURES:

1. Go under Report Writer to create a custom report
if you have not done so. The mail merge setup
will refer to the fields specified in this report.

Report Generator

Custom Report

2. Click the Payroll Reports icon and choose

. ﬁ Mail Merge — O *
Mail merge.
3. Select the desired custom report from the Report Name |EMPLOYEE =
Report Name field. vsequey: L <]
4. Select the desired Query. Bt
5. Select Pay Period, click on your desired pay Merge Fie | =
perlod . Included Terminated Employee B
6. Click the Editor button to prepare the
document.

Select Pay Period

" Mid Month

{+ End Month

" Mid and End Month I
" Special Period r
" Bonus Period

Editor

Prink ‘ Prewiew ‘ 1-'|_ Cloze

TIMES SOFTWARE PTE LTD
10 Jalan Besar, Sim Lim Tower, Singapore 208787

. Company Reg No: 199804415D
NOTE Tel: 6295-1998 Fax:6295-0998

<FIELD4> [] Column one FiErps

<FIELD6>
<FIELD5> [] Column two <FIELD?> <FIELDS>
< FI ELD6> H COIU m n th ree REF.: LETTER OF CONFIRMATION|

Dear <FIELD9=,
<FIELD7> [] Column four N

ongratulation!

Exam p I e This is to inform you that you have been confirmed as a <FIELD10> with effective from 01/03/2008.
< F|e|d4> Correspond to Colu mn one Of Your salary will be S3<FIELD11> as at specified in our agreed contract signed by you.
the custom report. Pleasekeep up th good job!

Regards,

Mr. Charles Liaw
Managing Director

Notes: This is the computer generated letter, no signature is required.
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7. Save the document in the desired location. (E.g. D:\confirm.rtf)
NOTE: the document is saved in Rich Text Format — “.rtf”

8. Provide the required document in the merge file input field.

9. Click the Preview button to preview the report before printing.

10. Click the Print button to print the merged documents.

Sample letter after mail merge

TIMES SOFTWAREPTELTD
Company Registration Number: 199504415D
10 Jalan Besar, Sim Lim Tower, 18-03
Singapore 208787
Tel: (63)6295-1998 Fax: (65) 6295-0998

30/06:2009

Amelia Benson
Block 234 Ang No Kio 5t 10
Singapore

360234

Ref: Letter of Confirmation

Dear Amelia Benson:
Congratulation!

The companv would like to extend to vou an offer of emplovment. Your title will be Account
Manager as described bv the attached Position Description. Y our salarv will be S3200/month plus
benefits afforded full time emplovees of the Universitv. Please sign the attached Position
Description and return it with this letter to accept this offer.

8" Report Explorer

13. Label Wizard

Sorting  File View Help

LABEL - Steps to Perform a Label IR x
Wl Zard Al Folders Contents of New Folder
=23 Al Folders |
1) Select Payroll report, Label gamre=
learda ...... @ Hec}lde N Fold

2) At Report Explorer, right click at
the All Folders, select the New
Folder to create a new folder.

3) You can also rename the new
folder by right hand click on the
folder itself.

4) Please do a right hand click at
the “New Folder” and select the
“‘New Report” to start a new Oitems
report builder.

Mew Report

Delete

Rename
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5) User should see a “Report Explorer” attached below.

|87 ReportBuilder: New Report - [m] X
File Edit View Report Help
Cale  Desian IFrawewl
HABEn@Et| an (ADERLDE (BEE
|2 S -8 7z U §§|g-i.|qq|
) ! i B - L T R e " ! L s !
- * Header
* Detail
* Footer
Ready. |Left: 0 [Top: 0 |Width: 0 |Height: 0 |
14. REPORT WRITER
Report Writer is a powerful, robust and flexible report generator built into TIMES PAY.
The Report Writer generates report by pay period:
,
F'.. -
Report Writer
ReDOI‘t Generator &% Report Generator — O *

TIMES PAY report generator

Update | Update Allowancel Acﬁvilyl Accidentl Appraisal | Assetsl Achievementl Beneﬁtl ILIL

provides the user with a quick and H:;‘:’:‘EE — [+]E2 3u1|g::°:g‘;“ | ~
efficient way to tailor-build reports 2 EMPLOYEE NAME 302 PAID WAGES
to the specific needs of your 3|PAY GROUP 303/ DALY RT3
. 4 BATCH NO 304 HRLY RTS
payroll reporting. 5/0LD BASIC 305 NPLC #
& INCREMENT 306 NPLC RTS
CUSTOM REPORT 7 NEW BASIC 307 |NPLC &
PROCEDURES & CITIZEN CODE 308 NPLL #
9 BONUS FACTOR 309 |NPLL RTS
1. Click the Report Writer icon. 10 PAY_TYPE 310 NPLL'S

11| SEMUMONHLY

311 TOT-MPL(CIL)S

2. Choose Report Generator. v v
3. Click the New button to add Reporttame: || e | Widh: | 0
a new custom report. DESC | COLUMN1 | COLUMN2 | COLUMN3 | COLUMN4 | COLUMNS | COLUMNG | COLUMNT | COLUMNS | C ~
T|Column Noy 0 0 0 0 0 0 0 o
4, Enter a name and the report E— 0 0 0 0 o 0 0 0
title for the new report. To# o 0 0 o ° 0 0 LY
< >
Hew | DOpen | Save | Save As Delete Preview | j-'L LClose
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5. Choose the preferred report

% Custom Report

type. Such as Tabular or
Financial. Report Name :
Report T'rtle:|
Report type : -

Financial

Cancel ‘ j_IL oK
The list box on the right contains The list box on the left contains
fields from Update Employee fields from Modify Pay Record.
| |
ﬁ Report Generator = O X
Update l Update Allowance ] Activity ] Accident] Appraisal ] Assets] Achievement] Benefit] tilL
NO HEADING | ~ HNo |Description | -
EMPLOYEE CODE 301 DAY WORK
2|EMPLOYEE NAME 302 PAID WAGES
3| PAY GROUP 303 DAILY RTS
4/ BATCH ND 304 HALY ATS
5 OLD BASIC 305 NPLC #
& INCREMENT 306 NPLC RTS
7 NEW BASIC 307 NPLC §
&|CITIZEN CODE 308 MPLL #
9 BONUS FACTOR 309 NPLL RTS
10/ PaY_TvPE 310 NPLL §
11 SEMUMONHLY 311 TOT-NPL(C/L)S
v v
Report Name : Te: | Width - 0
DESC | COLUMMNA | COLUMN2 | COLUMN3 | COLUMN4 | COLUMNS | COLUMNG | COLUMNT | COLUMNS | € ~
X|Column Nof 0 0 0 0 0 0 0 0
From # 0 0 0 0 0 0 0 0
To# 0 0 0 0 0 0 0 0 .
£ >
Hew ‘ Open ‘ Save ‘ Save As Delete ‘ FPreview ‘ ﬁglose
Lockup X
Search Characters
. . ER
6. Double-click on HEADING/NO field to search for - — |
. Ll
items. | EMG_SAME_ADDR_IND 183
: . _|EmE_TELZ 155
To search by field name: _|EMP PasS CANCEL DATE 1243
H H H . 1] ” EMPL PASS 43
Click the Description field and enter “EMP”. JEMPL PASS EXFIRY DATE e
(Case Sensitive) EMPL P55 PERIOD 45
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BlErpLOYEE CODE

_|EMPLOYEE MAME 2
_[END_DATE 1286
_|EPAWF 252
|_|EPAWP APPLICATION DATE 44 v
Search By

HEADING ﬂ

 OK | X Cancel |
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7. Insert the desired fields into their respective columns.
For example, the following is a sample custom report.

Report Name :  [PAYROLL Title: : |r-1TH Ly’ PAYROLL Width: | 108
DESC | COLUMN1 | COLUMN2 | COLUMMN3 | COLUMNS | COLUMNS | COLUMNG | COLUMN? | COLUMNS | C ~

Column Nof 1 2 393 396 397 399 394 0

From # 0 0 0 0 0 0 0 0
MTo# 0 0 0 0 0 0 0 0 .

To clear a column assignment, enter “0” in the column.

If you choose report type: Financial, then enter the period for all transaction field from
modify pay record example:

From #: 201501

To #: 201512

Tip: Double-click the From/To cell to select a pay period from a list.
Below is an example:

Report Mame :  [MGR MNTH Title : |MANAGEF‘- MONTHLY REPORT Width : 76
DESC COLUMN1 | COLUMNZ | COLUMMNS | COLUMHN4 | COLUMNS | COLUMMNGE | COLUMMNT | COLUMNS [ C ~

Column Nof 1 2 394 0 0 0 0 0

#|From # 1] 1] 201501 1] 1] 1] 1] 1]
To# 1] [1] 201512 [1] [1] 1] 1] 0

To delete a column — press the F4 function key.
To insert a column — press the F3 function key.
User must click on Save before clicking on the Preview button to view the report.

Notes:

If you need to assign a field column as a sort key, you will need to set its field width to
zero.

Double-click column one, set the field width to zero.

Double click on COLUMN1

DESC [ coLummi | Field Setting x
¥|Column N Desc/Width ]

From #

To# 0| Descripion  [EmMPLOYEE CODE
£

Field Width of
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Sample report

E Report Viewer
Preview Size |10 - j-'L Cloze
TRAINING TIMES SOFIWARE PTE LID 16/08/2016 10:50:08 AM PRGE : 1
CUSTCM REPCRT : REPCRT FCR THE MCONTH OF AUGUST Period : 201608 Cycle : End
REPORT TITLE : MAWNAGER MONTHLY REPORT REPCRT
GUERY : ALL
15/01-15/12
EMPLOYEE COD EMPLOYEE NAME HETT WAGESS
001-LC JOSEFH UH 26010.42
002 -PR SAE SCOTT 3824.00
004 -FWO1 ELIZA EETH TaN 30340.00
006-FW HAMZAH ADILAH 7042 .65
007-LC4 DENMNIS LIM 0.00
009 HARVEY LITT 14352.00
12345 TALIA O ADAM 24356.00
2 LUC ZIXIN 22736.00
3 ZULEIFI ABULLAH 9796.00
3345 SCOTTIE 0.00
] LITU SEY 11583 .88
999 TAN MEL 0.00
mCCo1l LIM COBY 23750.73
SUP111 STEFAN 0.00
GRAND TOTAL 203791.68
NUMBEER OF EMPLOYEES IN GROUP = 14
Custom Report Print Report X
Allows user to generate report created from report HepoeiancE =
generator. Sort report by : |1. Employee Code j
Select Pay Period
Select Pay Period: If Mid and End Month option is e ;::“g Claim Period [~
. . . - Weel
selgcted, the user may choose to include either Special e e r Wesis Claim2 Period [~
Period/Bonus Period records. (" Special Period £ Weekd -
" Bonus Period ™ Weeks Special Period [
¢ Ful Month Bonus Period [
Sorted by: Report may be sorted by a user defined key |soreaby: |1 ascendnokey ~| Use query: |ALL -
either ascending /descending. FistComnsort: | <] |
. Second Column sort :| j |
- Use Query: Based on Query Selection Now Fage Afer Each Grous = [ RePOrtBY
H Included Terminated Employee r Detailed report o
- First Column Sort (Refer to pg.72) oty B i
- Second Column Sort (Refer to pg.72) e e S N = [ e s -
. Print Negative Value as Positive 7 [
Report By Include All Employee for HR Report [v
_ Detalled report Shows lng message? 2
Character Size 105
Grouped By Sub-Total. Outpst Destination
_ Summal‘y I‘epOI‘t v Preview [~ Printer[ Export [ Fie [ Clipboard [~ Excel
Output Directory [CATIMESOFT =
Go ‘ ﬂglose ‘
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New Page After Each Group: Print new page after each sort group

Included Terminated Employee: By default, report excludes terminated employees
Print First page Header only? : No page break, report prints continuously

Exclude Zero Value? : Zero value will be excluded in report

Print Negative Value as Positve? : Figures with (-) sign will be removed from report.
Include All Employee for HR Report : To reflect all employee in the report
Character Size: To set the report font size, set the character size field

New Page After Each Group N Report By
Included Terminated Employee N Detailed report (
[
Print First page Header only? [ Grouped By SubTotal v
Exclude Zero Value ? N Summary report =
Print Negative Value as Positive 7 [
Include All Employee for HR Report [
Shows log message? 2
Character Size 105
Output Destination
v Preview [ Printer[ Export [ File [ Clipboard [ Excel
Output Directory |CATIMESOFT &=
Go | jI-L Cloze |
Output Destination:
Preview: Preview report before printing.
Printer: Send the report to the assigned printer.
Export: Export the report as a delimited text file, excel or PDF file
File: Export the report as a formatted text file.
Clipboard: Export the report to the Windows clipboard. (Sharing of data with other
applications') Print Report *
Report Mame : |MGR MNTH -
NOTE: Sort report by : |1- Employee Code ﬂ
H . Select Pay Period
The Print Prewew_may be set to work from a query | =0 ~ Weeki it P
as shown on the right.  Weeka A e
' End Month " Week3 Claim2 Period [~
(" Special Period " Week4
. . WeekS Special Period [
8. Click the Save button to save the new custom | © Benus Peried o S
¢ Ful Month Bonus Period [
report.
. . . . i - - |ALL -
9. Click the Close button to exit Report Writer. Sortedby: 1. Ascendng Key v Juse Query E
First Column sort : | j |
Second Column sort :| j |
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15. QUERY

The Query function enables user to retrieve records that meet certain criteria. It provides
a means to work specifically on employees that satisfies the user-defined conditions.

B Query Generator

|xo |HEADING |

[ |

EMPLOYEE CODE
2 EMPLOYEE NAME
3|PAY GROUP

4 BATCH NO

5/0LD BASIC

6/ INCREMENT
7|NEW BASIC

8 CITIZEN CODE
9/BONUS FACTOR.

v

Report Order by |Emplopestt -

bl | -

QUEr}" EXF' ert Query Name : ...| Description : |
Cu Ery Selection Access Option [Exclusive =
Adhljc Que 4 ‘NO ‘DISCR]PTIDN ‘ﬂp |VALUI
v 0
Hew Delete Save Cancel Save As

v

241 Preview j'L Close

Query Expert
QUERY PROCEDURES:

To view all Employee records whose birthday falls on the month of May:

Click on the Query icon

1. Select Query Expert to get
into Query Generator.

2. Click on New

3. Type BIRTHDAY at Query
Name :

4. Double-click No. 24

In the value column type in
MONTH(05) Alternatively
YEAR(1999) or DAY (12) may
be used.

5. Click the Preview button.
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% Query Generator

NO |HEADING

1 EMPLOYEE CODE
2 EMPLOYEE NAME
3 PAY GROUP

4 BATCH NO

5 OLD BASIC

6 INCREMENT

7 NEW BASIC

8 CITIZEN CODE

9 BONUS FACTOR

| I T

v

Query Hame: [BDATE ...| Description : ‘mR—rH DATE
Access Option |Exclusive A

Report Order by |Employestt -

p Jr=_| 3

‘( ‘ND ‘DLSCRIFHDN ‘UP ‘VALUI
ﬂ\ 24 BIRTH DATE = WMONTH(05)
‘ Delete | Save ‘ Cancel | Save As

v

24} Preview fL Close
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No Description
1 | The criteria available to choose. You can do a quick search of the criteria by clicking on
HEADING
2 | Once you had selected the criteria from (1) it will appear here.
3 | OP stands for Operators. The Operators available are
Symbol Description
= Equals. Only select employees with the exact criteria.
< Lesser than (for numeric values e.g, Basic Pay)
<= Equal or lesser than (for numeric values e.g, Basic Pay)
> Greater than (for numeric values e.g, Basic Pay)
>= Equal or greater than (for numeric values e.g, Basic Pay)
<> Not equals. Select everything except of employees meeting selected
criteria.
Like Wild card.
4 | The value of the criteria.
5 | REL stands for Relational Operator.

REL Description
AND Used to combine different criterion into one. All criteria linked with “AND”
operator must be fulfilled
OR Select by either criterion within the query. Select by either this condition or
that condition
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Sample of report generated:

TRAINING TIMES SOFTWARE PTE LTD 16/08/2016 11:21:44 AM

Query Listing : ABOWVE 2000 Page 1of 1

Employees# Name Department  Category Hired Date Termination Date

002-PR SAB SCOTT HR NOMNE 010172013

005-LC GREGORY THEE SuUpp JUNI 05/06/2016

0o HARVEY LT HR NOMNE 22Mznmz

moLc LORITTA SIOW MKTG MGRI /0472018

Total Employee 4

L - o X

Select this if you wish to use
the created Query for payroll.

Select this if you do not wish " Current Query remain unchanged.

the created Query payroll.

j-'L Cloze |

Query Selection

To open up a specific Query to work with.

1.
2.
3.

144 |

Click the Query Icon.
Choose Query Selection.

Select the query based on query created
in query expert.
Click the OK button.

Page

Cuery Selection Lookup >

Search Characters

CODE DESCRIPTION A

ACTIVE STAFF

AD-HOC  AD-HOC QUERY

AL SELECT ALL EMPLOYEE

CONF  CURRENT MONTH CONFIRMED ST,
HIRE  CURRENT MONTH HIRED STAFF
TERM  CURRENT MONTH TERMINATED 5

o DK X Cancel |
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Tips and Tricks

Intermediate-Level Queries

1. To select more than 1 employee

Query Hame : |2EMP Description: [Select 2 Employees
( |NO |mcmmon |op |vw.r£ I} Im ]
b 1 EMPLOYEE CODE = 005 OR
1 EMPLOYEE CODE = 0oe
To select 2 employees by using OR function under REL
2. To select 3 employees
( |No |D£scmrnon |op |wum |} |m |
1 EMPLOYEE CODE = 005 OR
1 EMPLOYEE CODE = 005 OR
» 1 EMPLOYEE CODE = 008
To select 3 employees by using OR function under REL
3. To select all the employees in 3 departments
€ |NO |mc|urnou |or |wu.|m |} ||m. |
24 DEPARTMENT = ADMN OR
24 DEPARTMENT = MGT OR
b 24 DEPARTMENT = HR

To select all employees under ADMIN, MGT and HR department
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Advance-level Queries

1. To select those employees whose race is Chinese and basic salary > $2000

[ |NO |DHCR.IPI10N |OP |¥ALU! I} IRIL ‘
18 RACE = CHIN AND
» 7 NEWBASIC == 2000

REL — AND, used to combine different criterion into one. All criterion linked with
“AND” operator must be fulfilled.

2. To select those employees whose race is Chinese, Occupation as CSO and their basic
salary > $2000

¢ |NO |D£scmnon |op |v.u.u: |:. |m. |
16 RACE - o AND
ST OCCUPATION = S0 AND
4 7 NEWBASIC == 2000

3. To select those employees with basic salary > $2000 and work in Admin department
or HR department.

( |N0 |D!scml10N |or |vau.n! |} ||m. |
( 24 DEPARTMENT = ADMIN oR
24 DEPARTMENT = HR ) AMD
» 7 NEWBASIC »= 2000

Multiple-condition criteria:

- Use the parenthesis or brackets “( )" to select 2 department.

146 |Page



TIMES

SOFTWARE
Adhoc Query

Users can use this feature to select the employees using field such as employee code,
employee name, department, occupation by putting ‘tick’ at the ‘selected’ column and click
the button ‘Use query’. User can also apply exclusion on the selected group or employee.

ADHOC QUERY PROCEDURES:

1.
2.
3.

o

Click on Query Icon
Click on Adhoc Query

Select Query Field: By Employee
No, Name, etc.

Tick under Selected
Click on Use Query when done.
Click on the Close button.

Notes: Apply Exclusion is to be
selected when you want to exclude
them from all staff.

Eg. To process payroll for all staff
except for 2 employees.

To ensure query is used check on Emp Size (Highlighted in the RED)

G Adhoc Query - O X
Query Field
Search
Claszsification
Department
EMP_NO  |Company lected ~
oot Cost Centre r
— Categary Code
_|oo2 Divizon Code hd r
| 003 EMPLOYEE B (FEMALE) r
| nos PAIGE (MARRIED WITH KIDS ABOVE 7) -
_|oos Lisa LEE r
o ooy LEONARINE LEE -
v
Apply Exclusion? Use Query | ] Close

u TIMES SOFTWARE PTE LTD

L O

Update Employee

Payroll reports Change Period

Times S

User ID :MASTER

Cycle: End Emp Size : 1 Query : AD-HOC

Period: 201807 |

'

Human Resource

o
|

Leave Setup

7

HR Setup

|Status: Unlock
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Exporting a Standard Report to Excel, PDF etc
If the user wanted to export any of the standard report (e.g. Payroll Department Report in
the Internal Reports, Pay History Report or any other reports) to excel these the are

following steps:-

1. Click the printer icon on the top left of the report.

=]

2. When the user click on printer
icon, the print screen will
appear.

3. Put atick on the ‘Print to File’
option and select ‘Excel File’ or
PDF for the type of file  and
where to store the file.

4. The user can choose to save
the report name according to
the name they want by
selecting the button next to the
file name to be saved.

5. Once user click on the button
to be saved, user will be able to
see the Save As window where
they can type in the File name
of the file.

B E g ooz

1 Cloze
Print x
Printer
Hame: |5 Send To OneMote 2013 »|  Propetties
Type: Send To OneMate 2013
Wwihere:
Fage Range Copies
s . 7S
Al Humber of copies: 1 4;'
i Curent Page
" Pages W Collate
Enter page numbers and/or page ranges
separated by commas. For example, 13512,
Frint |AII pages inrange j
[ —Print to File
Type:  [FDF File =
Lotus File ~
Wwhere: [uattra File J
Ercel Fila
Graphic File
HTHL File
HTHL File ok | ceneel |
RTF File

6. User can then proceed to open the file in Excel, PDF format on the saved directory.
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