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Disclaimer:

This documentation serves as a supplementary to the actual Times Payroll
User Manual. The purpose of this documentation is to serve as a “hands-
on” exercise book for the user(s) to interact with. For more detail step by
step guide, please refer to the actual User Manual.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Creating New Company —9:30 am to 9:35 am
e Creating new company/database
e Login to Times Payroll

Company Profile Setup —9:35 am to 10:30 am
e Company Details: CPF A/C No, Income Tax No
e Misc. Parameter: OT Rates, Shift Rates, etc.
e Prorated Allowances
e OT Capping

Payroll Setup —10:30 am to 11:00 am
e Pay Group / Pay Period
Community Funds / SDF / CPF Table
Foreign Worker Levy Table
Allowances and Deductions Applicable to the Company
National Service Payment (NSP)
Creation of new codes for Occupation, Nationality, Bank etc.
Cost Centre Table
Formula Setup

Leave Setup —11:00 am to 11:30 am
e Leave Administration
e Leave Allocation
e Creating New Leave Codes

HR Setup —11:30 am to 12:00 pm

e (Claim Table: Annual Maximum Claims
Training Course Claim Table
Course Fee Setup
Creation of New HR Codes
Employee’s Panel Doctor

Update Employee — 1:00 pm to 2:00 pm
e Create new employees, specify employee’s work group, CPF Scheme, Leave and
Claims Entitlement, allowances / deductions applicable to employees etc.
e Photo (Bitmap & Jpeg format)

Leave Application —2:00 pm to 2:30 pm
e Leave Entitlement: Check leave entitlement and balance
e |nput the Leave Record
e Leave Adjustment Record

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




TIMES

Training Workbook
SOFTWARE Times Software Pte Ltd

Claim Record — 2:30 pm to 2:45 pm
e Input the Claim Record
e Preview the Claim Report

Payroll Initialization — 2:45 pm to 3:00 pm
e Payroll Processing

Modify Pay Record — 3:00 pm to 3:30 pm
e Modify Pay Record
e OT, Shift, Allowance / Deduction Input

Payroll Reports — 3:30 pm to 4:00 pm
e Internal Report
e External Report

Human Resource Module*

*Only applicable to customers who had purchased the HR Module.

HR Record —4:30 pm to 5:00 pm
Asset

Achievement
Employee Appraisal
Accident

Benefit

Discipline

External Activity
Education

e Family

e |nsurance

e Job Assignment

e Evaluation

e Job History

e Loan Record

e Medical Record

e National Service

Disclaimer: The timings stated are purely for reference only. Timing may vary from class
to class.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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A. TimesPay 8.0 Login Screen

The login screen is the first screen which user will land upon running TimesPay 8.0 application.
The following diagram is a sample of the login screen:

e TIMES Human Resource Ver 9.7.20 20/03/20 @ =
Code |Company Hame |5taff Ho ~
P[TRAINING  TRAINING TIMES SOFTWARE PTE LTD 24 | Company Code
_TSF’L TIMES SOFTWARE PTE LTD 7
|
Delete
ox
‘ Diagnostic
System info
Total Company 2 Total Staff 31 Licensed Headcount 3000
Remote Server ADS Version 8.10 (ACE 8.10) Data Dictionary W 0K X Exi |

Table 1

Fill in the definition of the Function in the Description column based on what the trainer had
taught.

1 Code

2 | Company Name

3 Program Version

4 Delete

5 New

6 Diagnostic

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Log in Enty
User 1D |Mﬂ5TEF| @
201508 /|E v
F'ern:u:l | | Change
Password
" Login X Logout

Table 2

Fill in the definition of the Function in the Description column based on what the trainer has
taught.

1 User ID

2 | Password

3 | Period

4 [E/M

ER

Hands-on Exercise 1

Now that you know how to create a database, for this exercise, you are required to create
a new company for today’s hands-on training session.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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It is crucial to verify that the settings are configured correctly before initiating payroll

processing.

Company Setup

Company Profile Tab
In order for the system to generate the correct information for submission to the bank or
government bodies (e.g. CPF and IRAS), information must be keyed into the Company Profile.

The compulsory fields to be setup are highlighted below.

% Company Parameter — d X

lMisc F'alameter] Prorate Allowance] oT Eapping] Misc ] Service F'DintTahIe] Custom Setting]

Compary |TIMES SOFTwWARE PTE LTD

Adchess |10 JALAN BESAR SIM LIM TOWER
#1400
|SINGAPORE
208767

>

Postal Phare |523951958

O

Home Page URL |www.timesnflsg.com.sg

Ernail |Salex@timemft$g.u:nm E

CPF a/CH |2D1 113083HFTEM

Income T ax &/CH |1 933044150

Campany Bank-1D 7338 Branch ||:“:|'I

Bank-ACH |23458?892
SWIFT Codet |

O

Sypstem Setting
Date Format |DD /MM ,Dbatinn Period |_3
Mtg:}'ﬁ:;;gg a3 ||:| taonth Pay Subject to CPF v
u:t FuL Levy if MPL & Abzent?[
MDlEIII?_I,IKIE ;‘EJ% ’El Mid kMonth CPFwage * factor 2 v

Add additional camnunity fund on top the contribution amount?
Payslip Message |"r'DL|F| PaY WwWILL BE CREDITED =

+O

Co Registration Mo | 13353044150
MS0/PMBS Scheme |M5|:| Round up

MV Scheme [Not Applicable B

MC Max [10.00  WYC |Roundl ~| Def MYC | 10.00

MY T3 M ethod |.-’-‘n.ccumulated MY C percentage
Tel |52951935

M50 Maxd 140.00

dd b axf

Fax |
CFF Yoluntary &/CH |2EI‘| 113083HFTEDZ

M50 ACH |2EI‘| 113083HPTEDZ

Fietied Age | B9
NSP Code

CPFR& Farmula

Disable Auto Caloulate Back Pay 0T [BADT]?
Ericashment Code [SAML v
Rounding Formula |NU Rounding r- ‘
Encash Method |Enca Legnfirmed staff Unly
wl_l,l hired or terminate emplopee 7 v

Faorrmula |W'0rking Drap ks j

Auto Capping

Prorate Formula

b ethod |Day.r'D ay Formula ® Baze Salay

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend

this document without prior notice.
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Base on the trainer’s description, fill up the items labelled 1 to 13 in the table below:

Training Workbook
Times Software Pte Ltd

1 Company

2 Co Registration No

3 Address

4 CPFA/CH#

5 Income Tax A/C#

6 Company Bank ID/
Branch/Bank-AC#

7 CPF Voluntary A/C#

8 NSP Code

9 Disable Auto Calculate
Back Pay OT (BAOT)

10 Date Format

11 Link Leave to Modify
Record?

12 Encashment
Code/Rounding/
Method

13 Add additional
community fund on the
top the contribution
amount?

14 Prorate Formula

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend

this document without prior notice.
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Usually there is no need to setup the parameters here. You are only required to update the

settings if you have:

a) Special OT rates which is out of the ordinary rates.

b) OT rate ceiling.

c) Special shift allowances

_—y

2288

] Company Parameter

Company Profile Misc Parameter | Prarate Allowancel aT CaEEingl iz | Service PointTEﬂel Euslo_rr Settingl

—Hours/Day —OT Rate Setup

Desc[Hour | Description | Factor|Status| CPF? |Tau? [GRP? [NPL? |MSO|Min OT| ~
¥ o1 a bloT1.0C 1c OW-Subject to CPF max 1 - |\
oz 2 |oTisc 15¢ OW-Subject to CPF max 1| ™ r |-
"oz P _|oTzoc 2c OW-Subject to CPF max | r |-
na 3 0T3.0C 3c OW-Subject to CPF max [l BN - -
|| — L
W

Hours Worked per year OT ceilng [ione | OT Ceiing(Min) | 0

Enable OT entry 7 |

OT Ceiling(Max) | 995989

Select Formula

OT Rate Setting

E

|A|:||:|hr Last Mth OT{C) as Cur Mth OT(L)

j OT Hours Ceilingl 72

Enable NPL Hour entry 7 [v
Enable Absent entry 7 v

Daily Rate By Rounding Method |2 Decimal Places
IWDrking Days/Mth j -
- Shift Setup

NPL Daily Rate By SHIFT_DESC [RATE [CPF? [Tax?]0T?[GRP? [NPL? [MSO| a
[working Days/th =~ B[SHIFT1 0.00 OW-Subject to CPF max 1
Absent Daily Rate By _|SHIFT2 0.00| OW-Subject to CPF max L N r - -

IWDrking Days/\Week j | |SHIFT3 0.00| OW-Subject to CPF max 41 r |-

SHIFT4 0.00 OW-Subject to CPF max [ BN - r |- -

OT-Rate By —

IHDLIrsNear j Enable Shift entry ? [ Average Shift Month ICurrent Manth vl
Working Day Rounding —HestDay Setup

|6 Decimal Piaces | Description |cPF | Tax?| 072| NPL? |MS507?]

T|Rest Day OWi-Subject to CPF max 1
crabe P enry? [0 Fnabe st Gy aniy ] 9 Rest Day Formu [Tiorkng Daysifeck <]

Rest Day Rate

=

IEIase Pay Rate

l-'L Claze

Table 4

What is:

oT-C?

oT-L?

OT Hours Capping?

OT Ceiling?

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend

this document without prior notice.
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Prorate Allowances Tab

This feature allows users to prorate recurring allowances.

Caompany Profilel Misc Parameter  Prorate Allowance | aT Cappingl Misc I Service PointT able | Custom Setting

Formula
Prorate Formula IWorking DayiMths j

[NPL/ABSENT Day Formula ] - Use Fixed Amount from update Employee Record 7 [V
[GRP Formula] - Use Fixed Amount from Update Employee Record 7 I~
[OT Formula] - Use Fixed Amount from Update Employee Record ? =

Code |Description [nPL|Absent| Annual [sick|nse [oTH1  [oTH2  |oTH3 (A
TRAN  TRANSPORT ALLOWANCE |- V¥ [T W |mate

<F4>/<Right Click> - Delete code <lns» - Add code

Table 5

What is:
OTH1, OTH2, etc?

Hands-on Exercise 2

Based on the trainer’s description, make TRANSPORT ALLOWANCE as a prorated allowance which
will be prorated when employee goes on HOSPITALIZATION LEAVE.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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This feature allow users to setup different
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OT ceiling for certain groups of employees (for

example: workmen and non-workmen). You can segregate it at COMPANY SETUP > OT

Capping tab.

Company Parameter

Company Prafile | Misc Parameter | Prorate Alowance  OT Capping | hize I Service PointT able | Custom Setting

sl

aT Ceiling OT Ceiling |OT Ceiling _ Max Basic Salary| ~
EIiE Formula {Min) (Max) Fix Rate |- nwert SN to SE
P|NWKMEN  Basic & exclude Allw Subj OT 0.00 2250.00
WKMEN | Basic & exclude Allw Subj OT 0.00 4500.00

Once the OT ceiling settings had been made,

you can proceed by categorizing employees who

are subjected to overtime payment to either workmen or non-workmen.

To do so, please go under Update Employee > Employee Record > Other tab to link the

employee to their respective type:

[

Update Employee record - Period :201508

Y |

| Emplnyee#lEl".-'IF'Dm

| Namel"u"l"u"IAN

j ﬁl |§| ﬁlﬂuiCkMenu”

Update | Employment Other |{'.onﬁn11&Temlinatio

n | Bank | Address' Spouse | hllowaedn' Career 4 | Pl

—Job Identification

Location  |MONE vINDNE

Batch No I

AD ID#I

Branch Code INUNE jINUNE

Class Code | jINUNE

lzsue Date
WP/EP Holder I "I
I j‘

EP Category

~Personal/Additional Info CODE  |DESC
Sex/Title |Female = | [Miss | Marital [Married ~ | Reiigion Code  |FIXRATE | Fix RATE
Dependent Blood Type I vI Education Code m_
ggw;lré# s NVKMEN | NON WORKMEN
7 B U
56 NRE I Change CPR/SDF/FWL? [~ P IDGB—L WINEN | WORKHEN
E.leave Approval Status I 'I Supervisor [V 2nd Sup |010LC _"
—Foreigner Info. -
Expired I I
Work Permit / I Application Date Date PR Approval Date
Emp Pass#

I I Cancelled

I I FWL to PR Date I I
Old Levy Sheme I "I

Date
WP Renewal 7 [/

FWL Conversion I_ 'I
PR2nd Gen? [7 Cancellation date

Passport

Iﬁ Valid Years
-
IV | lssued Date |

Passport #

| valid|

j Year(s) Expired Date I 'I

Language Spoken I

Remark

Language Written I

Payslip
Message

Spoken 1/2/3 | =] =l | written 1273 | =] || =l
wwyrzn [ =] [ ] [
Ne | Save | Remo | Cancel | Change | |L|;|L|ﬂ| ﬂglnse |

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend

this document without prior notice.




TI M Es Training Workbook

SOFTWARE Times Software Pte Ltd
Payroll Setup

Pay Period (Pay Group) Setup

This is where users create and indicate employee’s working days, set the overtime period and
leave cut off day.

Community Funds/SDF, CPF Tables and Foreign Worker Levy Table

Times Software will provide update of the CPF and Foreign Worker Levy (FWL) in order to
comply with the CPF board and Ministry of Manpower Respectively.

In order to know if the CPF table in your system is the latest, you could check under Payroll

Setup > Community Funds/SDF, CPF Tables, and Foreign Worker Levy Table Option.

Payroll Setup

Pay Period (Pay Group)
P Community Funds/SDF
P CPF Tables

Bank Codes

P Foreign Worker Levy Table

Mational Service Pay
Allowance/Deduction Table
Others Code Table

Cost Centre Table

Formula Setup

Salary Schedule

Supervisor Setup

Wage Code Setup

General Ledger

IMPORTANT!
Please do not amend the values in the tables as it may jeopardise the
calculation in your payroll.

Updates will be sent to you via email whenever there is changes in the statutory board.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Pay Period (Pay Group) Setup

Payroll Period Maintenance b
Global Pay Group Setting ] wieekly Pay Group ]
Global Weekly Setting
Pay Group |5.00875 |£| Dray worked Per week 5 working Hours a8 1stwieek 2nd week
- MON |FULL | |[FULL -
Year (2018 = Hour worked Per vear 2080 e m m
Start-Date |01,/01/2018 End-Date |31/412/2018 WED m m
Daily Rate Formula ; |W'orking Days/Mth j ‘warking Calendar THU m m
MPL R ate farmula |W'orking Days/Mth j Re-Gengrate FRI |FULL ~| |FULL =
0T Hour formula |H0ursNear - Usger Defined ﬂ @ — || sar |OFF | |OFF =
Count Work, Day sun [ofFF <1 [oFF =
Period ‘Slarl-Dale |Mid—Dale |End—Dale 1st Half| 2rd Half |Total |Dvertime |Overtime | Dvertime | A
Start Date (Mid Date (End Date
L N80T mAms2ma 18/01/2018 31012018 1.0 120 23.00
_|aotanz o1f02/2me 1840272018 28/02/2018 1.0 a0 20.00
_|2M803 |M/03/2018 15/03/2018 | 31/03/2018 11.0 11.0 22.00
207804 01/04/2008 |15/04/2018  30/04/2018 10.a 11.0 21.00
207806 01/06/2M8 |15/05/2018 | 31/06/2018 11.0 12.0 23.00
_|201806 O1/06/2018 |15/06/2018 | 30/06/2018 1.0 100 21.00
201807 01/07/2018 |[15/07/2018  31/07/2018 0.0 120 Zz2.00
|eoieoe |mimescme 1smesme  :soesms 1.0 1200 2300 [ Mare than wo wesks setting ?
_|207809 01/09/218 |15/03/2018 | 30/09/2018 10.0 10.0 20.00 [ |t altemate Saturday 7
_|aotsn o1AM10s2me (1541042018 311042018 1.0 120 23.00 [~ Public Holiday as OFf Day 7
a0t oiA1s2me (154172018 304152018 1.0 11.0 Zz2.00
| [2ms12 01M2/2018 (151242018 (311252018 100 11.0 21.00 o
Mew ‘ Save | LCancel ‘ : I'L Cloze

Table 6

Base on the trainer’s description, fill up the items labelled 1 to 13 in the table below:

No | Item Description

1 | Overtime
Start Date/
Overtime
Mid Date/
Overtime
End Date

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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2 To create Payroll Period Maintenance X
N Global Pay Group Setting | \weekly Pay Group
Overtime | ] Gl !
iobal Weekly Setting
Pay G roup Pay Group [OWVERTIME E Day Worked Per Week B Warking Hours lat Week 2nd 'weck
MOM [FULL | [FULL =
Year |2018 = Hour ‘worked Per ‘'ear 2288 . T =TT
Stat-Date [1412/2017  « EndDate [13412/2018 ) wED |FULL =] [FULL -
Daily Rate Formula : |W’orkmg Daps/Mth ﬂ ‘#orking Calendar THU |FULL ~| |FULL =
NPL Rate formula |W'Urking Dapsfwieek ﬂ FoBormds FRI |FULL | |[FULL =
0T Hour formula - [Hours/ear - User Defined - gaT |FULL =] |FULL =
Count Work Day sun OFF <] [OFF  «
- f Overtime |Overtime |Overtime | ~
Period ‘Slall-Dale ‘Mld-Dale End-Date |1zt Half{ 2rd Half |Total Start Date |Mid Date |End Date
L 20801 14M12/20017  28M12/2017  13/01/2018 13.0 14.0 27.00
_|201802 14/01/2018  28/01/2018  13/02/2018 120 14.0 26.00
|e01803 14/02/2018  28/02/2018  13/03/2018 130 11.0 24.00
201804 14/03/2018 |28/03/2018 |13/04/2018 130 14.0 27.00
_|201805 14/04/2018  28/04/2018  13/05/2018 130 120 25.00
_|201806 14/05/2018 |28/05/2018 |13/06/2018 13.0 14.0 27.00
| 201807 | 14/0B/2018 |28/06/2018 |13/07/2018 130 130 26.00
_|201808 14/07/2018  28/07/2018  13/08/2018 130 130 26.00 [~ More than twa weeks setting 7
|2wie09 14/082mE 2800802018 13409/2018 130 140 2700 7 Is ahemate Saturday ?
_|201810 14/09/2018 | 28/03/2018  13/10/2018 130 130 26.00 [~ Public Holiday as Off Day ?
_|e01e11 14M10/2018  2840/2018 1341172018 120 14.0 26.00
| [2mE12 1417208 281172008 1312/2018 13.0 130 26.00 ~
Mew ‘ Save ‘ LCancel ‘ Delete ‘ j'L Cloge
3 To create Payroll Period Maintenance x
Global Pay Group Setting 1 Weekly Pay Gmup]
Leave CUt Global Weekly Setting
Off Pay Pap Group [LEAVE E Day Worked Per Week E  ‘Working Hours 1t Week 2nd Week
7288 MOM |FULL =~ |FULL =
= Hour Worked Per '
G roup Year [2018 = our wiarked Per Year Tue O <) [ =
StatDate[1812/2017 v|  EndDale [17/12/2018 : wiep UL <] [FUL =
Daily Flate Formula : [working Days/Mth ] whorking Calendar |- [Eg T o] [FOLL
MPL Rate formula : |W’0rking Dapsiweek j Re-Gensrate FRI |FULL =| [FULL =
0T Hour formula : |Hours/Year - User Defined —| a7 |FULL =] |FULL =
Count ‘Wark Day sun [oFF < [oFF -
Period |Start-Date |Mid-Date |End-Date |1stHalf|2rd Half |Total |O¥ertime |Overtime | Overtime | A
Start Date |Mid Date |End Date
P|201801 |18M12/2017 |O1AN/2018 17A00/2018 130 14.0 27.00
201802 18/01/2018 |OM/02/2018 |17/02/2018 130 14.0 27.00
_|201803 18/02/2018 |03/03/2018 17/03/2018 120 120 24.00
_|201804 18/03/2018 |OM/04/2018 |17/04/2018 120 14.0 26.00
_|201805 18/04/2018 |02/05/2018 |17/05/2018 130 130 26.00
_|201806 18/05/2018 |O1/06/2018 17/06/2018 130 130 26.00
_|2M807 18/08/2018 |02/07/2018 |17/07/2018 130 120 26.00
_|201808 18/07/2018 | O1/08/2018 17/08/2013 130 14.0 27.00 I~ Mors than bwa weeks setting 7
_|e01808 1@/08/2018 O1/09/2018  17/08/2018 130 13.0 26.00 [7 I3 altemnate Saturday 7
|2maio 1evazme oeroszoe 174042018 130 130 2600 I Public Holiday as Off Day 7
_|201811 18M10/2018 o1A1/2018  17A11/2018 130 14.0 27.00
| |201g12 [18A1/2018 (02A2/2018 17A2/2018 120 130 26.00 v
New ‘ Save ‘ LCancel ‘ Delete ‘ ]-'L Close

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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4 | More than
two weeks
settings

Is alternate
Saturday

Public
Holiday as
Off Day

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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The Allowance/Deduction Table shows a list of allowances or deductions code which your

company uses. A sample of the table is as follows:

Allowance / Degigtion Cogesiedaintenance
Sea. . Sarted by @ iwed Col [0 5 Grosstfage |STD -
Code Description CPF? Tax |SDF? Fe’!e'“ OT |NSI”
nkind

M| $DEDMPL MO PaY LEAYE DEDUCTION D'w-5ubject ta CPF max 1 ™ |
| %PUB Hw/ORKAPUBLIC HOLIDAY PaY Awd-CPF Na Ceiling 1 I | I
| %RES HREST DAY PAY D'w-Subject ta CPF max 1 ™ |~
| BANL @PAID ANNUAL LEAYE A-CPF Mo Ceiling 1 I | I
| EAPL @4LL OTHER APPROVED LEAY | O/ -Subject to CPF max 1 ™ |~
| &HOL (@PA|ID HOLIDAY D'w-Subject ta CPF max 1 ™ |
| |BMAT @PAID MATERMITY LEAYE O'w-Subject ta CPF max 1 I [ [
| &NOL @MOTICE IM LIEU BY EMPLOYER | Mone i |
|BNPL @M PAY LEAVE 0'w-Subject ta CPF max 1 I | I
80T @OWERTIME PAY D'w-Subject ta CPF max 1 ™ |~
_|&PUB @ ORK/PUBLIC HOLIDAY PAY | O'w-Subject to CPF max 1 I | [T
_|&RES @REST DAY PAY D'w-Subject ta CPF max 1 I | I
| &SICK, (@PA|D SICK LEAWE D'w-Subject ta CPF max 1 ™ |
_|@$NSPCPF  NSP Varishle Allowance Ow-Subject to CPF max 1 T | T
|ACTA ACTIMNG ALLOMWAAMCE * D'w-Subject ta CPF max 6 I |~
LA ADJUSTHMENT None o | I
_|&MNLP ANMUAL LEAVE PAY * Awd-CPF Ma Ceiling 1 ™ |~
| |ATTH ATTENDAMNCE ALLOWANCE O'w-Subject ta CPF max g I O[O

< >

<F4:/<Right Click> - Delete code <Inzert>/<Double Click: - Add Code l'-L Close

Table 7

Fill in the definition of the Item in the Description column based on what the trainer had

taught.
1 | Code
2 | Description
3 | CPF? AW-
OW-
4 | Tax

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend

this document without prior notice.
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Tax Line Guide

FORM IR8A

Retumn of Ernplovees Remuneration for the year ended 31 Dec

Fill in this form and give it to your employee by 1 Mar for his submission together with his Income Tax Return

This Form will take about 10 minutes to complete. Please get ready the employee’s personal particulars and details of his/lher employment
income. Please read the explanatory notes when completing this form.

Employer's Tax Ref. No. / UEN Employee's Tax Ref. No. : "NRIC / FIN (Foreign Identification No.)

Full Name of Employee as per NRIC / FIN Date of Birth Sex ‘ Nationality
Residential Address Designation Bank to which salary is credited

If employment commenced and/or ceased during the year, state: Date of Commencement Date of *Cessation/Overseas Posting

INCOME (Enter “NA” for items that are not applicable)

a)  Gross Salary, Fees, Leave Pay, Wages and Overtime Pay: e Line 1l
b)  Bonus (non-contractual bonus paid in 2014 and / or contractual bonus) (See paragraph 12b of the Explanatory Notes) .
- Line 2
c) Director's fees (approved at the company's AGM/EGM on ___ / __ / 2014) (See paragraph 12c of the Explanatory Notes) P
Line 3
d)  Others:
1. Allowances: (i) Transport $_______ (ii) Entertainment $ _______ (iii) Others $______. < .
(See paragraph 12d (I) of the Explanatory Notes) ™~ Line 61, 62 or 63
2_Gross Commission for the period 1 to.__.. * Monthly / other than monthly payment €————— Line 4
3 Pension$_____
H 4. Lump sum payment (See paragraph 12d (ll) of the Explanatory Notes)
Line 71 5> = Line 74
(i) Gratuity $ | i) Notice Pay $ [ (i) Excoratia payment 5 < Ine
Line 75 {9 (iv) Others (please state nature) $
Li 72 |—pp(v) Compensation for loss of office $ Labicinad fgm |RAS: *Yes/No  Date of approval: ..
Ine Reason for payment: Line 73 | Length of service:
Basis of arriving at the payment: (Give detalls separately If space Is insufficient)

5. Refirement benefits including gratuities/pension/commutation of pension/lump sum payments, etc from
Pension/Provident Fund: Nameof Fund __
(Amount accrued upto 31 Dec 1992 § ) Amount accrued from 1993
6. Contributions made by employer to any Pension/Provident Fund constituted outside Singapore:
(See paragraph 12d (lll) of the Explanatory Notes. Give details separately if tax concession is applicable.)
7. Excess/Voluntary contribution to CPF by employer (less amount refunded/to be refunded):
(See paragraph 12d (V) of the Explanatory Notes and complete the Form IR8S)
8. Gains or profits from Employee Stock Option (ESOP) / other forms of Employee Share Ownership (ESOW) Plans
(See paragraph 12d (V) of the Explanatory Notes and complete the Appendix 8B)

9. Value of Benefits-in-kind
(See paragraphs 13 to 16 of the Explanatory Notes and complete the Appendix 8A):

TOTAL (items d1 to d9) ]

IMPORTANT!

This setup will affect the outcome of the calculation of the CPF as well as the IRAS
submission.
Do you understand the difference between AW and OW as well as the Tax Lines?

If you are unsure, please clarify with your trainer.

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

Leave Administration
If you are using the TimesPay 8.0 system to keep track employee’s leave application, it is

important to setup Leave Administration correctly.

% Leave Setup — O *

—Leave Adminstration

Annual Code I2018 I Start date |CI1.-"U1.-"201B vI End date |31.-"12.-"201B

Method/Holiday Table | B/F Method (E Module) |

oliday Table I vI

pliday [ Description STATE ~
01/01/2018  |New Year's Day

16/02/2018 | Chinese New Year

30/03/2018  Good Friday

01/05/2018  Labour Day

|29/05/2018  Vesak Day

- 15/06/2018 Hari Raya Puasa

Leave BfF method IOne Year(Without B/FY

. - —— 09/08/2018  Mational Day
Prorate Sick L Pro-rate Sick & Hospitalisation —
forate sicic-eare I P 22/08/2018  Hari Raya Haji

|06/11/2018  Deepavali
| |25M12/2018  Christmas Day

Prorate Entitlement ISer\ﬂ'ce Manth - (Entitle in 1st month)

IU..U_24=U or Qean 0.74=0.5 or > 0.756="+,

Current Leave

00

Leave Cut Off Day

Entitlement by Leave Scheme

Saturday as Full day |Yes

Leave adjustment INO _I
with effective date

Paternity Leave I—L,
e Individual

lose

%u

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

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




TI M Es Training Workbook

SOFTWARE Times Software Pte Ltd
Table 8

Based on the Trainer’s description, please write down the settings in the numbered boxes

which most suits your company’s leave policy.

1 Prorate
Entitlement

2 Current
Leave

3 Leave Cut 15-
Off Day

50-

99-

4 | Entitlement
By

5 | Saturday as
Full day

6 | Prorate Sick
Leave

7 | Paternity
Leave One
Year Expiry

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Leave Allocation
To ensure employees are allocated with the correct number of annual leave entitlement, the
settings is made in this section. The system will allocate the employee’s annual leave

entitlement based on their service years and their leave scheme / job grade / category.

Here is an example on how leave entitlement is created based on the Employment Act:

Times Pay 8.0 Settings

Leave Scheme [IW Employment Act

From To Entitlement|Curent Year (M aximum VET AR UaV=ilEa:

Years Years Days Carry Forward|Accumulated BF
1st 7
2nd 8
3rd 9
4th 10
bth 11
6th 12
Tth 13
8th and thereafter 14

Hands-on Exercise 3

Create two new leave schemes. One for Executive staffs and the other for Management

staff. The entitlement for both schemes are as follows:

Executive Leave Scheme Management Leave Scheme

Year of Service Days of Leave Year of Service Days of Leave
1st to 3rd Year 14 1st to 5th Year 18
4th to 6th Year 16 6th Year Onwards 21
7th Year Onwards 18

Please show the trainer the end result upon completing this task for verification.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Under Leave Code Maintenance, it shows a list of leave code that are available in the company.

Leave that are practiced within the organisation has to be created and setup in the system

before an employee can apply.

Code Description Gender Ié?iﬁ":’] I;::?ﬂe Max BF J:Ef\.lr:zblfonth ~
L ABSENT ABSENT Working days 0
a ACHILD  Adoption Leave Calendar Days 28.00 Female
ANNU AMNNUAL LEAVE Working days 1
: CHILDLWE CHILD CARE LEAVE Working days 2.00 Both
CONMP COMPASSIONATE LEAVE Working days 0
| ECHILD  ENHAMNCED CHILD CARE LEAVE Working days 4.00 Both 3
: EMATE  EXTENDED MATERNTY Working days 40.00 Female
HOSP HOSPMALISATION Working days 60.00 0
: INFANT  INFANT CARE LEAVE Working days 6.00 Both 3
LIEU OFF IN LIEU Working days Both
| MARR MARRIAGE LEAVE Waorking days Perpetua Both
: MATE MATERNITY LEAVE Calendar Days 56.00 Female 0
NPL NO PAY LEAVE DAY Working days 0
: NPLHOUR WO PAY LEAVE HOUR Working days 0
NSP NATIONAL SERVICE LEAVE Working days Male 0 v
< >
<F4rDelete code <Inzert: - Add Code . System Code l-'L Clase

Table 9

Based on the Trainer’s description, please write down the settings in the numbered boxes

which most suits your company’s leave policy.

1 | Code

2 | Description

3 | Method

4 | Saturday Full

5 | Entitle Days

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend

this document without prior notice.
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HR Setup

Claim Table
This section allows you to setup the claims for the employees. Users must first identify the

various benefit schemes in their company. Once the benefit schemes are identified, you will
have to link the employee’s benefits (claims) to their respective schemes. Please refer to the
illustration below:

Main Claim Setup

B Claim Setup - O X
Clairn Type: | Claim | Claim Prorate by |Ealendar Day Roundto Dol = | Ovenrite Exceeded Claim |ve: =
Setup | Max Claim Allocation § GST ] Claim Entitlerment Adjustrent ] Copy Claim Setup ]
Filtered By hd . .

| » Assign claim

Scheme Code ,_ amount
Claim Code  [MEDICAL -]

Employee Paid % Dependants Paid %
Out-patient Co-payment percentage = I—D:|
In-patient Co-payment percentage = ’—D:|

Limit Per visit for Private Doctor a

Apply Pre iliness Claim Override Co-payment [
Medical Claim Indicator link to Medical Profile [

N . |Limit Per |Employee Dependant |Employee |Dependant (lliness ~
SEiEmE (ETmEE |SINETT N o Out patient® | Out patients|In-patient% |In-patient® |Indicat
_JEXEC MEDICAL 0 u] 0 0 0 r
!MGT MEDICAL 0 u] 0 0 0 r

Claim Code linked to benefit scheme

Benefit Scheme v
>

Cancel | H| - | > | H| ﬂghse

Ee

Hands-on Exercise 4

New | Edit ‘ Delete |

Based on what the trainer had explained, create employee’s benefit schemes based on the

following table:

Executive Benefits Manager Benefits
Claim Type Amount Claim Type Amount
Medical $300 Medical $700
Dental $200 Dental $300
Transport $200

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Sub Claim Setup

B Claim Setup - O x

Claim Type ISub Claim - IEIaim Prorate by IEaIendar Day Round to Dollz = | Ovenarite Exceeded Claim IYBS vl

tdawx Claim Alocation I GST | Claim E ntitliement Adjustment I Copy Claim Setup I

Sub Claim J|MEDICAL -

IEHEC vl
IGENEH.-’-\L vl

Employee PaYwet Dependants Paid %

= | 02
Limit Per visit for Private Doctor I 0

Apply Pre illness Claim Override Co-payment [
Medical Claim Indicator link to Medical Profile [

- . |Limit Per |[Employee Dependant (Employee |(Dependant |lliness ~
O o [ Out patient® |Out patient® |In-patient% |In-patient®% |Indicat
| *|EXEC GEMERAL  MEDICAL i] 1] 0 a 0 r
]
< >
New | Edit | Delete | Save | Cancel | 2] | - | = | (= | j'Lglose

User can choose to assign sub claim limit via:
1. Max Claim Allocation

2. Limit Per Claim

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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C. Processing the Payroll

Payroll Processing — 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 / :
e update / delete the X
L L Ul :

}

employee’s data.

Update Employee i

1

1 Please update
1 all leave records
1
1
1

Do you want the
system to deduct the
No Pay Leave from
the Leave Records?

J

before the
pavroll cut off.

Do you pay out your Update all i
claims during the Yes claims before !
payroll cycle? the  payroll 1
Claim Record cut off. :

1

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

overtime hours,

allowances or

deduction. o« |}  ot€p4&s _____ _ ____________
e oo o o o o e e o e e - 4

1
Print reports for !
internal usage; 1
1
1
1
1

L

Payroll reports

generate bank GIRO

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

The Update Employee is where employees’ data are stored. It allows the user to create,

modify and delete employees’ data. It is extremely important to avoid and data entry error

as it will affect payroll output.

O,

FAQ

When should | key in or update the employee records?
All records must be updated before the payroll is processed.

Here is a list of important information that must be keyed in, to ensure there is no error in the

final outcome of the payroll:

Singaporean Employees

Employee number (Alphanumeric. Please refrain from using special characters)
Employee name (As per NRIC)

Pay group

Hired date

Birth date (Important!!! CPF rate is sensitive to the employee’s age)

Basic salary

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

Race

Fund 1 (Community Fund of the staff. E.g. CDAC, SINDA)

IC number (Employee’s NRIC No.)

CPF/Levy (Select ‘CLASS1’ for Singaporean)

Category (Only compulsory if you based the leave entitlement on Category).
Leave Scheme (If you are using the leave system and is based on Leave Scheme)
Benefit Scheme (Important if you are using the system to track the claims)
Department Code (Important for reporting purposes. Please don’t leave it blank.
Sex/Title, Marital Status (For leave purposes)
Bank

Allow/Dedu (If fixed recurring allowance(s))

E-Mail (Important if you are using E-Leave or E-Mail Payslip module).

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Sample Employee’s (Singaporean) Profile

Update Employee Main tab:

X

1
Errpbyee#lEMF’UUT learreIAUDREY PEH 'I M| | §| g| Quick Menul

Update |Em|:loyment| Other | Confirm & Termination | Bank | Address' Spouse | Allow(Dedu | Career 4| b
Employee # IEI\.I'IF’U[.'ITIr Name IAudrey’ Peh Pay GruupIE.UDAYS vl

Hired Date  |17/082012  ~| 3year 0 month(s} Basic Salary | 4500.00

Birth Date |17ruar1939 ~] 26 year 1 month(s) Increment | .00

Type ISE—Mthry Rated-WenOT j Semi-Month ? [~ pew Salary I 4500.00

Wid Mth Pay oo | 0.00
1 Hide Wage Data ? I Insert Photo |

Bonus Factor

Original lﬁ
Hired Date

—Frogression Data
Department |M KTG I~ IHARIIEﬂIlG DEPARTMENT Category |ME Rl ;llHGW\L

Cost Centre[NONE  ~ | [NONE Occupation|MKTGMG - |[MARKETING MANAGER
Secon  |[NONE - |[noNE company [NONE - |[TIMES SOFTWARE

JobGrade [NONE -] |nonE Division [NONE - |[NONE

Leave/Benefit scheme
’15,“.3 IHGR vl IMANAGER SCHEME Benefit IHGT j IMANAGEMENT SCHEME

—Working Days/Hours

Days WorkWk I 5 Daily Rate IWnrking Day/Mths j Nationality ISING vl Fund#i |[CDAC vl
HrsWorkedJ'Yr| 2288 MNPL Daily IWDrking Day/Week x| Race INONE vI Fund#2 v[

ICICPEIFWL
IC # | 589788544 Other IC #| CPiLevy [CLASST - CPFA/CH [58978654.1

New | Save | Remove Cancel | Change |i|illlil ﬁ*_(_.lu&el

Update Employee — Other tab: Update Employee — Bank tab:

Employee # EMF’CICIF" - [ Name |AUDREY PEH (SG) Employes # ~ | NameAUDREY PEH (8G)

Update | Employment | Other | Confirm & Termination Bank | Add
Update | Employment Other |(:onﬁnns.renninaﬁon | ~Bank Info
—Job Identification Bank |?171 =l IPOSTCIFFICE SAVING BANK (

Location INONE jINONE Branch [oz1
Account |493?257
Batch Mo IEII]T ADD#I
Reference I
Particulars I

Sex / Title |Femalej|h'li55 | Marial [Married

Dependent Blood Type -
Children Override NA -

t mode
SGNRIC#  [535786544, Change CPFISDFFWL? [ paymen

{Fin No#
E leave Approval Status I 'I Supervisor [V Other Banks |

Update Employee — Allow/Dedu tab:

EI'\-'IF'EIEIF" leameIAUDREY PEH (3G) vl Y Quick Menul

Update | Employment' Other | Confirm & Termination | Bank | Mdre55| Spouse Allow/Dedu |Career AL

Sta ~
Mth

End
Date

. Effective Payment
Code ‘Descrlptlnn ‘Type ‘Amnunt Date Date

TRAMN TRAMSFPORTALLOWANCE Amt 500.00

K4

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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PR and Foreign Employees

a) Employee number (Alphanumeric. Please refrain from using special characters)

b) Employee name (As per NRIC/FIN)

c) Paygroup

d) Hired date

e) Birth date (Important!!! CPF rate is sensitive to the employee’s age — for PR)

f) Basic salary

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

h) Nationality

i) Race

j)  Fund 1 (Community Fund of the staff. E.g. CDAC, SINDA)

k) IC number (Employee’s NRIC No. for PR or FIN No. for foreigners)

[) CPF/Levy (Select ‘PR’ for PR, ‘'NONE’ for Employment Pass holders or choose the
employee’s respective FWL rates)

m) Category (Only compulsory if you based the leave entitlement on Category).

n) Leave Scheme (If you are using the leave system and is based on Leave Scheme)

o) Benefit Scheme (Important if you are using the system to track the claims)

p) Department Code (Important for reporting purposes. Please don’t leave it blank)

q) Sex/Title, Marital Status (For leave purposes)

r) ~Bank

s) Allow/Dedu (If fixed recurring allowance(s))

t)  E-Mail address (Important if you have E-Leave and E-Mail Payslip installed)

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Sample Employee’s (Permanent Resident) Profile
Update Employee Main tab:

Employee # [EMP0 =] mame [ALYSSALIM ~| #|B|d| g/ auick Menu|
Update | Employmentl Other | Confirm & Termination | Bank | Addressl Spouse | hlbw!Dedul Career 1| »

Employee # IEMF‘UUB Name |N].rssa Lim Pay GruupIS.UDA‘r’S vl

Hired Date IZ?J’D?J’ZD‘IS vI 1 monthiz) Basic Salary I 3100.00
Birth Date |24m1r199& vl 25 year § month(s) Inerement I 0.00

Type ISN-MN‘II)‘ Rated-Subj OT j Semi-Month 2 [ New Salary I 3100.00

wdMinPay [ 0 95y [ 000 BT B
Bonus Factor | 1 Hide Wage Data ? o Insert Photo |
Original I ,I
Hired Date

—Progrezsion Data
Department [RESEARCE - | |RESEARCH & DEVELOPMENT  Category [SENE - ||sEmioR

Cost Centre[NONE | [NONE Occupation|CONS - |[CONSULTANT
Secton [NONE - ||woNE Company [NOME - |[TIMES SOFTWARE

Job Grade INDNE j HOMNE Division INDNE jINONE
”LeaverBeneﬁt scheme

eTie II'-'IGR vI IHANAGER SCHEME Benefit IF_)(EC jIEKECUTNE BENEFIT
—Working Days/Hours

Days Work/\Wk | 5 Daily Rate |Wnrking Dayilths j Nationality II'-'ISLA 'I Fund#1 ICDAC vl
Hrs Worked/ le 2285 NPL Daily IWDrking Day/Week j Race I::Hm vl Fund#2 I vl

ICICPEIFWL

}C#ISBEI?EHSD Other IC#I CPFfLe'.ryIPR j CPFA.I'C#ISBD?BS‘IE‘-A
PR Approval Date |1SJ'DSJ‘2[HS vl

| Remove Cancel | Change |L|4|L|1| ﬁgmel

Update Employee — Other tab: Update Employee — Bank tab

Empioyee # [ENPO0S ~ | Hams[ALYSSALIN (PR) -] ¢4/ | 8| g | oick Menu Employes #|EMP003 ~ | Hame[ALYSSALIM (FR)

Update | Employment Confirm & Termination | Bank | Address | Spouse | AliowiDedu | Career 4| ¥ Update | Employment | Other | Confirm & Termination
~Job Identification —Bank Info
Locati NONE NONE B h Code NONE INONE
oeaton ]| D S| Bank |7339 | IUvarsea-Cmnese Banking C
Batch No |uus AD ID# | Class.Code INONE jINONE
— Branch 559
PersonallAdditional Info

Sex/Ttle [Female v | [Miss =] wartal [Snoke_~| Reigion Code | K| Account# 0944318

E:m:ﬁﬂ' BoodType [ v] Education code[none _~[[one Reference l—
SG NRIC# l— 7 15t S

SGNACH [so07esaD  Change CRFISDFFL? [~ stSup [HONE = Particulars l—
E.leave Approval Stalus v| Swerdsor 7 ansup | =

Foreigner Info.

Expired - Override
Work Permit/ Application Date Sl R agprovaose 12052015 <] payment mode | =z
Emp Pass#
Iesue Date ~ | Canceled ~| FWL to PR Date
WRIEP Holder hd l__l Date T OM Levy Shems l_
Valid Vears A WP Renewal? |7 =
EP Category - 5 FWL Conversion Other Banks
FR2nd Gen? [V hd

Cancellation date

Update Employee — Allow/Dedu

Errpiuyeexl - ManeIALYSSALIM [PR) vI 4 g Quick Menu

Update | Employmenll Other | Confirm & Termination I Bank I Mdressl Spouse Allow/Dedu |Career AL

End
Date

Sta A
Mt

Effective Payment
Date Date

Code ‘Description ‘Type ‘ Amount

L MEAL MEAL ALLOWANCE Amt 150.00

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




TIMES

Training Workbook
SOFTWARE Times Software Pte Ltd

Sample Employee’s (Work Permit Holder) Profile:

- =
Enpbyee#IEMF'mU leanBIEENNY TAN CHIN MENG vl Ml Quick Menul

Update |Employ'mem| Other | Confirm & Termination | Bank | Mdre55| Spouse | Allow/Dedu | Career 4|}
Employee # |EMP010 Name |Elenn].rTan Chin Meng payemup|5.5mvs v[

Hired Date 1TI06/2015  =| 2 month(s) Basic Salary I 2700.00

Birth Date |17rusr1993 ~| 22 year 1 month(s) Increment 0.00

Type |SH-Mihly Rated-Subj OT | Semi Month ? [ new Salary Iiz?uu.uu
MdMnPay | 0 g5y [ 000

Bonus Factor | 1 Hide Wage Data ? I Insert Photo |
Original I v|
Hired Date

—Progreszion Data
Department [HR | [uman resorces Category [JUNI  ~|[Junior

Cost Centre[NONE - | [NONE OccupationEXEC - |[ExECUTIVE
Secton [NONE - |[NONE Company [NONE - ||TIMES SOFTWARE

JobGrade [NONE ] [NOWE Division INDNE | [none

Leave/Benefit scheme
’Lme IF_)(EC vl [ExEcuTIVE LEAVE SCHEWME Beneft |EXEC | IEXECUTN'E BENEFIT

—Working DaysiHours
Days Work/Wk | 5.5 Daily Rate |Wurking Day/Mths j Nationality IMSIA 'I Fund#
Hrs Worked/ r | 2285 NPL Daily IWDrking Day/Week v | Race ICHIN vl Fund#2

—ICICPFIFWL
IC # |G9428756 Other IC # | CPFiLevy ISERVS[ITO ;[I CPFAICH |

Hew | Save | Remove Cancel | Change | Llilllil ﬁgluse|

Update Employee — Other tab Update Employee — Bank tab

loyee # [EMPO10 Name |BENMNY TAN CHIN MENG
Empioyes # [ENP010 | Hame [BENNY TAN CHIN MENG - @ & | g | Quick Menu Emp ”I :I'
Update | Employment [Other | Confirm & Termination | Bank | Address | Spouse | Allow/Dedu | Career 4| Update | Employment | Other | Confirm & Terminatio
R - Bank Info
Location  [MONE j INDNE Branch Code INUNE L”NDNE Bank |737_r, j |IJUBCIemenn (130,360,910
Batch o [010 AD D¥ | Class.Code INONE L”NONE Branch 030
Persa it Info
Sex/Tite [Male v | [r | wartal [Sngie +| Refion coce | = | (RIS 9102031012
Dependent Blood Ty | Education Code [NONE = |[NONE Reference
Chidren we[ =] I =l
36 NRICE  [G9428756 Change CPF/SDFIFWL ? [~ 1st Sup |NUNE J| Particulars
IFin No#
E.leave Approval Status ~| Supervisor |7 2nd Sup | Jl
Foreigner Info. [ Override
Work Permt [5325a3 Appicatn Date| I70/201E < | EXAre [i6i0872620 <] fom approvar vate | | payment mode 1N -
Emp Pass#
Issue Dat 17/05/2015 v | Cancelled +| fFveL to PR Dat hd
WPEPHolder [P v | 1] Date I =l ° ©
Vald Years l__|5 - WP R 7 B 0id Levy Sheme -
EP Category - enewal? 7 FWL Conversion Other Banks
PR 2nd Gen? [ lation date :I'

Update Employee — Allow/Dedu tab

Errpbyee#lEMF'Um jNanBIEENNYTAN CHIN MENG
i Effective Payment End Sta A
Code Description Type | Amount Date Date Date Mt
M|LoAN LOAN REPAYMENT Amt -200.00 17/06/2015  17/06/2015 | 17M2/2016

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




TI M Es Training Workbook

SOFTWARE Times Software Pte Ltd

Termination/Resignation of Employee

To terminate an employee, the following fields must be entered in the Confirm & Termination
tab:

a) Employment Status — Set to T-TERMINATED or R-RESIGNED

b) Resignation Date — NEVER be LATER than Last Payment Date

c) Last Payment Date — The date where the employee received his/her last payment.

*Can be later than the Termination Date or the same as Resignation date*

] Update Employee record - Period :201508 - =

Employee # | R v | Name [AGNES GOH | M| | & | g | Quick Menu|
Update | Employment | Other Confirm & Termination | Bank | Address | Spouse | AllowiDedu | Career 4/

Confirmi/Termination
Probation By By Month - Exclude Auto Prompt ? 2

Probation Period 3 Confirmation Due |20/04/2008 Hired date  |21/01/200¢ 7 year 6 month(s)
lssesinain h Confirmation On [21/04/2008 Retire Age 85
-

Motice Period Retire Date | 30/04/203¢
Leave
effective Date |20 002015 ¥

Resignation Date 31/07/2015 | Last Payment Date |31/07/2015 . Iﬁ
-
Em t
Exclude from IRAS? [No = Sg'iu?me” TTerminated = |Leave Scheme

Resignation Reason

Bank

It stores employee’s bank account details for Giro purpose. If your company practices
payment via cheque or cash when the employee resigns, please change the Override payment
mode to CHEQUE or CASH accordingly as per your company’s policy. By doing so, users do not

need to re-enter the bank details when the employee re-joins the company.

T Update Employee record - Period :201508 = =
Employes #|TSPLO02 v | Name|AGNES GOH ~| da|B|d| g auick Menul
Update ] Employment] Other ] Confirm & Termination Mdress] Spouse ] AllowiDedu ] Career 41| »

Bank Info

Bank [7171  ~| |DBS Rochor
Branch 011

Account#

Reference |

Particulars |

Override

payment mode |CHEQUE j
Other Banks

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Back pay of Basic Salary

To back pay salary, the following fields must be keyed in the Career tab
a) Hired date/Increment Effective Date — Pay effective date.

b) First Paid Date/Increment Paid Date — Actual pay date.

L] Update Employee record - Period :201508 = B

| Employee | D06-FW _v | Name ISMAEL ALI | M| | §| g | Quick Menul

Employment | Other | Confirm & Termination | Bank | Address | Spouse | AllowiDedu Career | calendz ¢ | »

Career Progression |

Pi i - -

C:dg;essmn IFE.T_-\RI' | zection [NONE Ll Oid Salary | 2200.00

Department |-*DW-‘? N Hired Date 05/05/2008 Increment 0.00

category JUNL N First Paid Date 05/05/2008 New Salary | 2200.00
i = ELES

Occupation  [NONE | salary range (zcale) I_\'O_\'E ~ | salary Type |Momh1.r -]

Cost Centre |-‘?0-‘-'E ~| Salary Step | Salary | 100.00
= Percentd :
Company I-\O-\'E ~ | Increment review date I 'l
Job Grade I_\:O_\-E | Transfer/Promotion I 'l
Review date
Appraisal I -

Grade

Division Code [NONE ~| reasons |
REMARKS |
Code Department |Category |.Ioh Grade |Inc Date |Paid Date |0Id Pay |Increment | Hew Pay ™
P|FSTART  |ADMIN JUNI MOMNE 05/05/2008 05/05/2008 220000 0.00 2200.00
v
€ >
Hew | Edit | Remove | Save | cancel | ‘
‘ Ne | Save | Remove | Cance | Change | | Kl }l Hl j'Lquse

After processing payroll, you would be able to see the back pay of basic in the modify pay

record.
- [ Modify Pay Record ] - Current Period : 201508 Cycle: E - O
|Employee # Im"w j Name # Ilsmael Al j Ml ‘
Leave | Quick Menu| Period [20150 ~|
Pay Group |STD Other Cycle | Paid [onthly Period 05E Type: 2-SN  CPFiLevy [SPASS
EERd | 2100 BasicPay | 2200.00 Age: | 3675 |B [TEGY tourly Rate R
NPLDay-C | 104.761905| 0.00 0.00 2 Allowances / Deductions
NPL Hr-C 12.69 0.00 0.00] 2 Dt
T | | e Code |Descr|E|on IAmount T A
|Absentc | 101.54| 0.00 0.00 2 || [BAck BACK PAY OF BASIC 47826
ee———————————————————
[ Overtme | Total No Pay leave 0.00|[#[MOBILE | MOBILEALLOW 150.00
0T1.0C 12,69 0.00 0.00] A
0T1.5C 19.04 0.00 0.00
0T2.0C 25.38 0.00 0.00
hd W
| shit | Total Overtime 0.00 ~CPF Contribution Total Wages
e
0.00 | Total Allowance 628.26
MIDNIGHT 15,00 0.00 0.00) A Fu i I
ke Emphyeel 0.00 | Total Deduc‘tionl 0.00
SOF | 7.07 CPF Wage 0.00
W
Total Shift il R Gross Wage 2828.26
0.5D Day 5238  0.00 oo~ || & Hl 4 | )l Hl ~RELETE 2828.26
0.5LDay# 5238 0.00 0.00 v
RestDayPay | 0.0 Bank e_ﬂecalculate{  save | X cancel | Il Close

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
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Recurring Allowance/Deduction

To indicate recurring allowance/deduction to employee, go under Allow/Dedu tab

Update | Em Jluyment] Otherl Confirm & Termination I Bank_| Address | Spouse Allow/Dedu | Career | Calendar | Misc | Free Field] Transfer]
|Code |Descr|pl|on |Type |Amounl E;I;eem'rve ;:Lmenl E:fe i!tfhn Year |Times |M/E :.!“t: Year §§ Total Amt |
HOUSE || HOUSING ALLOWANCE Amt 300.00§27/07/2015  01/08/2015 |31/12/2015 End
LOAN LOAN REPAYMENT Amt -100.00 82015 6 End 12014 -600.00
TITLE TITLE ALLOWANCE Amt End

o

1. Allowance/Deduction Code
Yellow coloured code indicates that it is a prorated allowance (defined in company setup)

Teal coloured code indicates that it is a formulated code (defined in formula setup)

2. Effective/Payment/End date
It indicates when the allowance will take effect and when it ends. If the month of the payment

date is later than effective date’s month, back pay will be generated in pay record.

3. Start Month/Year/Times
It indicates which period the allowance/deduction starts and how many months it would

recur. Based on the details entered the total amount will be generated automatically.

IMPORTANT!

An error will be prompted when section 2 is used with section 3, as the

allowance/deduction amount will not be accurate if both are used.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Hands-on Exercise 5
Now that you had learned how to update new employee profile, key in the following
employees in your database.
Casel Case 2
Emp. No EMP0O1 Emp. No EMP002
Emp. Name | Mohd Ahad Bin Jumaat Emp. Name | Agnes Goh
Hired Date 01/03/2011 Hired Date 21/01/2008
DOB 26/09/1981 DOB 17/04/1971
Monthly Rated subjected Monthly Rated
Worker Type not OT Worker Type subjected to OT
Basic Salary | $4,500 Basic Salary | $1,800
Department | Finance Department | Administration
Occupation Finance Manager Occupation Admin Assistant
Pay Group 5.5 Days Pay Group 5.5 Days
Race Malay Race Chinese
Nationality Malaysian Nationality Malaysian
NRIC S$8193213F NRIC G5113321)
Permit type | PR Permit type | Employment Pass
PR Date 05/05/2010 Bank DBS Bank
Bank DBS Bank :Ii"k AIC 1 5790086
Bank A/C | 5566736 BranchID | 011
No.
Branch ID 011 Leave Executive
Scheme
Leave Benefit .
Scheme Manager Scheme Executive
Benefi
e:e it Manager
Scheme Sex Female
Sex Male
Fix $300 Title Allowance
Allowance

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Case 3

Emp. No EMP0O03

Emp. Name | Ganesh s/o Ramasamy

Hired Date 01/04/2010

DOB 23/05/1971

Worker Monthly Rated not

Type subjected to OT

Basic Salary | $6,000

Department | Research & Development

Occupation | Research Manager

Pay Group 5 Days

Race Indian

Nationality | Singaporean

NRIC S$7193435E

Bank DBS Bank

Bank A/C

No. 8332139

Branch ID 011

Fix $400 of Transport

Allowance Allowance, $100 of Title
Allowance

Leave

Scheme Executive

Benefit

Scheme Executive

Sex Male

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Termination/Resignation of Employee

Ee

Hands-on Exercise 6

EMPOO01 had just tendered his resignation. His last date of service will be the date of your
training class and you will be paying his last payment by CHEQUE. Please reflect this

information into the payroll system.

Promotion or Salary Adjustment

For employees with salary adjustment or promotion, you are required to key in the
information inside the Career tab. This is to ensure employees’ career histories are logged

down.

Emp\wmenl} Other ] Confirm & Termination ] Bank } Address} Spouse } AllowiDedu Career lcalenda 0r

Career Progression I

E:Lg;mmn SRt <] cochon [NONE  ~lomsary | 160000 A Incre%
Department  |NONE JE r— [21012008 - |increment | 0.00 MVC Incre%

Category  [NONE First Paid Date [21012008 - |mew Selary [ 1800.00 A Incres
Occupation  [ADMINASS Salary range (scale)  [NONE | salary Type [Monthly ~| WVCincres

CostCentre [NONE Salary Step [ sy [ oo Ve Aceunt [ 000

Percent%

Company  |NONE Increment review date WVC Accums 0.00
JobGrade |NONE Transfer/Promotion

Review date

Appraisal
Grade

Division Code [¥ONE REASONS |
Job Level REMARKS |

—
—
—
—

Code 0ld Pay Increment New Pay |Cost Centre |Section Occupation REMARKS ®
p|FSTART 1800.00 0.00! 1800.00/NONE NONE ADMINASS
TRANS ‘ 1800.00 0.00 1800.00 COST2 NOMNE HRIK CAREER REMA
v
< >
New | Edit Remove | Save ‘ Cancel ‘

E

Hands-on Exercise 7

e EMPO0O02 is scheduled for promotion to the title of Admin Executive on the first day of
the month of your training date. Her new salary after promotion will be $2500.00.
However, the increment will be back dated to the following month. Please reflect this
information into the payroll system.

e Company decides to rehire EMPOO01 on the 15 of the following month. Please reflect

this information into the payroll system.

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

Leave Application is where all the employees’ leave data will be stored in. This is where user
will check employees’ leave entitlement, apply leave for employee, and adjust employees’

leave entitlement.

Leave Entitlement

Here shows breakdown of all leave entitlement, month by month.

] TIMES SOFTWARE PTE LTD Version 9.7.14 = B
‘ Empcode EMF'002 Name IAgnes Goh M ‘
Hired Date IZB.I'IMIZEH 5 ated D Leavs Departmen ND ADMIN
Code Description Full Adju Cur.¥r BF Forfeit YTD Total Taken Balance
Entitle Entitle  Entitle
IANNU jIAHNUAL LEAVE |1a.cc | 1.00 | 13.42| 3.00 | -2.00 |9.cc |11.cc |:.cc |?.cc
Leave Entitlement Breakdown eIty R T e i Current Period : 201508
Description |BIF |current Entitlement| YTD Entitlement| Total |Taken  [Balance | A
_|daniz01s 2.00 1.1 1.00 3.00 0.00 3.00
_|Febr201s 2.00 1.1 2.00 4.00 0.00 4.00
_|Marr2015 2.00 112 3.00 5.00 4.00 1.00
_|Apri2015 2.00 112 4.00 6.00 4.00 2.00
|Mayiz015 2.00 112 6.00 2.00 4.00 4.00
¥|Junizo1s 2.00 1.1z A 9.00 4.00 5.00
_|dukzo1s 2.00 112 8.00 10.00 4.00 6.00
_|Augz01s 2.00 112 9.00 11.00 4.00 7.00
_|seprz01s 2.00 112 10.00 12.00 4.00 2.00
_|octzo1s 2.00 112 11.00 13.00 4.00 5.00
| |Novrz01s 2.00 112 12.00 14.00 4.00 10.00
| [Decrzois 2.00 112 13.00 15.00 4.00 11.00
W
Save | Remove Cancel Check Entitlement | ReCalculate Hl ‘ | ’ | N | J_-'L Close

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




TI M Es Training Workbook

SOFTWARE Times Software Pte Ltd
Table 10

Fill in the definition of the Item in the Description column based on what the trainer had
taught.

1 Full

2 Cur.Yr Entitle

3 YTD Entitle

4 Total Entitle

5 Balance

Updating of Leave Records

If you are using the TimesPay 8.0 to keep track of your leaves, you are required to update all
leave records before you process the payroll so that all payroll related leaves such as No Pay
Leave, Absent or Reservist Leave (NSP) are captured during the process of payroll.
Childcare Leave/ Maternity

Family Record

Back Deduction of Unpaid Leave

Below example shows employee EMP002 took 4 days of unpaid leave, but payroll already
closed on 25" March, which means unpaid leave deduction from 25" onward should be made
on following month. To do so, select the leave application and click Detailed Record. Set pay
period to following month and Current Mth? Set to Last month so the deduction amount will

be calculated based on last month salary.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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b Leave Record - 201508 = =
Employee# IEI'-'IPD[IZ j Name IAgnesGDh j ,ﬁl Lookup | vl
IE‘.urrent YTD Total
Department  |ADMIN |OFFICE AND ADMN ‘YrEntte Entie  BF Adust Forfet Enttie Taken Balance
Leave SchemeIF_)(EC IExecut'n.re I I I I I I Ié.EIIJ I
Hired Date |25.I'|]‘1.f2|]‘15 NPL Leave Taken at as Prd 12 : 4.00
Resignation I
Date
Confirm Date IE?-"U"-*'EU'I 3
Leave Code Start Date Day Hour  End Date Appr  AMIPM Reasonl
NPL j|2:;03;2u15 J| 4 | ] |2?;03;2n15 I‘.’esjl | Ref# |
Dependant NRIC | -
Leave Code |Start Date  [End Date |Day |Hour |Approval AMPM|Remarks A
¥ NPL 2410312016 [27/032015 0/Yes
w
< >
Detailed Record | New | Edit | Remove Save Cancel Hl 4 | }l Hl l-'Lglose
-
N
- \ Leave Details Breakdown > =
Date Day Hour |Approval|Pay Prd Cycle Current Mth? [Financial| Financial|
) ear Month
(3 2403020 1 ¥ 201503 E Current Month 2015 3
25032015 1 ¥ 201504 E Last Month 2015 3
26032015 1 ¥ 201504 E Last Month 2015 3
27032015 1 ¥ 201504 E Last Month 2015 3
W
ﬂglnse |

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Mass Leave Adjustment

In the event of company is giving out 1 additional day of leave to all employees, leave

adjustment can be made through leave utility > leave process.

Leave Utility

Leave Recalculation| Leave Pracess §BF CutOff | Leave Check Utiity |

User Password Setup

Change Master Passwerd
Lock/UnLock Period Operation i dd Adju Leave End

Leave Utility Fram Employes IUm ~| To IEMF'DDB LI

Year To Date Update Leave Code IANNU vl

Glebal Change

Initialize Mew Year Effective date IDJ”IIDE'IQD‘I 5 jv

Free Field Description Day/Hours 1.00
Transfer Employee Record Reason I

Mid Month Advance

Import Utility A NA

Free Text Reminder

Process | | Cloze

Hands-on Exercise 8

a) EMPO002 will be taking No Pay Leave for 3 days starting from your training date.
b) EMPOO1 is on Sick Leave for 1 day three days ago from your training date.
¢) EMPO0O03 wants to go on Annual Leave for 4 days starting from the next Monday from

your training date.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Hands-on Exercise 9

EMP002 comes back to work on a Saturday. Instead of paying him Overtime, the

company would like to credit 1 day of Annual Leave to him.

b) The coming Saturday is a Public Holiday and you would like to credit 1 day of Off-in-Lieu

expiring 6 months from its effective date to all your staff.

Updating of Claim Records

To track employees’ claim reimbursement.

¥ Claim Record - O it
Employee #SG001 - Name [TANNY HO(SINGAPOREAN) ~| Ml
Claim Panel | in-patient Info | Cost Centre Allocation | ECLAIM Tab | @
Claim Info —— —
Claim Code 'l Claim Date I "I Job Grade NONE Max. Claim
Sub Claim 'l Visit Date vl Categary NONE ¥TD Claim
Claim Amourl Sub Claim Limit Benefit Scheme [NOMNE Balance
Remark | Service Year : 18 year 6 month
Imlc & Doctor Info
Hosp!CIlnlI vl Doctor's Nam
Diagnosis I l Insurance N Sector j OPD Eligibility[#
Pre-iliness Indicator [© Dep IDI vl Type vl HIC Eligibility 7+
o-Payment & Transferring To Payrolt — —
Co-payment ? [ Employee mployee eimburse Reimburse1
Transferred to payroll |7 Payable Payabled I By Employer By Employe!
Reimbursement? |7 Approved? [V Allw/Dedu Cod* vl Transfer period - I vl
Code |Clairr1 Date |Approval Date|Approved|Claim Amount|GSTS Diagnosis Sector Allow/Ded. [EE Amt ER Amt Sub Cli &
L1
W
< >
New | Save | Delete | Cancel | Hl 4 | 3 | |4 | 1L close

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
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Table 11

Fill in the definition of the Item in the Description column based on what the trainer had
taught.

1 Claim Info
2 Max

Claim/YTD
Claim

3 Clinic and
Doctor Info

4 | Co-payment
&
Transferring
to Payroll

ER

Hands-on Exercise 10

a) EMPO002 wants to claim $50 of Medical Claim and $25 for her Transport Claim.
b) EMPO003 wants to claim $50 for his Dental Claim.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Now that you had entered all relevant information for this payroll cycle, it is now time to

process your payroll. This is a compulsory step and must be run at every month. To process

the payroll, you must first go to:

o
A
28
By

T TN
Process Payroll

Pay Record

Bonus Record

Special Record

Leave Transfer

Claim Transfer

Leave Encashment
Festival Advance
Process Voluntary CPF

Long Service Award

If you had never processed the
payroll for the month, you will be
greeted with the following screen:

To continue, just click on the Process

Period Initialize for Period 201509

Process Pay Transaction

IMPORTANT NOTE:

Please ensuie all d.

gl are up
This is to ensure that the Leave E
are calculated comectly. Press PROCESS to proceed.

d before p ing the payroll.
h t C. I and Salaries

button.

If you had already processed payroll for this payroll cycle, the greyed out option will be

enabled for selection and it will looked like the following:

Period Initialize for Period 201508

Process Pay Transaction

f+ Do not reprocess earlier Selected Stafk
IMPORTANT NOTE:

calculations are correct.

" Reprocess earlier Selected Staff without clearing vanable entries

(" Feprocess earlier Selected Staff with clearng vanable entries

Pleaze update the resignation before proceszszing the payroll to ensure the Payroll

Clear record |

XK Cancel

¢ Frocess |

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
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Period Initialize for Period 201508

Process Pay Transaction

" Reproceszs eallier Selected Staff without clearing variable entrieg

(" Reprocess earlier Selected Staff with clearing variable entries

{* Do not reprocess earlier Selected Staff
IMPORTANT NOTE:

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

Clear record x Cancel ‘ Q/Emcess |

Hands-on Exercise 11

You may process the payroll now. Go to Modify Pay Record and look for EMPO003. After
looking at this employee’s record, you realize that you had forgotten to update his
increment. His new salary is $7,000. Update his salary and try to reprocess the payroll again.

Which option should you choose? Please ask the trainer if you are unsure.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
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Ee

Hands-on Exercise 12

After reprocessing the payroll, you realize that you had not keyed in the employee profile

for one employee. Key in the following employee and reprocess the payroll without

reprocessing the employees which you had processed earlier.

Emp. No EMP004

Emp. Name Carmen Mendez Santiago
Hired Date THE TRAINING DATE

DOB 21/02/1985

Worker Type Monthly Rated not subjected to OT
Basic Salary $2,100

Department Support Department
Occupation Support Executive

Pay Group 5 Days

Race Hispanic

Nationality Mexican

FIN No. F4013951K

Pass Type S-PASS (Tier 1)

Bank DBS Bank

Bank A/C No. 5231175

Branch ID 014

Fix Allowance $200 of Transport Allowance
Leave Scheme Executive

Benefit Scheme Executive

Sex Male

After completing Hands-on Exercise 11 and 12, are you familiar with the three options in

Process Payroll?

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
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Modify Pay Record

-] [ Modify Pay Record ] - Current Period : 201509 Cycle: E - B

Employee #[010LC  ~|Name # |RENE TAN Rl FF’FMax Bal 44,770.34
Leave | Quick Menu|Period 201508~

Pay Group |STD Other Cycle Paid Monthly Period 09 Type: [2-5N CPF/Levy [CLASS1

Days Worked Z2.00  Basic Pay | 2500.00 Age: | LLR Daily Rate 131.82 IR EE 16.73
|WPL Day-c | 131.313182| 0.00 0.00] = Allowances / Deductions

INPLHrC | 1673 000 000 . |[ code |pescription [amount [T ]~
|absentc | 133.85)| 0.00 0.00 4 ||M|coac CHINESE DEV'T ASST. FUND ~1.50(N

Total Ho Pay leave 0.00|| |ENTFEE  ENTERTAINMENT FEE 300.00 5]
_Overtime _[MOBILE  MOBILE ALLOW 100.00 B
aT1.ec 14.42 0.00 .00 A ] |TRAN TRANSPORT ALLOWANCE 200.00 [5f]
OT1.5C 21.63 23.00 497.49
oT2.0C 28.85 0.00 0.00

hd W

lﬁ Total Overtime 497 49| CPF Contribution Total Wages
MORNING 13.00 0.00 0.00] A Employer e 500-00
AFTERNOCON 17.00 0.00 0.00 A Employee -799.00 | Total Deduction -1.50

HIGHT 30-00 0.00 .00 SDF 9.93 CPF Wage 3997.49
W

RestDay Total Shift 000 [ FwL | 0.00 Gross Wage 3997.49
0.5D Day 66.92)  0.00 000 ~ || A H| 4 ‘ 3 | |- ‘ Nett Wage 3196.99
0.5LDay# 6692 0.00 0.00 v

Rest Day Pay 0.00 Bﬂ“"le Recalculatdl o Save | ) Cancel | Jf]. Close
To change payment mode <— —» Save changes made
\ 4

Recalculate pay without saving

Hands-on Exercise 13

The following employees need to have additional entries into the payroll. Use the Modify Pay
Record to key in the following details:
e EMPO002 has 23 hours of OT1.0C, 5 hours of OT1.5C and 3 hours of OT2.0L.
e EMPOO01 is resigning this month and your company would like to pay him by cheque
instead of using GIRO. He will also have an ad-hoc Title Allowance of $250.00.

e EMPO004 have an ad-hoc Loan deduction of $150.00.

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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D. Payroll Reports (Part 1)

Internal Reports
Internal Reports could be accessed by selecting Payroll Reports and then selecting Internal

Reports:
Internal Reports 3 Payroll Department Report
External Reports [ Payroll Cost Centre Report
Management Reports 4 Y¥TD Departmental Report
Advance Management Reports 4 Y¥TD Cost Centre Report
Quick Employee List 4 Pay-5Slip 4
Leave Reports 4 Pay History Report
Graphical Analysis Pay History - Excel Format
Gross Rate Pay Report Career Progression
NSP Report Employee Data Reports 4
Hire Confirm Listing Allowance / Deduction 3
Quick Search by Dates Report NPL/Shift/OT/Rest-day 4
Auto Prompting Report Code Table 4
Mail Merge Bank Listing
Label Wizard CPF MAX Report
CPF Shertfalls Report
nnart Haotlina* £2051 SRR R

Table 13

Fill in the definition of the Item in the Description column based on what the trainer had

taught.
1 | Payroll
Department
Report
2 | Payroll cost Centre
Report
3 | Pay-slip

4 | Pay History Report

5 Pay History Report
Excel

6 CPF Variance

External Reports

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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The External Reports could be access by select Payroll Reports and then selecting External

Reports:
Internal Reports 2
External Reports 2 Bank/Cash/Cheq J
Management Reports L Bank Diskette Export
Advance Management Reports * CPF k
Quick Employee List 2 SDF/FWL
Leave Reports 3 Labour Market Survey
Graphical Analysis
GGross Rate Pay Report

Table 14

Fill in the definition of the Item in the Description column based on what the trainer had
taught.

1 | Bank/Cash/Cheq

2 Bank Diskette

Export
3 | CPFLINE
4 | CPFPAL

5 Labour Market
Survey

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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RATE OF PAY

Basic Rate of Pay
All remuneration except:

Overtime payments

Bonus/AWS

Reimbursement of expenses
Productivity incentive payment
Any allowance however described

oo oo

Basic Rate of Pay is used to Calculate:

] Payment of overtime work
] Salary for work on Public holidays/Rest days

Gross Rate of Pay
All remuneration including allowances except:

Overtime payments

Bonus/AWS

Reimbursement of expenses
Productivity incentive payment
Travelling, food and housing allowances

oo oo

Gross Rate of Pay 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)

1. Overtime (Section 38)
12 x monthly basic rate of pay
52 x 44 hours

(Hours/years)

2. Rest Day (Section 37)
12 x monthly basic rate of pay
52 x number of working days
in a week
3. Public Holiday (Section 42)
12 x monthly basic rate of pay

(Working days/weeks)

(Working days/weeks)
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52 x number of working days
in a week

4. Annual Leave (Section 43)
12 x monthly basic rate of pay (Working days/weeks)
52 x number of working days
in a week

5. Computation of salary for incomplete month’s work and no pay leave (Section 20A)
Monthly Gross Rate of Pay
Number of Working Days in  x

a Month

Number of actual days worked in a (Working days/month)
month

Note: In calculating the number of days actually worked by an employee in a month, any day on
which an employee is required to work for 5 hours or less under his contract of service shall be
regarded as half a day

6. Termination of contract without notice
12 x monthly basic rate of pay (Working days/month)
52 x number of working days
in a week

7. Basic rate of pay means the total amount of money (including wage adjustments and
increments) to which an employee is entitled under his contract of service but does not

include:

a) Additional payments by way of overtime payments;

b) Additional payments by way of bonus payments or annual wage supplements;

c) Any sum paid to the employee to reimburse him for special expenses incurred by

him in the course of his employment;
d) Productivity incentive, incentive payments; and
e) Any allowance however described,

The basic rate of pay for one day is to be calculated according to the following
formula:

12 x monthly basic rate of pay
52 x number of working days
in a week

(Working days/month)

8. Gross rate of pay means the total amount of money including allowances to which an
employee is entitled under his contract of service but does not include:

The information and screenshots in this manual are correct as at the time of printing. Times Software reserves the right to change / amend
this document without prior notice.
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Additional payments by way of overtime payments;
Additional payments by way of bonus payments or annual wage supplements;

Any sum paid to the employee to reimburse him for special expenses incurred by
him in the course of his employment;

Productivity incentive, incentive payments; and
Travelling food and housing allowances,

The gross rate of pay for one day is to be calculated according to the following
formula:

12 x monthly basic rate of pay

52 x number of working days (Working days/month)

in a week
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What are CPF wages?

Wages are remuneration due or granted to an employee in respect of employment. Wages can be
defines as Ordinary Wages and Additional Wages.

Ordinary Wages

These are wages due and granted to an employee in respect of employment in that month and payable
before the due date for payment of CPF contributions for that month. Examples are allowances,
overtime payment, etc.

Additional Wages

These are wages not granted wholly or exclusively for that month. Examples are bonus, leave pay and
other payments made at intervals of more than a month, etc.

COMMON MISTAKES MADE BY EMPLOYERS

Common Mistakes Explanation Is CPF Payable?

1. | Allowances and incentives, e.g. food | These are wages as they form | Yes

allowance, transport allowance for | part of the employees’ | Ordinary Wage
non-official travelling, good attendance | remuneration
and cash incentives

2. | Commission payments These are wages as they form | Yes
part of the employees’ | Ordinary Wage /
remuneration Additional Wage
3. | Employees who are on probation They are employees under a | Yes
contract of service Ordinary Wage

4. | National Servicemen on In-Camp | Under the NS Enlistment Act, | Yes

Training the employer has to pay CPF | Ordinary Wage
on the wages given by
MINDEF

5. | Part time/casual employees, and new | They are employees under a | Yes
employees contract of service Ordinary Wage

6. | Payments for overtime worked These are wages as they form | Yes
part of the employees’ | Ordinary Wage
remuneration

7. | Permanent Resident (PR) employees They are employees under a | Yes

contract of service. | Ordinary Wage
Exemption is only for foreign
employees who are not PRs

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