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Disclaimer

Copyright 2017 Times Software Pte Ltd (“TIMES SOFTWARE”) (Company Registration No.:
199804415D) All rights reserved. Please refer to the legal notice below for terms of use.

THE SPECIFICATIONS AND INFORMATION REGARDING THE PRODUCTS IN THIS USER
GUIDE ARE SUBJECT TO CHANGE WITHOUT NOTICE. ALL STATEMENTS, INFORMATION,
AND RECOMMENDATIONS IN THIS USER GUIDE ARE BELIEVED TO BE ACCURATE BUT
ARE PRESENTED WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED. USERS
MUST TAKE FULL RESPONSIBILITY FOR THEIR APPLICATION OF ANY PRODUCTS.

INFORMATION PROVIDED IN THIS GUIDE IS PROVIDED “AS IS” WITH ALL FAULTS. TIMES
SOFTWARE DISCLAIM ALL WARRANTIES, EXPRESSED OR IMPLIED, INCLUDING, WITHOUT
LIMITATION, THOSE OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND
NONINFRINGEMENT OR ARISING FROM A COURSE OF DEALING, USAGE OR TRADE
PRACTICE.

IN NO EVENT SHALL TIMES SOFTWARE OR ITS SUPPLIERS BE LIABLE FOR ANY DIRECT,
SPECIAL, INCIDENTAL, CONSEQUENTIAL, INDIRECT OR PUNITIVE DAMAGES, OR ANY
DAMAGES WHATSOEVER, INCLUDING, WITHOUT LIMITATION, LOST PROFITS OR LOSS OR
DAMAGE TO DATA ARISING OUT OF THE USE OR INABILITY TO USE THIS USER GUIDE,
OR ANY ERRORS OR OMISSIONS IN THE CONTENT THEREOF, EVEN IF TIMES SOFTWARE
OR ITS SUPPLIERS HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

Unless otherwise noted, the example companies, organizations, products, domain hames, email
addresses, logos, people, places and events depicted herein are fictitious, and no association with
any real company, organization, product, domain name, email address, logo, person, place or event
is intended or should be inferred. Any workflows, display output, diagrams and other figures

included in this user guide are shown for illustrative purposes only.

Without limiting the rights under copyright, no part of this user guide may be reproduced, stored in
or introduced into a retrieval system, or transmitted in any form or by any means (electronic,
mechanical, photocopying, recording, or otherwise), or for any purpose, without the express written
permission of TIMES SOFTWARE.

The TIMES service and products identified in this user guide are trademarks or service marks of
TIMES SOFTWARE. All other products or services referenced in this user guide may be the

trademarks or service marks of their respective owners.
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Chapter 1. First time logging into the TIMES Appraisal

Open your internet browser and enter the URL address to access the TIMES Solution portal login
web page, example: http://www.myportal.com/esolution/Signin.aspx

An example of the login page is shown below.

Times provides the following E-Application to assist HR job:

d M owowvw

E-Claim E-Training E-Attendzance

Emp No | ‘

Password | ‘

Company DEMO2016 =
Period 2016 v
Forgot Password?

Times Software offers comprehensive integrated suite of Payroll and HR solutions designed specifically for small, medium and large
corporations.

1. Click on the “Company” drop-down list to see a list of available companies and choose the one
that you want to access to.
Key in your login id at “Emp No”.

Key in your password at “Password”.

4. Click the button to login into the system.
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Chapter 2. Dashboard

After logging into the system, you will be presented with your dashboard.

Main *

Dashboard

Appraisal Qo A+ X
Employee
EE Performance Appraisal 2016 for Executive Staff

The dashboard shows you a list of items that require your attention.

You can click on any of the items to access it.
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Chapter 3. Approval Setup

The Approval Setup function allows you as HR to setup the approval flow for each employee by

indicating each employee’s reporting supervisors as the employee’s TIMES Appraisal appraisers.

These appraisers will be responsible in reviewing, approving, rejecting and contributing to their

reporting employees’ appraisal forms.

Additionally, you can designate the roles of HR to specific employees in this function.

View Appraisal Form
Status List

] Staff Report

l—ﬁ Data Transfer

< Moderation

@ Career Progression
Lﬁ Bonus Distribution
%2 Approval Router

u% Approval Setup

Click on the Approval Setup option in the HR menu to access the Approval Setup web page.

Flow Type: Appraisal v

Department SINGAPORE DIVISION [SG]

Advanced
Sort By: | EmpName V‘ Employee: H Search H Copy Flow || Change Flow H Upload Flow ‘ | Export
Emp No Emp Name Appraisal Scheme First Reviewer Second Reviewer Third Reviewer HR Query ~
0w w | L o .
DAVID GAN
w2 - - o |
BENJAMIN WONG
w2 — - B |
BENJAMIN WONG
w  anovum o I I - |
DAVID GAN
o ommee @ - - o |
BENJAMIN WONG
w® . . o T Ml
. BENJAMIN WONG .
Show Page of 1 Pages First Prev Next Last Display Records Per Page

At the Approval Setup web page, ensure the “Flow Type” is Appraisal.
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Choose “Department” and a list of employees who are assigned to the selected department(s) will

be shown on the web page. If you had made multiple selections, you can click "' button to see your

selections.

Alternatively you can use the “Advanced Employee” search to retrieve a list of employees based on

the text that you enter in it. This search will find the nearest matching employee number or name.

After you had entered the text in it, click L %8 | tg see the results.

3.1 Navigating the Approval Setup

If your organization has a large number of employees, you will most likely have a large list of
employees. To help you sort out and see the different web pages of records, you can use the

following functions (they are located at the bottom of the web page):

Display Records Per Page

Click on the “Display Records Per Page” dropdown list to choose the number of records that can be

shown on the web page.

A maximum of 500 records can be shown on a single web page.

Show Page of 3 Pages

Click on the “Show Page” dropdown list to choose a specific web page of records.

First Prev Next Last

Click on the “First”, “Prev”, “Next” or “Last” hyperlinks to navigate to each of the web pages if there

are more than a single web page.
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3.2 Setting up the Appraisal Approval Flow

To setup the approval flow, you need to key in the appraiser's employee number for each employee

under the reviewer columns (they are called “First Reviewer”, “Second Reviewer” and “Third

Reviewer”).
Emp No Emp Name Appraisal Scheme First Reviewer Second Reviewer Third Reviewer HR Query

002 BENJAMIN WONG [Executives | [001 | [ | [ | [ | ~
DAVID GAN

101 CHRIS LEE [Nan-Executiv | [002 | [ | [ | [ |
BENJAMIN WONG

103 CHRISITINA ONG [Nan-Executiv | [002 | [ | I | [ |
BENJAMIN WONG

003 CINDY LM [Executives | [o01 | [ | [ | [ |
DAVID GAN

104 DARREN LEE [Nan-Executiv | [002 | [ | I | [ |
BENJAMIN WONG

001 DAVID GAN [Executives | [002 | [ | [ | [ALL | v

BEMJAMIN WONG

The system provides up to three levels of approval for each employee and these appraisers must be
entered into the reviewer columns in a proper sequence. It's not mandatory to setup all three levels

of approval.

For example, if an employee reports to a supervisor and the supervisor reports to the head of
department, then the supervisor's employee number is setup at “First Reviewer” and the head of

department’s employee number is setup at “Second Reviewer” for the employee.

Save

Once you have completed the entry, click the button. If you had entered the correct

employee’s number for the approvers, their names will appear on the web page. If not, just re-key in

the correct employee number under the reviewer columns and click on the S button.
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3.3 Assigning the HR Role

The role of HR grants the employee access to the HR menu and HR can setup approval flow,

manage appraisal information, perform moderation and manage employees’ career progressions.

Before you can designate an employee as HR, you must have a Query created from TIMES Payroll
application. The Query will determine the list of employees that this HR can have access to in order

to manage their information.

Emp No Emp Name Appraisal Scheme First Reviewer Second Reviewer Third Reviewer HR Query ~
002 BENJAMIN WONG [o01 | [ | [ | [ | R
DAVID GAN
o2 ] L I |
BENJAMIN WONG
103 CHRISITINA ONG [002 ] I ] [ ] [ |
BENJAMIN WONG
£ ] L R |
DAVID GAN
0 oameenLse o | I [ |
BENJAMIN WONG
[0 ] L o |E b
. BENJAMIN WONG

To designate an employee as HR, enter the Query Name (case sensitive) at the “HR Query”. Then

click the %@ | putton to save the entry.

To remove the HR role from an employee, simply delete the Query Name at the “HR Query” and

clickthel 588 | putton.
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3.4 Automatic Setup of the Approval Flow

& You can use this feature only if you have other TIMES Solution systems (such as TIMES

Leave) installed otherwise skip this sub chapter.

You can quickly populate the list of approvers for each employee by using the [_“2P*Flow | pytton.

This function transfers the list of approvers from one source location (such as from another system

or module) over to this system.

Advanced

Sort By: | EmpName v | Employee: | |[ searcn || copyFlow | cChangeFlow |[ UploadFlow |[  Export

Click on the [ Co¥Flow | hytton to access the Copy Flow pop-up window.

Copy Flow x
b ]
From To
Module: | Leave v|
. i LY
Flow: | Leave v| Module: |Appralaal |
Flow: Appraisal )
Flow |- DEFAULT - v | |
Category:
. . W
[Iinclude stand-in [l overwrite flow | Copy

Choose the “Module” and “Flow” dropdown lists under the column From to indicate the source
location where the system will copy the list of approvers from and choose the “Module” and “Flow”

dropdown lists under the column To to indicate where this list will be copied over to.

On default the system will transfer the list of approvers for employees who do not have their

approval flow setup information at the Approval Setup. If you wish to overwrite the employees’

existing approval flow setup information click on the - Overwrite flow checkbox to tick it.

Z
Click | ©o¥ |10 initiate the process. You can still manually change the approvers for

each employee after L_CP*Fle" | had been executed.
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3.5 Easy Change of Approver

In the event you need to change an approver for many employees, you can use the | Change Flow
feature to easily perform that action without the need to manually change the approver for each
employee.

Advanced

Sort By: | EmpName v | Employee: | |[ searcn |[ copyFiow |[ ChangeFlow || UpioadFlow |[ Export

Click on the |__©hange Flow |1, ;110n to access the Change Flow pop-up window.

Change Flow »
b [
From To
Supervisor: 001 Supervisor: 002|
Flow: Appraisal v
Change -

Enter the employee number of the approver that you want to change at “Supervisor” under the

column From and the replacement approver at “Supervisor” under the column To.

Ensure the “Flow” is Appraisal and click Ehanas to proceed with the changes.

In this example, all employees who have the approver 001 will be replaced with approver 002.
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3.6 Uploading Approval Flow into the system from Excel

If you like to prepare the approval flows in an excel document, you can use the system’s excel

template document to enter the approval flow information and upload them into the system by using

the | UploadFlow | faatire.

Advanced

Sort By: | EmpName v | Employee: | |[ searcn  |[ cCopyFiow |[ ChangeFlow || Upload Flow |[  Export

Click on the | Upload Flow | b 10 to access the Upload Flow pop-up window.

Upload Flow »

[ Download Template ] [ Browse File ] [ Upload File ]

| Template | Browse. .. Flow: | Appraisal

| Upload |

First step is to download the system’s excel template document. Click on the | Template | phtton at

“‘Download Template” at Step 1 to download the document.

Next, open the excel template document and enter the approval flows into the document. Make sure

to save the document.
Once done, proceed to Step 2 and click on | Choose File | to choose the completed excel document.

Finally, at Step 3, ensure the “Flow” is Appraisal and click the | YPoad___| hutton to upload the

approval flow information from the selected excel document into the system.
3.7 Export the system’s Approval Flow into an Excel document

You can export the system’s approval flow into an excel document. To do so, first retrieve the list of

approval flows and then click on the |__E®2M__ | pytion.

Advanced

Sort By: | EmpName v | Employee: | |[ searcn |[ cCopyFlow |[ ChangeFlow |[ UpioadFiow |[  Export |

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 11 of 27
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Chapter 4. View Appraisal Form

You can view employees’ appraisal forms.

View Appraisal Form

Status List
4 staff Report
Lﬁ Data Transfer
¥4 Moderation
@ Career Progression
Lﬁ Bonus Distribution
i:;& Approval Router
n% Approval Setup

Click on the View Appraisal Form option in the HR menu to access the View Appraisal Form web

page and see employees’ appraisal forms.
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Chapter 5. Status List

You can view employees’ appraisal status at the Status List web page.

View Appraisal Form
Status List
4 staff Report

l-ii Data Transfer

¥4 Moderation

@ Career Progression
Lﬁ Bonus Distribution
%4 Approval Router
u% Approval Setup

Click on the Status List option in the HR menu to access the Status List web page.

Department - ALL - | @
Employee - ALL -
Year
Appraisal Form | Performance Appraisal 2016 for Executive Staff v
Review Status  |-ALL- W | | Query
Employee Department Appraisal Approved Date Status Sys Score Sys Grade
2 () BENJAMIN WONG [002] SINGAPORE DIVISION
B @® onovompos) SINGAPORE DIVISION
& @ DpaviDGaN [01] SINGAPORE DIVISION
3 () JAMES ONG [005] SINGAPORE DIVISION
Z @ John Doe [00001] SINGAPORE DIVISION
2 () LAWRENCE LEE [004) SINGAPORE DIVISION
Show Page of 1 Pages First Prev MNext Last Display Records Per Page

Choose your search criteria such as “Department” and click on the button to retrieve

the list of appraisees. If you had made multiple selections, you can click "=’ button to see your

selections.
At the list of appraisees click on the ' button to see their appraisal result details.

Click on the I-__f]' button to see the appraisee’s appraisal form.
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Chapter 6. Staff Report

You can access appraisal reports at the Staff Report web page.

View Appraisal Form
[ status List
4 staff Report
2 Data Transfer

¥4 Moderation

@ Career Prograssion
Lﬂ Bonus Distribution
%:i Approval Router
nﬁ Approval Setup

Click on the Staff Report option in the HR menu to access the Staff Report web page.

Report
Report Type: | Appraisal Form W |
Department - ALL - s | (@
Employee - ALL - s | (D
Form Type: | Performance Appraisal w |
Year: | 2016 hd |
Appraisal Form: | Performance Appraisal 2016 for Executive Staff W
Review Time:

| Preview |

Choose your “Report Type” and report criteria such as “Department”. If you had made multiple

selections, you can click ' button to see your selections.

Click on the button to generate the report into an excel document.
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Chapter 7. Data Transfer

You can transfer appraisal data from one review period to another at the Data Transfer web page.

View Appraisal Form
(€] status List
4] Staff Report
B Data Transfer
(%< Moderation
@ Career Prograssion
ui Bonus Distribution
%aé Approval Router
@ Approval Setup

Click on the Data Transfer option in the HR menu to access the Data Transfer web page.

Appraisal Type | Performance Appraisal v|
Year
Appraisal Form | Performance Appraisal 2016 for Execufive Staff v
Transfer Review From/ To | Review 1 » || Review 1 »
Employee - ALL - .
| Transfer Data |

Choose your criteria and click on the button to start the transfer.
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Chapter 8. Moderation

You can moderate appraisees’ final appraisal grades at the Moderation web page.

View Appraisal Form
[ status List
4 staff Report

é Data |[au5:[Tr
4 Moderation

llu] Career Progression
Lﬁ Bonus Distribution
%:i Approval Router
nﬁ Approval Setup

Click on the Moderation option in the HR menu to access the Moderation web page.
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Year Moderation By [SINGAFOREDVISION v| [  awey [[ Pt |

View Graph(s): [vl System Grade Distribution I Ideal Grade Distribution ] Moderation Grade Distribution

Bell Curve Distribution

Recalculate Distribution H Save Moderation ‘ ‘ Complete Moderation || Moderation Progress
System Grade Distribution Ideal Grade Distribution Moderated Grade Distribution Detail
Increment  Bonus S Saff o Increment  Bonus . ’ Staff
Grade From Te e Foos | Distiibution%  ~®"  Distribution % Staff Count = Grade  From To ; Foes Distibution% -0 ViewAl

A 90 100 01 15 0 0 10 16 A 0 0 View
B 80 89.99 008 1 1875 3 20 3.2 8 89.99 125 2 View
C 50 79.99 005 05 125 2 50 8 c 2499 18.75 3 View
D 30 49,99 0.03 02 0 0 15 24 D 49.99 003 0 0 View
E o 2099 0 o o 0 5 0.8 E [0 ] [2008 o] ] 0 0 View
System Grade Setup Moderate Grade Setup

Total Appraisees: 16 Completed Appraisals: 5 Incomplete Appraisals: 11 View Incomplete

At the Moderation web page choose “Year” and “Moderation By”. Then click on the
button to retrieve appraisal information.

Print

If you want to export this page into an excel document click on the | button.

There are three key information that is displayed in this web page:

Grade Distribution Type Meaning

System Grade Distribution Original appraisal grades that appraisees have earned and are

calculated by the system after they have completed their
appraisals.

Ideal Grade Distribution Percentages of appraisees that would need to achieve a specific
grade in order to achieve an ideal standard deviation or bell

curve distribution (as per your organization’s benchmark)

Moderated Grade Distribution | Appraisees’ moderated grades by HR.

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 17 of 27



TI MEs TIMES Appraisal User Guide for HR

SOFTWARE Release 4.1

System Grade Setup

First ensure the System Grades are correct. You can click on the| | button to

check and make amendments if required.

Next you can moderate appraisees’ grades by shifting the score range of the appraisal grades or
changing the grading system altogether. After that you can go further by fine tuning each

appraisee’s score by adding or subtracting it.

To do this click on the L Moderate Grade Setub | py 10 1 setup the moderated grading system.
Overall Grade Setup ®
Grade Type Overall Moderate Grade
Year * Company |HF SINGAPORE FTELTD v| Grade By [SINGAPORE DIVISION v
Description: = [2016 HP-SG Moderate Grade |E

Increment Bonus
. . . s L . o A
[] From To Grade Description Factor Factor Distribution % Sort No

0| 90]|  100|[A ||Far exceeds expectations [[ o1 [ 15 [ 0] | 1]
0| 85| @9.99|[B ||Extceeds expectations |[ o008 [ 1] [1878] [ 2
| 50| e4.99|[c || Meets expectations |[ o0o0s] [ o8] [ 128] [ 3
0| 30|| 49.99|[D || Partially meets expectations [[ o003 [ 03] [ o [ 4
0| 0] 29.99|[E ||Fails to meet expeciation [[ o [ o [ o [ 5 W
Enter the details of the grading system and click button.
Moderated Grade Distribution Detail
Increment Bonus . . Staff

Grade From To F Factor Distribution % Count ViewAll

A 9o | [wo | Joa | [15 | 0 0 View

B 85 | (8999 | |oo8 | |1 | 125 2 View

C 50 | [s499 | 005 | (o5 | 18.75 3 View

D 30 | (4989 | 003 | (o3 | 0 0 View

E [ | [2989 | |0 | [0 | 0 0 View

Moderate Grade Setup |

After the moderated grading system is setup, at the Moderation web page you can adjust the score

range as many times as you like as long as you have not clicked on the | Complele Moderaion |

button to complete the moderation. After every adjustment made click on the

| Recaleulate Distribution | p, 11151 10 update the grade distribution percentages and the chart.

Click | Save Moderation | button to save your changes.
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To see appraisees’ scores click on the ViewAll or View hyperlinks.

Moderation Detail x®

HP SINGAPORE PTE LTD [HP] ~
SINGAPORE DIVISION [SG]

Employee Occupation System Score System Grade  +-Score  Moderated Score Moderated Grade Is Lock
TERESA TAN [803] NONE - SUPERVISORY 89.17 B [ ] B 0
VIVIAN CHIA [805] NONE - SUPERVISORY 86.25 B [ ] B O
Total 17542 0 0

Recalculate Distribution ”

At the Moderation Detail pop-up window you can fine tune each appraisee’s score by adding (make

sure you use the plus sign example +20) or subtracting (use the minus sign example -20) the score.

If you want to lock an appraisee’s grade from being adjusted by score adjustment or grading system

adjustment click on the “Is Lock” checkbox.

After you have completed the score adjustments click on the | Recalculate Distibution | 1,16 1

update appraisees’ grades, grade distribution percentages and the chart.

Total Appraisees: 16 Completed Appraisals: 5 Incomplete Appraisals: 11 | View Incomplete

If there are incomplete appraisals you may want to check them out. Click on the

| View Incomplete

| button to access the Incomplete Appraisal List pop-up window.
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Incomplete Appraisal List ®
Department - ALL - AR A

Employee - ALL - s | @9
Appraisal Type | Performance Appraisal v
Year 2016
Appraisal Form | Performance Appraisal 2016 for Executive Staff v |
Review Status |-ALL - v| | Query
Employee Department Appraisal Approved Date Status Sys Score
52 (i) BENJAMIN
WONG SINGAPORE DIVISION
[002]
A (B CINDYLM o o0RE DIVISION
[003] Vv

>

. v
Show Page of 1 Pages First Prev MNext Last Display Records Per Page

=2 () DAVID .
L4

At the Incomplete Appraisal List pop-up window you can view the appraisees who have not

commenced or completed their appraisals and the reason.

Year |2016 v Moderation By | SINGAPORE DIVISION v Query Print

e N “
X

= Moderated

Recalculate Distribution H Save Moderation H ‘Complete Moderation H Moderation Progress
System Grade Distribution Ideal Grade Distribution Moderated Grade Distribution Detail
Grade From To '“;;"ﬁ':'“ ;'::t:i Distribution % :;::t Distribution % Staff Count ~ Grade  From To "'E':c';:'“ :c';:: Distribution % g:':t ViewAll
A % 100 0.1 15 0 0 10 15 A 0 ] View
B 80 3999 0.08 1 1875 3 20 32 ] 125 2 View
C 50 79.99 0.05 05 125 2 50 2 c 1875 ] View v
. : | Moderation Progress |
Back at the Moderation web page you can click on the button to see the
moderation progress of your organization.
Once you are ready to complete the moderation click on the | Complete Moderation | v,

Completed moderations can no longer be amended and the results can be published for

appraisees’ to view.
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Chapter 9. Career Progression

You can manage employees’ career progression based on appraisal results at the Career

Progression web page.

View Appraisal Form
Status List

4 staff Report

l-ii Data Transfer

¥ Moderation

@ Career Progression
2 Bonus Distribution
%4 Approval Router
u% Approval Setup

Click on the Career Progression option in the HR menu to access the Career Progression web

Form Type F Appraisal | Year 2016 w |
Form - ALL - +
Department - ALL - s | @
Employee - ALL - +| @
| Factor Process H Save H Transfer To ‘ * [progression [ |Employee Master # Need Moderation () No Detail Changes B Detail Changed
. . . . Current Final Final Fix Adjust New Progression Type *
m| Employee Appraisal Form Appraisal Status Appraisal Result ™ " [0 ot | EE0 | ot | pnen | G |
(i) RACHEL WONG [801] Performance Appraisal 2016 for Non- Moderation progress ] o w3 0 [ ] o ] ]
[ Executive Staff
(i) SUSAN TAY [802] Performance Appraisal 2016 for Non- Moderation progress 1 ¢ 8250 B 0 [ | o | ]
[s5é Executive Staff
(i) TERESA TAN [203 ] Performance Appraisal 2016 for Non- Moderation progress ] o 87 B 0 [ ] o ] ]
[ Executive Staff
(i) UNICE CHENG [804] Performance Appraisal 2016 for Non- Moderation progress ] o e00 0 [ ] o ] ]
[ Executive Staff
(i) VIVIAN CHIA [805 ] Performance Appraisal 2016 for Non- Moderation progress 1 o 8625 B 0 [ ] o ]
[sé Executive Staff
< >
Show Page of 1 Pages First Prev Next Last Display Records Per Page ¥

At the Career Progression web page choose your search criteria such as “Form” and “Department”
and click button to retrieve a list of appraisees based on your criteria. If you had made

multiple selections, you can click ' button to see your selections.
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Factor Process

You can manage the appraisees’ increment factor by clicking on the _ button.

Enter the details of the appraisees’ career progression information and click button.

To transfer appraisees’ updated career progression information here over to TIMES Payroll’s
employee record’s career information without affecting payroll processing tick the Progression

checkbox and click on the button.

To transfer appraisees’ updated salary information here over to TIMES Payroll for payroll

processing tick the Employee Master checkbox and click on the button.
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Chapter 10. Bonus Distribution

You can manage employees’ bonuses based on appraisal results at the Bonus Distribution web

page.

View Appraisal Form
Status List

4 staff Report

l-ii Data Transfer

¥4 Moderation

@ Career Progression
B Bonus Distribution
%3 Approval Router
u% Approval Setup

Click on the Bonus Distribution option in the HR menu to access the Bonus Distribution web page.

Form Type Performance Appraisal v‘ Year | 2016 w ‘
Form - ALL -
Department - ALL - : | @
Employee - ALL - s @
| Factor Process H Save H Transfer To | % Need Moderation
O Employee Appraisal Form Appraisal Status cs":"'yt s[::: ::::e Factor ::":'r Transferred Date Transferred By
[%¢ RACHEL WONG [801] Performance Appraisal 2016 for Non-Executive Staff Moderation progress [\ 76.25 c o [ ]
[#7 SUSAN TAY [202] Performance Appraisal 2016 for Non-Executive Staff Maderation pragress 0 8250 ] o [ ]
[#5¢ TERESA TAN [803 ] Berformance Appraisal 2016 for Non-Executive Staff Moderation progress 0 8917 8 o [ ]
[ UNICE CHENG [804] Performance Appraisal 2016 for Non-Executive Staff Moderation progress 0 60.00 o o [ ]
¢ VIVIAN CHIA [805 ] Performance Appraisal 2016 for Non-Executive Staff Moderation progress [ 86.25 8 o [ ]
Show Page of 1 Pages First Prev Next Last Display Records Per Page

At the Bonus Distribution web page choose your search criteria such as “Form” and “Department”
and click button to retrieve a list of appraisees based on your criteria. If you had made

multiple selections, you can click "' button to see your selections.

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 23 of 27



TI MEs TIMES Appraisal User Guide for HR

SOFTWARE Release 4.1

You can manage the appraisees’ bonus factor by clicking on the button.

Enter the details of the appraisees’ bonus information and click button.

To transfer appraisees’ updated bonus information here over to TIMES Payroll for payroll
processing click on the button.
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Chapter 11. Approval Router

The Approval Router is a powerful tool that allows HR to make changes on the appraisee’s
Appraisal Form Status (Pending, Approved and Rejected) as well as to change the appraisee’s

appraisal Approval Flow for his or her on-going appraisals.

It is important to note that you can only make changes to the employee’s appraisal form status and
approval flow using the Approval Router if the appraisee had submitted his or her appraisal form for
the appraisal period. If the appraisee had not submitted any appraisal form for the appraisal period,
the Approval Router will not show any records for this employee.

Appraisal

E| View Appraisal Form
Status List

] staff Report

2 Data Transfer

< Moderation

@ Career Progression

ﬁig« Approval Router
Approval Setup

Click on the Approval Router option in the HR menu to access the Approval Router web page.

Appraisal Type : Performance Appraisal v

Year : 2016 v
Employee : [101 |CHRIS LEE 1=
Define new flow :  payiewer 1[002 [BENJAMIN WONG | a@®
Load Route Daia
Year Form Review Current Status Current Flow Route Flow
[] 2016 Performance Appraisal 2016 for Non-Executive Staff 1 \P;g::gg IR CHRIS | BEMJAMIN CHRIS  BENJAMIN [ completed
Clear pending reviewer's [ | Scores []C [[lanswers | Update Flow

v Synchronize approval flow to Approval Setup.
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Choose your criteria such as “Appraisal Type” and “Year”.

Click on the m button to choose an appraisee. After you have selected an appraisee click on the

| Load Route Dala |button.

You can change the approval flow of the appraisee. To change the reviewer click on the m button

at the “Define new flow” to choose a different reviewer. If you want to add another reviewer click on
the '+ putton.
If you do not want to this new approval flow to be updated to the Approval Setup uncheck the

“Synchronize approval flow to Approval Setup.” I:l checkbox.

Then click the button to update the changes.

Year Form Review Current Status Current Flow Route Flow
2016 Performance Appraissl 2016 for Non-Executive Staff 1 [Pendg for BENUAMIN cms | peNsAMIN cms  sevammn [ compied
Clear pending reviewer's []Scores [ o ts [JAnswers | Update Flow

Synchronize approval flow to Approval Setup.

To change the status of the appraisee’s appraisal form by routing the form back to a particular

person click on the person’s name at the “Route Flow”. Make sure to click on the appraisal form’s

checkbox to select it. Then click the button to update the changes.

To mark the appraisal as completed click on the “Completed” D to tick it (or vice versa) and

click the button to update the changes.

To remove reviewer’s scores, comments and answers tick on their respective checkboxes at the

“Clear pending reviewer’s” and click the button to update the changes.
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That’s it!

You’ve come to the end of this guide. We hope you’ve found it helpful.

Check out www.timesoftsg.com.sg for the latest news and information on our products.

For technical assistance or inquiry on our products, please contact us via our hotline (65) 6295
1998.

Alternatively, you can send us an email to the following email addresses:
For support and assistance, please email to support@timesoftsg.com.sg.

For product inquiry, please email to sales@timesoftsg.com.sg.
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