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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. Introduction

TIMES Casual Labour is a suite of applications tailored to help the user to assign casual labour
employees into work shifts for specific company events in the system. The system can track the
number of employees working in an event as well as their attendance records for the purpose of
calculating their pay. These payments are then tracked as expenses for each cost center.

This allows the Operation Managers to leverage on the internet to plan, organize events such as
wedding banquets, company dinners and dance parties, and book the right number of casual
employees required.

Product Support and Inquiries

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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Chapter 2. Standard Setup Workflow

There are three key applications in TIMES Casual Labour.

TIMES
Casual Pay

TIMES
Casual
Labour
System

TIMES
Casual

TIMES

Casual

Labour
Scanner

Labour
Web

TIMES Casual Pay is an application within TIMES Payroll and is used to process casual labour

employees’ payroll.

TIMES Casual Labour Web is the core web application of TIMES Casual Labour System for
creating events, allocating manpower to these events and managing casual labour employees’ time

sheets within an approval flow.

TIMES Casual Labour Scanner is a windows-based application designed to verify casual labor
employees working for a particular event and to record their actual entry to and exit from their place
of work. The captured information is accessible in TIMES Casual Labour for approvers to review

and once they are approved TIMES Casual Pay can process the payroll.
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Here’s what you need to do to fully setup TIMES Casual Labour...

TIMES Casual Pay

TIMES Casual Labour

Web

TIMES Casual Labour

Scanner

Define the types of
casual labour employees.
Determine the
allowances that can be
paid to casual labour
employees.

Indicate whether the
employer will pay for the

employees’ CPF.

Indicate the people who can
create events, manage
casual labour time sheets
and approve or reject them.
Create all the default codes
that users can use when
they do data entry.

Create the pay rate table to
determine how much casual
labour employees are paid
for their types of work done.
Assign rate tables to each
cost centre in order to fix

the pay rates.

¢ Install and setup TIMES

Casual Labour Scanner
program in Security /
Guard House computer
terminals. (Security
Scanner)

¢ Install and setup the same

program at event sites’
computer terminals if
needed. (Workstation

Scanner)

e Change each installed

program’s administrator

password.
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Chapter 3. TIMES Casual Pay Setup

This chapter will explain the minimum setup required in TIMES Casual Pay before the TIMES
Casual Labour Web and TIMES Casual Labour Scanner can be setup and use.

3.1 Accessing the TIMES Casual Pay

Open your internet browser and enter the URL address to access the TIMES Solution portal login

web page, example: http://www.myportal.com/esolution/EntSignin.aspx

An example of the login page is shown below.

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

e OWweYd W

E-Leave E-Claim E-Training E-Attendance  E-Payroll

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

Login to eSolution!

Emp No: ‘
Password |
Company 7%

Period W‘Wi

ﬁ Forgot Password?

Click on the “Company” drop-down list to see a list of available companies. Then click on the

company name to select it.
Key in your login id at “Emp No”.

Key in your password at “Password”.

Click the ﬁ button to login into the system.

/
. To effectively use this guide, ensure that you are given the role of Administrator for the

company that you are logging into.
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After you have successfully log in you will be presented with TIMES Payroll.

TIMES

SOFTWARE

EMS

Leave/Benefit

Company Setup
Payroll Setup
Statutory Setup
Utility

Code Master Report
Payroll Report
Management Report
Bank Report
Statutory Report
Employee Info Report
Audit Trail Report
Graphic Report
Other Report

Report Code
Income Tax

Employee

Pay Items
E-Document
Change Password

Entry-Import-Process
Report

Change Period
Lock Period
Company Select
Query Expert
Query Selection
Report Writer
Adhoc Query

Pay Record

Click on the Payroll icon to see the TIMES Casual Pay menu.
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3.2 TIMES Casual Labour Types of Employees

There are three types of casual labour employees.

External Casual Labour

The first type are casual labour employees that are hired directly by the company either through
advertisements or walk-in interviews. Their salaries are processed with the TIMES Casual Pay and
the company pays them their salaries directly (either by cash, cheque or GIRO). They are known as
external casual labour employees and are classified as worker type Casual in the system.

Agency Casual Labour

The second type are casual labour employees that are hired by the company through an
employment agency. These employees typically work on a contractual basis and their salaries are
not processed by the TIMES Casual Pay as their salaries are paid out to them by their employment
agencies. The company will pay the casual labour expenses to the employment agencies. They are
known as agency casual labour employees and are classified as worker type Contract in the

system.

Internal Casual Labour

The final type are employees that are hired from within the company to work as casual labour. They
are known as internal casual labour employees and are classified as worker type Normal in the
system. Their payroll details in TIMES Casual Labour are transferred over to TIMES Payroll and
they are processed into their monthly payrolls as allowances.

3.3 TIMES Casual Labour Web Users

The Operation Manager will be given the authority to create and manage company events such as
wedding banquets, company dinners and dance parties in the TIMES Casual Labour Web. These

events require approvals from the Approver who is usually the Head of Department.

Once these events are approved, the Operation Manager can then assign the casual labour

employees to these events.

The TIMES Casual Labour Web supports up to 2 Operation Managers and 2 Approvers per
approval level for each cost center. You will need to create an Employee Profile for each Operation

Managers and Approvers.
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3.4 Prerequisites

Before you begin setting up TIMES Casual Labour you must ensure the following conditions are
fulfilled in TIMES Payroll.

Complete your company’s profile in Company Setup.

2. If your company pays allowances to casual labour employees ensure that you create these
allowances in the Allowance/Deduction web page in Payroll Setup.

3. Complete your Department and Cost Center codes in Code Setup web page in Payroll
Setup.

4. Complete the employee profiles for the Operation Manager(s) and Approver(s) at the
Employee web page in the EMS menu. Ensure they have their email addresses setup in
order to receive email notifications from TIMES Casual Labour.

5. If you have their profiles on hand you can proceed to complete the casual labour employee

profiles at the Employee web page.

@ For information on the method to setup the above prerequisites please refer to the TIMES
Payroll Administrator Guide.
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3.5 Define Types of Casual Labour Employees

For each casual labour employee you must define the worker type of casual labour and tenure of
service.

TIMES

SOFTWARE

Company Setup Employee
ﬂ . Payroll Setup
‘ _;,‘ Statutory Setup E-Document
a\l Utility Change Password

Click on the Pay Items option in the TIMES Payroll EMS menu to access the Pay Iltems web page.

E-Payroll  Statutory Requirement = Allowances/Deductions = Stop Payment

ROOE | = | owen

Employee ID | CLO01 | @ Name | ANGELINA CLINTON
Pay Group/Type Setting Salary Information
Pay Group | STD| Batch Group | DEFAULT A | Basic Salary

Pay Type * | SN-Mthly Rated-SubjOT [SN] v | Increment

Mid Mth Pay | SemiMonth? | 0|%/| 0.00] New Salary
Bonus Factor I:l Daily Rate

Daily Rate Formula | Working Days/Mth [01] v | Hourly Rate

NPL Daily Formula | Working Days/Mth [01] v |

Message

Festival Advance

«

Hrs Worked/Yr 2080 Working Code |:| Payslip Message 1
Working Code |:| Payslip Message 2
Days Work/Wk Tt

Remark 1
Worker Type CASUAL [C] v | | Change CPF/FWL/SDF?

Remark 2

In the Pay Items web page click on the %9 icon to access the list of employees and choose a
casual labour employee.
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Worker Type CASUAL [C] v

NORMAL [N]

CASUAL [C]

CONTRACT [A]

Click on the “Worker Type” drop-down list and choose the type of casual labour for this employee.

Click s | button to save the transaction or " _| putton to cancel it.

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 12 of 61



TIMES

SOFTWARE

TIMES Casual Labour Standard Setup and Maintenance User Guide for Administrators (SQL Version)

Release 1.0

After the employee’s “Worker Type” is assigned you will need to assign for the employee the correct

service tenure.

Company Setup
Payroll Setup
Statutory Setup
Utility

Employee

Pay Items
E-Document
Change Password

Click on the Employee option in the TIMES Payroll EMS menu to access the Employee web page.

Probation Period / By

Retired Age (Year)

[ 3] [monTH v

Retirement Date D

Detail Career @ Bank | Employment | Address @ Leave/Benefit Calendar Misc @ Free Fields = Exit Records
m c a m NEW H SAVE H DELETE H CANCEL ‘
Employee ID  |CLOO1 | @ Name |ANGELINA CLINTON
Employment
Employment Status | ACTIVE [AC] v Hired Date
Effective Date D

Substantive Designation [ NONE [NONE] v |-
Job Level | NONE [NONE] v| L
Service Grade | NONE [NONE] v | Ll
NS Service Status | NONE v|
Tenure of Service | CASUAL LABOR [EXT] v |- |

Tenure Expiry Date

I | =

Confirmation Due

Confirmation On

Demerit Point Indicator
Date Reappointed
Date Reemployed
Restraint Clause

Unit

Currency Code

At the Employee web page click on the % button and choose an employee. Then click on the

Employment tab to access the Employment web page.

At the Employment web page, look for the “Tenure of Service” and click on the ' *#* button next to it

to access the Code Setup web page.

Copyright © 2017 Times Software Pte Ltd. All rights reserved.

Page 13 of 61



TI MEs TIMES Casual Labour Standard Setup and Maintenance User Guide for Administrators (SQL Version)

SOFTWARE Release 1.0
Code Setup x
‘ ADD NEW || DELETE | \ ‘ SAVE | Total 7 record(s) found. | Search | Type to search here
FODE SETLP CODE (®) DESCRIPTION
[ TENURE OF SERVICE v | Sort By
SELECT EDIT CODE DESCRIPTION ACTIVE?

« | B e AGENCY CASUAL LABOR v

= CONTRACT STAFF L d

v |B b CASUAL LABOR v

v B FULL TIME STAFF v

« |3 INTERNAL CASUAL LABOR v

« |3 None NONE v

« |BE pr PART TIME STAFF v

If they don’t exist, click on the _#%ew | btion and create the following codes:

Code Description

AGY AGENCY CASUAL LABOR?
EXT CASUAL LABOR?
INT INTERNAL CASUAL LABOR?

Once done click on the X button to close this page.

At the Employment web page choose the correct “Tenure of Service” code for the employee. Then

click ﬂ button to update the employee’s profile.

Y,
Agency casual labour employees are Contract worker types. Casual labour employees are

Casual worker types. Internal casual labour employees are Normal worker types.

1 Existing employees of the company who are hired as casual labour. (Internal recruitment)

2 Members of the public who are not existing employees of the company or who are ex-employees of the
company hired as casual labour either through job recruitment advertisements, by walk-in interviews or
through personal recommendations. (External recruitment)

8 Casual labour employees who are supplied by a recruitment agency to the company. The company pays the
recruitment agency for the services rendered and the casual labour employees’ payroll are handled by the
agency. (Agency recruitment)
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3.6 Map Allowances and Define CPF Rule

If your organization pays allowances to casual labour employees you will need to map these
allowances to their specific purposes in TIMES Casual Pay. In doing so, when importing TIMES
Casual Labour Web time sheet records that contain allowance amounts into payroll, the system will

know which amount will be recorded into the correct allowance code in payroll.

-
e
Payroll
Company Setup Employee
Payroll Setup Pay Items
Statutory Setup E-Document
Utility Change Password
Code Master Report Entry-Import-Process
Payroll Report Report
Management Report

Click on the Entry-Import-Process option in the Casual Pay menu to access the Entry-Import-

Process web page.

Data Entry = Import Data | Process Casual CPF & A/D Setup  Baich Setup

SAVE

Employee CPF borned by Employer?

Casual Labour Allowance Mapping Setup

[MEAL] Allowance | MEAL ALLOWANCE [MEAL] v
[SHIFT] Allowance | SHIFT ALLOWANCE [SHIFT] v
[TPI] Allowance | TRANSPORT ALLOWANCE [TPT] v|
[MISC] Allowance | MISCELLANEOUS ALLOWANCE [MISC] v|
[OTHER] Allowance | v|

Click on the CPF & A/D Setup tab to see the page.

Choose the appropriate allowance code that matches the type of allowance.
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If your organization pays for the casual labour employees’ CPF click on the I:I “Employee CPF

borne by Employer?” checkbox to IE enable it.

Click —_***_| button to save the transaction.

@ The MISC allowance can be any other type of allowance other than meal, shift and transport.
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Chapter 4. TIMES Casual Labour Web setup

To access TIMES Casual Labour application click on the CasualLabour icon at your top bar menu.

4.1 Setup the Approval Flow

The Approval Setup function allows you to designate the Operations Manager and the Approvers

of events and time sheets for each cost center.

The Operations Managers are responsible for creating events, allocating manpower to these events

and managing casual labour employee time sheets.

The Approvers will be responsible in reviewing, approving and rejecting their Operation Managers’

events and time sheets.

@ Cost Centre Setup
@ Rate Setup
&1 Code Setup
..?w Approval Group Setup
24 Mail Log
. Audit Log
. Action Log

Click on the Approval Group Setup option in the Administrator menu to access the web page.
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Flow Type: event v
Save
Change Flow
CODE Description Approver 1 Approver 2 Approver 3
COST1 COST CENTER 1 E001 S001 S003
Christopher Lee Tan Ming David Gan Dong Hai Cindy Lee Lawrence
E002 S002 S004
Sally Chong Mui Mui Benjamin Wong Sieu Kang Lawrence Lee Keng Soon
COST2 COST CENTER 2 E003 S001 S003
Christina Ong Jing Fei David Gan Dong Hai Cindy Lee Lawrence
E004 S002 S004
Darren Lee Hsiao Lung Benjamin Wong Sieu Kang Lawrence Lee Keng Soon
NONE NONE
»
Show Page | 1 v of 1 Pages First Prev Next Last Display 500 v Records Per Page

In the Approval Group Setup you can setup two approval flows, one approval flow for event creation

and another for manpower allocation to the events. You can select them at the “Flow Type”.

Flow Type Purpose
Event Designate Operation Managers and approval flows for event creations.
CasualLabour Designate Operation Managers and approval flows for casual labour

employee time sheets.

Enter the employee number of the employees in their respective roles of the approval flow and click

== _|to save the transaction. If the employee number is correct the employee’s name will be

displayed.
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Here are the explanations of the roles in the approval flow.

Approverl

This is the Operation Manager. Up to two Operation Managers can be assigned for each cost

centre.

If the managers are assigned in the Approval Group Setup with the “Flow Type” event, they can

create events and allocate manpower to these events.

If the managers are assigned in the Approval Group Setup with the “Flow Type” casualLabour, they

can manage casual labour time sheets.
You can assign the same managers to both flow types.
This is the first and usually the main approver.

The Approver’s role is to review the events created as well as time sheets submitted by the

Operation Manager and to approve or reject them.

Up to two approvers can be assigned for each cost centre. Only require one of them to approve or

reject.

Approver 3

This is the second and final approver.

Up to two approvers can be assigned for each cost centre. Only require one of them to approve or

reject.
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4.1.1 Navigating the Approval Group Setup

If your organization has a large number of cost centers, you will most likely have a large list to look
at. 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.

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 20 of 61



TI MES TIMES Casual Labour Standard Setup and Maintenance User Guide for Administrators (SQL Version)
SOFTWARE Release 1.0

4.2 Setup the Codes

With the Code Setup function you can specify the location list for events, meal hours and allowance
amounts.

These information can then be selected in the drop-down list during the creation of events in the

Create Event and managing employees’ time sheet information in View CasualLabour.

& Cost Centre Setup
;KJ Rate Setup
|£l Code Setup |
fw Approval Group Setup
B4 Mail Log
. Audit Log
. Action Log

Click on the Code Setup option in the Administrator menu to access the web page.

Category: Deduct Meal Hrs v
E,? Code Description
2 @ o 0
] ] 05 30 Minutes
:} lj 1 1 Hour
=] ] 15 1 Hour 30 Minutes
I_; Ij 2 2 Hours

At the Code Setup web page, choose a “Category”.

To add a new code, click on the E_z button. Enter in the details for the new code and click = button

to save the code or X button to cancel.

To edit an existing code, click on = button, enter the new details and click = button to save the

code or }( button to cancel.

To delete a code, click on il button. & Deleted codes are unrecoverable.
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4.3 Setup the Rates

You can create a master list of casual labour salary rates at the Rate Setup. These rates are hourly

rates and can be assigned for specific shifts in events.

él Cost Centre Setup
& Code Setup
fw Approval Group Setup
4 Mail Log
. Audit Log
. Action Log

Click on the Rate Setup option in the Administrator menu to access the web page.

| CasualLabour  Administrato
o Title* Description Active Rate Detail
& j Business Meetings & Conferences Business Meetings & Conferences True ©
[ ] i | Social Events Social Events True ié}
o By | Weddings & Solemnisation Weddings & Solemnisation True ]

First you will need to create a title for a master list of rates.

Click on the E button at the Rate Setup web page to create the title.

Title* Description Active Rate Detail

Enter the details and click H button to save the transaction or click x button to cancel the

transaction.

To edit an existing title, click on the = button at the Rate Setup web page. Make the necessary

changes and click P button.

To delete an existing title, click on the @ putton. & Deleted titles are unrecoverable.

Once you have created a title for a master list of rates, it's time to define the rates.
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-

Click QQ.; button to access the Rate Detail Setup web page.

ikl onmisib i c——————————————————————————————————————————————————

Rate Title Business Meetings & Conferences
Rate Description Business Meetings & Conferences
Co Title* Rate* Emp Type Special Rate?
e B | Dishwasher 9 EXT Normal
e By | Host 9 EXT Normal
_j ,‘_j'[ Kitchen Manager (Internal) 45 INT Normal
i By | Line Attendant 9 EXT Normal
s B | Line Cook 1" EXT Normal
e By | Line Server 10 EXT Normal
= B | Musicians 50 EXT Normal
s 3y | Presenter 15 EXT Normal
==} \J; Server (Agency) 4 AGY Normal
3y | Service Assistant 10 EXT Normal
i By | Waiter / Waitresses 5 EXT Normal
Back

At the Rate Detail Setup web page, click on the @ button to create a new rate.

b L il sssssss——S—S———————

Rate Title Business Meetings & Conferences
Rate Description Business Meetings & Conferences

Ca Title* Rate* Emp Type Special Rate?

X INT v

Enter the details of the new rate and click H button to save the transaction or click x button to

cancel the transaction.

To edit an existing rate, click on the = button at the Rate Detail Setup web page. Make the

necessary changes and click = button.

To delete an existing rate, click on the m button. & Deleted rates are unrecoverable.
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4.3.1 Understanding the Rate Detail Setup Settings
This sub chapter explains the functions and purpose for each of the Rate Detail Setup fields.

S

The title of the rate.

Rate

The monetary amount to be paid by the hour.

Emp Type

The type of casual labour employee that is eligible to be paid this rate.

Special Rate

If this is ticked only special rated events can use this rate.
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4.4 Assigning Rates to Cost Centers

With the rates created you will need to indicate the cost centers that can use these rates. When

events are created for the cost centers the rates assigned will be available for selection.

é] Cost Centre Setup

¢ ] Rate Setup
¢ | Code Setup

4 Mail Log
. Audit Log
. Action Log

3;; Approval Group Setup

Click on the Cost Centre Setup option in the Administrator menu to access the web page.

e e et ——————————————————————————

Cost Centre - ALL -

Cost Centre Description
COsT1 COST CENTER 1
cosT2 COST CENTER 2

NONE NONE

. @

Department Rate Table
Operations and Logistics Department [OPS] v | Business Meetings & Conferences Social Events ¥ Weddings & Solemnisation
Operations and Logistics Department [OPS] M Business Meetings & Conferences ¥ Social Events |/ Weddings & Solemnisation
M Business Meetings & Conferences Social Events Weddings & Solemnisation

At the Cost Centre Setup web page, you can filter the list of cost centers by choosing one from the

“Cost Center” drop-down list.

You can click on the rate I:l checkbox to IE assign it to each cost center from the “Rate Table”.

If your company employs internal casual labour employees you will need to determine which

“‘Department” employees that can be hired for the cost center otherwise leave the “Department”

blank.

Click button to save the transaction.
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4.5 Mail Log

The Mail Log tracks all automated emails generated by the system.

é] Cost Centre Setup
¢ ] Rate Setup

:&] Code Setup
o 2]

= Approval Group Setup
. Audit Log
. Action Log

Click on the Mail Log option in the Administrator menu to access the web page.

| C: L: ﬁ dmin .“..ﬁ | Log
Date Range: 11/10/2017 to 11/10/2017 Group By Record 1d: ¥
Login Id: Login Emp No: Search:
Search Export
Content Status  Date Time Location Operation Login Id Login Emp No Key1 Key2 Key3 Sender Receiver Subject Message Resent Resent Status Record Id Ip
ABC
Zi57:13 Company 2017- Online
b=d  Fail 11/10/2017 E0O1 E0O1 . CEO@timesdemo.com approver1@timesdemo.com Event ® 4 o1
PM Business 10-02
q Request
Meeting
Show Page |1 v | of 1 Pages First Prev Next Last Display 500 v | Records Per Page

The Mail Log web page shows all emails generated by the system. Here you can find out whether

the email had been delivered successfully or failed to deliver. You can even see the contents of the
email.

At the top of the web page you can use the filters to filter the information on the page. These filters
are “Date Range”, “Login 1d”, “Login Emp No” and “Search”.

2
The “Date Range” cannot exceed 3 months.
To see the contents of the email click on the L button.

If there is any message that the system wants you to know click on the " button.

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 26 of 61



TIMES

SOFTWARE

TIMES Casual Labour Standard Setup and Maintenance User Guide for Administrators (SQL Version)

Release 1.0

4.6 Audit Log

The Audit Log tracks data creation, editing and deletion activities made by the Administrator of the

system.

él Cost Centre Setup
¢ | Rate Setup
#°| Code Setup

4 Mail Log
. Audit Log
. Action Log

fw Approval Group Setup

Click on the Audit Log option in the Administrator menu to access the web page.

Location: All v
Operation: Al v
Date Range: 11/10/2017 to | 11/10/2017
User 1d:
Search Export
Detail User Id Role
Detail ADMIN admin

Show Page | 1 ¥ | of 1 Pages

Key1
012

Key2 Key3 Date Time

casualLabour _Blank 11/10/2017

First Prev Next Last

09:33:49.9236567

Location

Approval Setup

Operation

Update 0 B

Recordld Ip  Message  File

Display 500 ¥ | Records Per Page

The Audit Log web page shows the data that was created, edited and deleted by the Administrator

of the system.

At the top of the web page you can use the filters to filter the information on the page. These filters

are “Location”, “Operation

To see the details of the changes click on the ‘

Date Range” and “User Id”.

Detalil

‘ button.
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Chapter 5. TIMES Casual Labour Scanner

In this chapter we will be looking at setting up the TIMES Casual Labour Scanner as well as the

management tools that you can use to administer the system.

5.1 Accessing the TIMES Casual Labour Scanner Admin Function

To run the program double click on the shortcut shown.

fb(asua Labour Management System = O X
TIMES Casual Labour Scanner (Security)
SOFTWARE
T —
Admin s
: Emp Type
Guard Event
~ Event Type
Date
Time In
Time Out
Status
Legend -
A Search Employee No vl | | | Search
S : Security ==k
WS : Work Station
Close
i Admin .
In the program click on the button to access the Admin page.
¥ Admin
Password || | | Enter |

Enter P@sswOrd and press button to login.
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2# Admin — O %

Password Enter Change Password

Manual Input Transaction Assignment Entry Eventlog Setting

Employee No | | | w

Date [12/10/2017 15:30 O]

Location I Security v I

Scan
Result
Emp Name
Event
Date
Time In
Time Out
Status

It is advisable to change the Admin’s default password to your own. To do this, click on the Change
Password hyperlink.

Change Password

0ld Password || |

New Password | |

Confirm Password | |

Save Cancel

Enter P@sswO0rd at “Old Password”.

Enter your password at “New Password” and “Confirm Password”.

Click i button to save the transaction or | ©3nce! button to cancel it.
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5.2 Setup Security and/or Work Station Terminal

For each TIMES Casual Labour Scanner terminal you will need to indicate whether it is a security or

work station terminal scanner.

¥ Admin — m| X

xxxxxxxx

Password Enter Change Password

Manual Input Transaction Assignment Entry Eventlog Setting

Location Securi P Card None v
Station Add Delete
Param Value Description ~
check_emp 0
early_in_msg You are too early. Clock In is not allowed to proceed.
event_expired_msg The event already over.
guardhouse_prior_msg Please clock at actual time station.
late_in_msg You are late. Data already captured.
no_emp_found_msg Do not have data of this employee.
no_emp_profile_msg Do not have profile of this employee.
no_event_found_msg Do not have event at the moment.
password 5q16ky4x+UQ7DywfVN7e8A==
pcard_max_length 9
print_am_pm 0
print_content #No# Loc : #DIVISION# #PRINTLN# B
print_footer Clock Out : #CLOCK_OUT# #PRINTLN:Z
print_header _COMPANY_NAME_ #PRINTLN=# _ADDR
print_line_mode 1
print_receipt 0
refresh_screen 1
refresh_time 5
scan_interval 100 o
< >

At the Admin page, click on the Setting tab.
Choose a “Location”. A Security location indicates that it is a security checkpoint terminal scanner.

After choosing the “Location” you must close and run the program again for the settings to take

effect.
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5.3 Manual Check-In and Check-Out Employees

You can manually check-in and check-out employees from the TIMES Casual Labour Scanner

terminals.
1% Admin — O e
Password “77F7T " Enter Change Password

Manual Input Transaction Assignment Entry Event Log Setting

Employee No |CLOO1 | [ANGELINA CLINTON [ CLOO1 ] ]
Date [11/10/2017 09:00 [
Location [Security v }

Result

Emp Name ANGELINA CLINTON

Event ABC Company Business Meeting

Date 11 10 2017

Time In 09:00:00 (OK)

Time Out

Status You are within interval range. Data already captured.

At the Admin page, click on the Manual Input tab.
Enter the “Employee No” to choose an employee.
Enter the date and time in “Date”.

Choose “Location”.

Click | 3% | putton to scan the details that you have entered into the system. The result of the

scan will be displayed.

You can double check the data captured by the scanner by clicking on the Transaction tab to

access the Transaction page.
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9 Admin — O X
Password |""“" I [ Enter ] Change Password
Manual Input Transaction Assignment Entry Eventlog Setting
Employee No | | | vI Legend
Date |11/10/2017 @i [ SErth ] S : Security WS : Work Station
Emp d P Card Time In Time Out Time In Time g
No Emp Name Nric No Event (GH) (GH) (WS) (Ws)
ANGELINA CLINTON |SO0000011F |SO000011F |ABC Company Business Meeting ! 09:00:00 09:00:00

Enter your search criteria at “Employee No” and “Date”. Then click button to retrieve the

list of records based on your search criteria.

5.3.1 Explanation of the Status message in Scanner

Here are the explanations for the default “Status” message that appears whenever data is scanned

by TIMES Casual Labour Scanner into the system.

Status* Meaning

You are too early. Clock In is
not allowed to proceed.

The employee attempted to check-in for work too early which is
more than 30 minutes from the start time of his or her event shift.

The system will not capture the employee’s check-in time.

The event already over.

The employee showed up too late for work and attempted to
check-in for work after his or her event shift is over. The system
will not capture the employee’s check-in time.

4 These are default Status messages. You can change them at the Setting tab.
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Status* Meaning
Please clock at actual time The employee attempted to check-in for work at a workstation
station. terminal without first checking-in at the security terminal. The

system will not capture the employee’s check-in time.

You are late. Data already The employee showed up late for work and can still check-in for

captured. work because his or her event shift has not yet ended.

Do not have data of this The employee is not registered to work as casual labour.

employee.

Do not have event at the The employee is a registered casual labour employee but the

moment. employee is not assigned to work in any event shifts for the day.

You already have a record, The employee had already checked-in for work and the system

Clock In cannot be had captured his or her check-in time. This happens when the

overwritten. employee attempts to check-in for work multiple times in rapid
succession.

You are within interval range. | The employee had checked-in for work within an acceptable time
Data already captured. frame which is within 30 minutes before the start of his or her
event shift or right on the dot.

You already have a record, The employee had already checked-out from work and the
Clock Out cannot be system had captured his or her check-out time. This happens
overwritten. when the employee attempts to check-out from work multiple

times in rapid succession.
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5.4 Checking Event Assignments

You can check the list of casual labour employees assigned to events at the Assignment tab.

& Admin
Password Enter Change Password

Manual Input Transaction Assignment EventlLog Setting

Employee No | | | w

Date lo1/08/2016 [@~ | [ Search |
Emp ! P Card Start End Created Date
No Emp Name Nric No Event Time Time Time

» W hEe s Angelina Clinton SO000011F |SO000011F |Bake r Us|06:00:00 12:00:00 04/08/2016 10:15 AM
CLO02 | Rudolf Tan Heng Liao S0000012D |S0000012D |Bake r Us|06:00:00 12:00:00 04/08/2016 10:15 AM
CLOO3 |Jane Lim Xiang Ping S0000013B |S0000013B |Bake r Us|06:00:00 12:00:00 04/08/2016 10:15 AM
CLOO4  |Yvonne Lu Rui En S0000014) (S0000014) |Baker Us|06:00:00 12:00:00 04/08/2016 10:46 AM
CLOO5 |Robert Kwek Leng Beng |S00000151 |S00000151 |Bake r Us |06:00:00 12:00:00 05/08/2016 3:07 PM
EOO1 Christopher Lee Tan Ming | SO000101E |S0000101E |Bake r Us |05:00:00 12:00:00 04/08/2016 10:456 AM

At the Admin page, click on the Assignment tab.

K Search

Enter your search criteria at “Employee No” and “Date”. Then clic button to retrieve the

list of records based on your search criteria.
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5.5 Checking Scanning Log

TIMES Casual Labour Scanner keeps track of all data scanning actions and results in the Event

Log.
L Admin - O X
Password Enter Change Password
Manual Input Transaction Assignment Eventlog Setting
Employee No | | | -
Date [o1/08/2016 B~ | To [o5/08/2016 T~ || Search |
Transaction User Id Emp No Date Time Location Status Message 2
5921 admin CLOOS 05/08/2016 3:07:48 PM | GuardHouse |Pass You are within interval range. Data already capture
admin CLOD4 05/08/2016 2:07:14 PM | GuardHouse |Fail You already have a record, Clock In cannot be over
admin CLoo32 05/08/2016 3:07:02 PM | GuardHouse |Fail You already have a record, Clock In cannot be over
5920 admin EDO1 04/08/2016 11:01:44 AM | GuardHouse | Pass
5920 admin EDO1 04/08/2016 11:01:37 AM | WorkStation |Pass
5920 admin EOO1 04/08/2016 11:01:32 AM | WorkStation |Pass
5920 admin EOO1 04/08/2016 11:00:57 AM | GuardHouse |Pass You are within interval range. Data already capture
5919 admin CLOD4 04/08/2016 10:59:01 AM | GuardHouse |Pass
admin CLOO4 04/08/2016 10:58:55 AM | GuardHouse | Fail Do not have event at the moment.
5919 admin CLOD4 04/08/2016 10:58:50 AM | WorkStation |Pass
5919 admin CLOO4 04/08/2016 10:58:43 AM | WorkStation | Pass You are late. Data already captured.
5919 admin CLOO4 04/08/2016 10:58:37 AM | GuardHouse |Pass You are within interval range. Data already capture v
< - >

At the Admin page, click on the Event Log tab.

Enter your search criteria at “Employee No” and “Date”. Then click

list of records based on your search criteria.
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5.6 Manual Edit Scanner’s Records

After the data is scanned in to the system by TIMES Casual Labour Scanner you can still make

amendments to them if required.

¥ Admin

Password |********

|| Enter |Change Password

Manual Input  Transaction Assignment Event Log Setting

Employee No |

Legend
GH : Guard House

Date 01/08/2016 [E~ Search
No.  EmpName Nric No ¢ Event T e et e Timed

» CLO01 |Angelina Clinton SO000011F |SO0O00011F |Baker Us 05:30:00 |12:15:00| 06:00:00 |12:00:00 06:00:
CLO0Z2 |Rudolf Tan Heng Liao S00000120 S00000120 |Corporate Seminar (IT) |05:45:00 |12:15:00 06:00:00 |12:00:00 09:00;
CLOOZ | Jane Lim Xiang Ping S00000132B | SO000012B |Baker Us 06:30:00 11:45:00 06:45:00 11:30:00 06:45;
CLOO4 |Yvonne Lu Rui En S0000014] |S00000141 |Baker Us 06:00:00 12:17:00 06:15:00 12:15:00 06:15;
ECOO1 Christopher Lee Tan Ming |S0000101E |S0000101E |Baker Us 05:20:00 12:29:00 06:00:00 12:00:00 06:00;
CLOOS | Robert Kwek Leng Beng |S00000151 |S00000151 |Baker Us 05:30:00 05:30:00 06:00;

To do so, in the Admin page, click on the Transaction tab to access the Transaction page.

Enter your search criteria at “Employee No” and “Date”. Then click button to retrieve the

list of records based on your search criteria.

Double click on any values that you want to change and enter the new values directly. Then press

the ENTER or TAB key in your keyboard and the data is saved automatically.
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Chapter 6. Managing Events and Manpower

As an Administrator you have access to the HR menu where you can create events, make changes
to events submitted by others, assign manpower to approved events, manage casual labour time
sheets and view casual labour reports.

6.1 Create Event

You can create events for any cost centres.

fg Create Event
=1 View Event
=1 view CasualLabour
“:] Report

Click on the Create Event option in the HR menu to access the web page.

Cost Centre NONE [NONE] ¢ @
Location v
Event Name*
Event Description
Event Date 12/10/2017 To 12/10/2017
Event Total Pax 0
Event Total Hours 0
ﬁ Start Time (24 Hours)* End Time (24 Hours)* Hour Pax* Total Hours Actual Pax  Actual Hours Rate Rate Detail* Remark
X ’ ’
Save Submit

Choose a “Cost Centre” and “Location” of the event. The “Cost Centre” will determine the rates that
you can use for the event’s shifts.

Enter the “Event Name” and “Event Description”.

Indicate the “Event Date” range.
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CUHR T
Cost Centre COST CENTER 2 [COST2]
Location Waterfront Promenade ¥
Event Name* Anime Cosplay Social Event
Wonder Festival Anime Cosplay Event 2@17
organised by Akira Toshiyama G .
Event Description organised by ira Toshiyama Group
Event Date 12/110/2017 To | 31/10/2017
Event Total Pax 20
Event Total Hours 240
;_; Start Time (24 Hours)* End Time (24 Hours)* Hour Pax* Total Hours Actual Pax Actual Hours Rate Rate Detail* Remark
i % ' ’
e | _| 10:00:00 22:00:00 12 1 12 Social Events Presenter
Save Submit

Next, indicate the manpower required for the event with details such as the duration of work,

number of people and salary rate that they will be receiving for the work.

Start with entering the “Start Time” and “End Time” in a 24 hour format. Then indicate the number of
manpower required in “Pax”. Finally determine the rate of pay in “Rate” and “Rate Detail”. Enter any

remarks if you want in “Remarks”.

Click H button to save the transaction or click X button to cancel the transaction.

To edit the details click on the = button. Make the necessary changes and click = button.

. 1
To delete a record click on the il button. & Deleted rates are unrecoverable.

To add another manpower requirement click on the @ button.

1
& Always remember to click the = button to save your transaction before you add a new record

with the @ button.

Once you are done click on the button to save this event as a draft. Again, make sure

you click = button to save your transaction details first before you save the event.

If you click on the button you will automatically approve the event and can then assign

actual people to work in the event.
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6.2 View Event

You can view and make changes to your created events as well as events created by others.

& Create Event

IE View Event
=1 view CasualLabour
£:] Report

Click on the View Event option in the HR menu to access the web page.

Cost Centre - ALL - o @
Date 12/10/2017 | To 121102017
Event Name
Status v
Query
Status Start Date End Date Event Name Cost centre Pax Total Hours
ol N | 12/10/2017 31/10/2017 Anime Cosplay Social Event COsT2 260 3000
S 3@ rpending for Cindy Lee Lawrence +1 12/10/2017 12/10/2017 Solemnisation of John and Jane Doe COsT1 20 248
/1 3 Approved 11/10/2017 31/10/2017 ABC Company Business Meeting COsST1 231 2079
R Rejected 02/10/2017 31/10/2017 ABC Company Business Meeting COST1 240 2160
Show Page | 1 v of 1 Pages First Prev Next Last Display | 10 ¥ | Records Per Page
Submit

At the View Event web page you can filter the list of events by indicating the “Cost Centre”, “Date”

range, “Event Name” and “Status” criteria. After indicating your requirements in the criteria click on
the QY  pbytton to filter the list of events.
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Each event has a “Status”.

Status Meaning

<blank> If there is no status that means the event is in draft. The creator of

the draft event can delete it at any time. As the Administrator of the
system you can delete any draft events created by others.

Pending for <Approver’s | The event is pending for review by an approver. For example
name> Pending for Cindy Lee Lawrence means the event has been

submitted and awaiting review by Cindy Lee Lawrence.

Pending for <Approver’s | The +1 indicates that there are two approvers who can review the

name> +1 event and either one of them can approve or reject the event.

Approved The event has been final approved and actual people can now be

assigned to work in the event.

Rejected The event has been rejected. Operations manager who had
created the event can make the necessary changes to the event

and re-submit the amended event for review again.

Status Start Date End Date Event Name
.-'7I —j I:I 12/10/2017 31/10/2017 Anime Cosplay Social Fvent
,_-" _j Pending for Cindy Lee Lawrence +1 12/10/2017 12/10/2017 Solemnisation of John and Jane Doe
,7' _j Approved 11/10/2017 31/10/2017 ABC Company Business Meeting
SR Rejected 02/10/2017 31/10/2017 ABC Company Business Meeting

If you want to see the details of an event you can click on the event’s « ' button.
You can make changes to any events of any status. To do this click on the -7 button.

To delete any draft events click on the @ putton.
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6.3 Assign people to work in Event

You can assign people to work in approved events and can make changes to existing assignments

as well.

& Create Event

E View Event
=1 view CasualLabour
£:] Report

Click on the View Event option in the HR menu to access the web page.

Status Start Date End Date Event Name Cost centre Pax Total Hours
o= | 12/10/2017 31/10/2017 Anime Cosplay Social Event CosT2 260 3000
PE@ 12/10/2017 31/10/2017 Selfie “R" Us cosT2 80 640
/P" =] Pending for Cindy Lee Lawrence +1 12/10/2017 12/10/2017 Solemnisation of John and Jane Doe COosT1 20 248
| S} Approved 11/10/2017 21/1072017 ABC Company Business Meeting COST1 231 2079
P 3 Rejected 02/10/2017 31/10/2017 ABC Company Business Meeting cosT1 240 2160

At the View Event web page look for an event with the “Status” Approved and click on the event’s

D button to edit it.

Cost Centre COST CENTER 1 [COST1] s @
Location Function Rooms v
Event Name* ABC Company Business Meeting

ABC Company Pte Ltd's annual business meeting

o with stakeholders and prospects.
Event Description

Event Date 11/10/2017 To |31/10/2017

Event Total Pax 231
Event Total Hours 2079

Eﬁ Start Time (24 Hours)* End Time (24 Hours)* Hour Pax* Total Hours Actual Pax  Actual Hours Rate
= Ry | 09:00:00 18:00:00 g 4 36 4 36 Business Meetings & Conferences
(= ] j 09:00:00 18:00:00 9 2 18 2 18 Business Meetings & Conferences
= 1y | 09:00:00 18:00:00 9 1 9 1 9 Business Meetings & Conferences
=2 j 09:00:00 18:00:00 9 1 9 1 9 Business Meetings & Conferences
A 09:00:00 18:00:00 9 1 9 1 9 Business Meetings & Conferences
e Ry | 09:00:00 18:00:00 9 2 18 1 9 Business Meetings & Conferences
Save Submit Back

Rate Detail*

Cleaner
Line Cook
Presenter
Line Server

Host

Waiter / Waitresses

Remark

Assign
Assign
Assign
Assign
Assign
Assign

At the event details web page click on the Assign hyperlink to view the manpower assignments for a

particular job role.
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O HR
Event Shift ABC Company Business Meeting [09:00:00-18:00:00]
Event Date 11/10/2017 v
Emp No / Name /
Search Select Casual Labour Selected: 4 / 4 Balance: 0
Emp No Emp Name Emp Type
CLOO1 ANGELINA CLINTON EXT
CLoo2 JANE LIM XIANG PING EXT
CLo02 RUDOLF TAN HENG LIAQ EXT
CL004 YVONNE LU RUI EN EXT
Delete Back

In the Assign Casual Labour web page you can see the list of manpower assignments if there are
any people already assigned to work in the event. To filter the list you can use the criteria “Event

Search

Date” and “Emp No / Name”, and click the 'button.

Select Casual Labour

To start assigning people to work in the event click on the | | button to see a list

of available employees.

Casual Labours ®

— Search

EMP NAME v ) Type to search Search [l Select

— Advanced Search

Emp Type -ALL- v Filter By | -ALL- v v
Emp No Emp Name Company Emp Type Sex Tel No Mobile No NRIC Requisite Event
A001 Maria Sim Ling Ling TSSDEMO INT F S3456789A
C001 Hugo Boss Kaw Kaw TSSDEMO INT M 588888882
CLOO1T  ANGELINA CLINTON NONE EXT F S0000011F 01/01/1900 9:00:00 AM -

01/01/1900 6:00:00 PM

01/01/1900 9:00:00 AM -
CLO02  RUDOLF TAN HENG LIAO NONE EXT M 50000012D 01/01/1900 6:00:00 PM

01/01/1900 9:00:00 AM -
CLO03  JANE LIM XIANG PING NONE EXT F S0000013B
01,/01/1900 6:00:00 PM

N1/01/1900 90000 AR -

-

Show Page | 1 ¥ | of 1 Pages First Prev Next Last Display = 100 ¥ | Records Per Page

In the Casual Labours pop-up window you can see the list of employees that can be assigned to the
event and whether they have been assigned to any other events for the same day. Do note that
employees who have already been assigned to an event cannot be assigned to another event of the

same day and timing.

To assign employees to the event tick the I:I checkbox to IE select them and click the

| Salect ' button.
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Event Shift
Event Date
Emp No / Name

Search

Delete

ABC Company Business Meeting [09:00:00-18:00:00]

11/10/2017 v

Select Casual Labour

Emp No
CLOO1
CLoo2
CLo02

CLoo4

Back

/

Selected: 4 /4 Balance: 0

Emp Name
ANGELINA CLINTON
JANE LIM XIANG PING
RUDOLF TAN HENG LIAQ

YVONNE LU RUI EN

EXT
EXT
EXT

EXT

Once the employees have been assigned to the event successfully you can see them in the Assign
Casual Labour web page.

If you want to remove employees from the event, tick the I:l checkbox to IE select them and click

the ’% button. If you cannot select them that means they have clocked in for work.
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6.4 Manage Casual Labour Time Sheets

The View CasualLabour web page shows time sheet and pay information of casual labour
employees who had check-in for work in an event from the TIMES Casual Labour Scanner security

terminal at the guard house or work station terminal at the event.

You can view, assign and make adjustments to the casual labour employees’ check-in time to work,

check-out time from work, employees’ meal hours and allowances.

E:g Create Event

1 View Event

1 View CasuallLabour
‘<] Report

Click on the View CasualLabour option in the HR menu to access the web page.

Cost Centre - ALL - s B
Date 11/10/2017 To | 11/10/2017
Event v v
Status v
Emp / Card No
Query

Status Emp No Emp Name Emp Type Date Event Shift Location Security Timeln Security TimeOut Paid Timeln Paid TimeOut Normal Hour Deduct Hour Meal Alw Shift Alw Transpc

ABC
Company
ANGELINA Business Function
1 09:00:00 0 0.00 0.00 0.0¢
CLOOY CLINTON EXT 11/10/2017 Meeting i 09:00:00 v v v
[09:00:00-
18:00:00]

Show Page |1 v | of 1 Pages First Prev Next Last Display 10 v | Records Per Page
Save Submit

In the View CasualLabour web page you can filter the employees’ time sheet records by specifying
your criteria in “Cost Centre”, “Date” range, “Event”, “Status” and “Emp / Card No”. Then click the

L Query puton.
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You can make changes to the time sheet records by changing the “Paid Timeln” and “Paid

TimeOut” timing, the number of meal hours the employee had taken in “Deduct Hour” and

allowances amount in “Meal Alw”, “Shift Alw”, “Transport Alw” and “Other Alw”. You must enter in

your “Adjustment Remarks” the reason for editing these records.

After making changes to the time sheet information, click on the I:I checkbox to IE select

record(s) and click on the button to save them as draft or button to

automatically approve the records.

Approved records can then be processed into payroll.
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6.4.1 Understanding the Casual Labour Time Sheet columns

This sub chapter explains the functions and purpose for each of the Casual Labour Time Sheet

columns.

Status

The status of the time sheet record, either Pending, Approved, Rejected or blank for Draft.

Emp No

The employee’s number.

Emp Name

The employee’s hame.

Emp Type

The type of casual labour. Refer to 3.5 Define Types of Casual Labour Employees page 11 for more

information.

Date

The date of the event that the employee had clocked in for work.

Event Shift

The event name and the employee’s shift timing for the event.

Location

The location of the event.

Security Timeln

Indicates the time that the employee had clocked in at the Security terminal.

Security TimeOut

Indicates the time that the employee had clocked out from the Security terminal.

Paid Timeln

The check-in time that will be used to calculate the employee’s pay. Typically, the earliest “Paid

Timeln” is equal to the event shift’s official start time.

Paid TimeOut

The check-out time that will be used to calculate the employee’s pay. Typically, the latest “Paid

TimeOut” is equal to the event shift’s official end time.
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Normal Hour

The number of paid work hours of the employee, and is automatically calculated based on the

difference between the “Paid Time In” and “Paid Time Out”.

The total amount of the employee’s pay is calculated based on “Normal Hour” multiply with the

employee’s hourly rate of pay.

Deduct Hour

The number of meal hours the employee had taken.

The meal hours taken will reduce the employee’s pay at “Total Amount”. The amount to deduct the
“Total Amount” is calculated from the number of “Deduct Meal Hour” multiply with the employee’s

hourly rate of pay.

Meal Alw

Employee’s meal allowance amount.

Shift Alw

Employee’s shift allowance amount.

Transport Alw

Employee’s transport allowance amount.

Other Alw

Employee’s other allowances amount.

Total Amount

The total amount of pay for the employee.

Remark

The approver’'s comments when the approver rejects the record only.

Adjustment Remark

The remarks of the one who had adjusted the record.
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6.5 TIMES Casual Labour Web Report

You have access to casual labour reports. All reports can be generated into excel or pdf document.

@ Create Event

=1 View Event

£ view CasualLabour
“%] Report

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

Report | Casual Labour v

Cost Centre - ALL - s (D)
Employee - ALL - s | (D)
Date Range 01/10/2017 To | 31/10/2017

Event | v

EmpType | v
Format

Export ‘

Choose your criteria, such as “Report” and “Cost Centre”, and click on the button to

generate the report.

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 48 of 61



TI MEs TIMES Casual Labour Standard Setup and Maintenance User Guide for Administrators (SQL Version)
SOFTWARE Release 1.0

Chapter 7. Processing casual labour into Payroll

Once the casual labour employees’ time sheet records have been approved, you and the Payroll

Officers can process these records into the payroll.

7.1 Importing TIMES Casual Labour Web records into TIMES Casual Pay

Entry-Import-Process
Report

Click on the Entry-Import-Process option in the Casual Pay menu to access the web page.

Data Entry  Import Data = Process Casual CPF & A/D Setup = Batch Setup

IMPORT CANCEL Import data From E-Casual System 201710 E

Start Date 01/10/2017] £ Exclude Normal Staff
End Date 31110/2017) £ Exclude Casual Staff

Batch Type. Exclude Contract Staff

Click on the Import Data tab to access the Import Data web page.

At the Import Data web page, you will need to specify the date range at “Start Date” and “End Date”.
All approved casual labour employees’ time sheet records that are within this range and have not

been processed into payroll before will be imported into payroll.

Choose the “Batch Type” Weekly Batch or Daily Batch. Imported data from TIMES Casual Labour
Web into TIMES Casual Pay will be recorded in transactional journals and each journal will be
assigned a batch number. Weekly Batch will group all imported records into a single journal

whereas Daily Batch will generate a journal for each day’s worth of records.
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If you want to exclude any specific casual labour employees’ time sheet records from being

imported into the journal click on “Exclude Normal Staff’, “Exclude Casual Staff” and/or “Exclude

Contract Staff’ I:l checkbox to tick it.

Click — ™| button to begin the import.

Import from E-Casual System (201608 - E) ®

| Are you sure you want Import?

Ok Cancel

A confirmation pop-up window will be shown. Click \ ° | button to proceed or click “"'  putton to

cancel the import.

Success x

- Import successful,

4

OK

Once the data import process is completed you can see the results on the web page.
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7.2 Checking the Batch Transaction Journal for the Imported Data

After you have imported the TIMES Casual Labour Web data over into TIMES Casual Pay you can

check the batch transaction journals for these records.

&

Payroll

Entry-Import-Process
Report

Click on the Entry-Import-Process option in the Casual Pay menu to access the web page.

Data Entry  Import Data = Process Casual =~ CPF & A/D Setup = Batch Setup

NEW SAVE DELETE CANCEL TOTAL AMOUNT Page Size c Page 1 v of 1 n

Batch No | 201608-E-CASUAL WORKER [201608-E-C] v Option v Fixed Column 3 v F[‘riod:| 201608 ¥ Cycle:|E ¥
[

NO EMPCODE NAME PDATE RATE HOUR DAY AMOUNT TOTAL AMOUNT DEPT CODE SECTION

1 CL004 YVONNE LU RUI EN 01/08/2016 10.00 4.00 40.00 70.00 || Operations and Logistics Departmgs? |Sec[-on 2

2 CL003 JANE LIM XIANG PING 01/08/2016 10.00 6.00 60.00 95.00 || Operations and Logistics Departme# |Section 1

3 CLo02 RUDOLF TAN HENG LIAO 01/08/2016 10.00 5.00 50.00 112.50 || Operations and Logistics Departmgr |Secrion 2

4 CLOO1 ANGELINA CLINTON 01/08/2016 10.00 5.50 55.00 95.00|| Operations and Logistics Departmgs |'-3r'.'rinn 1

Click on the Data Entry tab to access the Data Entry web page.

If the data import was successful the system will generate a batch number for a transaction journal.
Click on the “Batch No” drop-down list to choose a batch transaction journal to see the details of the

journal.

You can make amendments to the details of the journal. After the amendments are made make sure

to click the — = | button to save the changes.
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Y,
There will be 3 batch transaction journals created per period. One for external (number ends
with a C example 201608-E-C), one for internal (number ends with an N example 201608-E-N) and

one for agency casual labour employees (number ends with an O example 201608-E-O).

7.2.1 Adding new records

Click on the Ll button to add new records into the selected batch transaction journal.

Data Entry  Import Data  Process Casual = CPF & A/ID Setup | Batch Setup
NEW SAVE DELETE CANCEL TOTAL AMOUNT Page Size K by Page 1 v oof 1 (> | m

Batch No [ 201608-E-CASUAL WORKER [201608-E-C) v opton [ | Fixed Column Period: | 201608 | cycle:[E 7|

NO EMPCODE NAME PDATE | RATE ‘ HOUR DAY AMOUNT TOTAL AMOUNT DEPT CODE SECTION

5 | <] 0 1 0 I—UH NONE ,”NONE

6 0 1| of o] none |[none

7 = 0 1 of o] [vone |[none

8 <] 0 1 0 o][none )| [none

9 | 0 1 of UHNUNE f ‘HNUNI:

10 <] 0 1 o[ o[none ] [mone

1 0 1| of o[ none |[none

12 <] 0 1 of UHNDNE -HNONE

13 <] 0 1 0 o] [none 2| [nome

14 0 N of uH NONE ‘HNONE

15 <] 0 1 o[ o[none ] [none

16 ] 0 1 of o] [None 2| [none

,

Enter the details into the new record(s) and click Ll button to save the transaction or click

_ omea | button to cancel it.

7.2.2 Deleting records

To delete records click on the records’ I:l checkboxes IE to select them.

NO EMPCODE NAME PDATE RATE

1 v CLO04 YVONNE LU RUI EN 01/08/2016 10.00
2 CLOO3 JANE LIM XIANG PING 01/08/2016 10.00
3 v CL002 RUDOLF TAN HENG LIAO 01/08/2016 10.00
4 CLOO1 ANGELINA CLINTON 01/08/2016 10.00

Then click on the ™= | putton.

& Deleted records cannot be recovered.

Copyright © 2017 Times Software Pte Ltd. All rights reserved. Page 52 of 61



TI MEs TIMES Casual Labour Standard Setup and Maintenance User Guide for Administrators (SQL Version)
SOFTWARE Release 1.0

7.2.3 Create a new transaction journal with details from an existing journal

To duplicate the details of an existing journal into a new journal you must first create a new batch
number for the receiving journal.

DataEntry = Import Data = Process Casual = CPF & A/D Setup  Batch Setup
ADD NEW DELETE || SAVE Total Count: 6 pagesze[10 v| [ L Pese vloft 29
Category
Code Setup CASUAL BATCH NUMBER ¥ ®) Active Record(s) All Record(s) Search | CODE ¥ || Type and press enter to searct | SEARCH
DELETE EDIT CODE DESCRIPTION ACTIVE?
—} 201608-E-C 201608-E-CASUAL WORKER L4
-} 201608-E-N 201608-E-STAFF WORKER v
—j 201608-E-0 201608-E-CONTRACTED WORKER L4
.} 201608-5-N 201608-5-CASUAL WORKER v
& 201608-5-0 201608-5-CONTRACTED WORKER L4

Click on the Batch Setup tab to access the Batch Setup web page.

At the Batch Setup web page click on the _#0%W| btion to create a new batch number.

Data Entry =~ Import Data = Process Casual = CPF & A/D Setup ~ Batch Setup

SAVE & VIEW LIST ‘ ‘ SAVE & ADD ANOTHER ‘ ‘ CANGEL
Code | NEWBATCH-01 |
Description | MY NEW BATCH NUMBER

Enter the details for the new batch number and click either —_“E£Y"5T__ | 1) tton to save the

batch number and return back to the previous web page, —roc =22 ANCTHER | button to save the batch

number and create another batch number, or ﬂl button to cancel this transaction.
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Once the new batch number is created we can now proceed to the Data Entry web page.

‘\m\lmllml\m]lmmm\ | mmm@ul |
Batch No [ 201606 E-CASUAL WORKER (201605 <] ¥ option Fied o [5 7] perioc 201605 v] cae[E ]
YVONNE LU RUI EN 01/08/2016 10.00 4.00 40.00 Operations and Logistics Depa Section 2
JANE LIM XIANG PING 01/08/2016 10.00 6.00 60.00 95.00 ‘Upemﬂons and Logistics Depa;r!ﬁ Section 1
oo s wo | BatchCopy ot e o g eon
ANGELINA CLINTON — From Batch No Loo][o and Logistics Departmg#| Section 1
Batch No |201608-E-c | [201608-E-CASUAL WORKER [2016¢|
period e &
—To Batch No
New Batch No [ MY NEW BATCH NUMBER [NEWBATCH-01] v
OK Cancel
« I —— »

At the Data Entry web page choose a “Batch No” to retrieve an existing batch transaction journal.
Then click on “Option” drop-down list and choose COPY BATCH to access the Batch Copy.

In the Batch Copy window choose the “New Batch No” for the receiving journal.

Then click @ button to proceed with the copy or cancel | hutton to cancel the transaction.
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7.2.4 Rename Batch No
You can rename an existing transaction journal’s “Batch No”.
To do this you must first create a new batch number for the receiving journal.
DataEntry = Import Data = Process Casual = CPF & A/D Setup  Batch Setup
ADD NEW DELETE || SAVE Total Count: 6 pagesze[10 v| [ K3 Pege[t  v]of1 29
Category
Code Setup CASUAL BATCH NUMBER ¥ @) Active Record(s) All Record(s) Search | CODE ¥ || Type and press enter to searct | SEARCH
DELETE EDIT CODE DESCRIPTION ACTIVE?
—} 201608-E-C 201608-E-CASUAL WORKER v
-} 201608-E-N 201608-E-STAFF WORKER v
—j 201608-E-0 201608-E-CONTRACTED WORKER L4
_3 201608-S-N 201608-S-CASUAL WORKER v
7} 201608-5-0 201608-S-CONTRACTED WORKER v

Click on the Batch Setup tab to access the Batch Setup web page.

At the Batch Setup web page click on the _#0%W| btion to create a new batch number.

Data Entry =~ Import Data = Process Casual = CPF & A/D Setup ~ Batch Setup
SAVE & VIEW LIST ‘ ‘ SAVE & ADD ANOTHER ‘ ‘ CANCEL

Code | NEWBATCH-01 |

Description | MY NEW BATCH NUMBER

Copyright © 2017 Times Software Pte Ltd. All rights reserved.

SAVE & VIEWLIST

Enter the details for the new batch number and click either | button to save the

batch number and return back to the previous web page, —roc =22 ANCTHER | button to save the batch

number and add another batch number, or ﬂl button to cancel this transaction.
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Once the new batch number is created we can now proceed to the Data Entry web page.

mport Data | Process Casual ~ GPF & AID Setup | Batch Setup
| NEW SAVE DELETE CANCEL | TOTAL AMOUNT | Page Size Page 1 v |of 1 ‘

|Ba‘h:h No [ 201608-E-CASUAL WORKER [201608-E-C] v] ‘Opﬁcn |Fix=d Column [ perioct VCydel ‘

YVONNE LU RUI EN 01/08/2016 10.00 4.00 40.00

Operations and Logistics Dapa;m

JANE LIM XIANG PING 01/08/2016 10.00 6.00 60.00 [ 95].2||c., and Logistics Departm [ Section 1

Section 2

ruoous i renc o || RenameBateh %] oton o et oemrsecin

- From Batch No 00| Operations and Logistics Depan@ Section 1
Batch No [201608-E-c | [201608-E-CASUAL WORKER [2016¢]
perod / yce a1 ][ <]

Rename To
New Batch No [ MY NEW BATCH NUMBER [NEWBATCH-01] v

OK Cancel
« .

At the Data Entry web page choose a “Batch No” to retrieve an existing batch transaction journal.
Then click on “Option” drop-down list and choose RENAME BATCH to access the Rename Batch.

In the Rename Batch window choose the “New Batch No” for the receiving journal.

Then click @ button to proceed with the rename or €ancel | hutton to cancel the transaction.
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7.2.5 Checking the total payout of a transaction journal

To see the total payout click on the

TOTAL AMOUNT

button.

ﬁ Import Data | Process Casual l CPF & A/D Setup l Batch Setup |

—T—

SAVE || DELETE H CANCEL | | TOTAL AMOUNT | Page Size G Page 1 vlof 1 a ‘
Batch No | 201608-E-CASUAL WORKER [201608-E-C] v] Option Fixed Column Period: Cyde:
1 | ) |cwooe YVONNE LU RUT EN 01/08/2016 10.00 4.00 4p.00 70.00] | Operations and Logistics Departmg) [ Section 2
|
2 [ | cloos JANE LIM XIANG L | ! 1 tions and Logistics Departmgs) [ Section 1
otal Amo x

3 D CLo0Z2 RUDOLF TAN HEN I S ! Lpt ions and Logistics Depan.mﬁ Section 2
4 D €LOD1 ANGELINA CLINTC ~ Amount 205.00 Total Amount 372.50 tions and Logistics Departmg#|| Section 1

Amount 1 35.00 Amount 4 60.00

Amount 2 Amount 5

Amount 3

7.2.6 Exporting a transaction journal into an excel document

Click on the “Option” drop-down list and choose EXPORT EXCEL to export the transaction journal
into an excel document.

ln/?onData_LPmoessCasualJCPF&NDSem_?l Batch Setup

o |

SAVE

| egea] |

CANCEL ‘

| TOTAL AMOUNT |

s DG et ]

of 1

BatchNo [ 201608-E-CASUAL WORKER [201608-E-C] v] Option [ EXPORT EXCEL ¥ Fixed Column Period: cycle:[E ]
1 G CLOD4 YVONNE LU RUI EN 01/08/2016 10.00€ 4.00 40.00 70.00 || Operations and Logistics Departrqii Section 2
2 | L) |cwos JANE LIM XIANG PING 01/08/2016 10.00 6.00 60.00 95.00]Operations and Logistics Departmg?|[Section 1
3 | L) |coo RUDOLF TAN HENG LIAO [ Export To Excel x ] 112,50 Operations and Logistics Departms|| Section 2
4 | L) |cwo ANGELINA CLINTON 95.00[Operations and Logistics Departmg#| [ Section 1
Are you sure you want Export?
OK Cancel
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7.3 Processing Casual Labour Payroll

With the batch transaction journal(s) ready you can proceed to process payroll for casual labour
employees.

S

Payrol

Entry-Import-Process
Report

Click on the Entry-Import-Process option in the Casual Pay menu to access the Entry-Import-

Process web page.

DataEntry = Import Data  Process Casual CPF & A/D Setup = Batch Setup

PROCESS STOP CLEAR COMPANY SELECT - ALL QUERY SELECTION - ALL Process Payroll [201608/ E]
® Reprocess earlier Selected Staff with clearing variable entries Processing Start!
Employee Code[CL891] - OK! BATCH NO RECORDY{S) COUNT (CASUAL) EMP COUNT

[ ]
Employee Code[CLB02] - OK! 201608-E-C 4 4
Employee Code[CLB03] -

[ 1

Employee Code[CLOOA] -

Click on the Process Casual tab to access the Process Casual web page.

At the Process Casual web page you can see a list of batch transaction journals that are ready for

payroll processing.

Click on "= _| btton to start processing the journals into payroll. If you wish to stop the
processing mid-way click on the — 5 | putton.

The status and results of the processing will be displayed on the web page.
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To check the details of the pay records you will need to go to the TIMES Payroll's Pay Record web

page.

Pay Record

Click on the Pay Record option in the Modify Record menu to access the Pay Record web page.

m | € | O m SAVE CANCEL Total record count: 4 RECALCULATE PRORATE TRIAL CONVERT BANK
Employee's Information Salary Information Payroll Information
Emp No / Name [ CLO0T [ANGELINA CLINTON] [+] ® | Boscsalay 0.00] | Peried 201608 v
NONE Hired Date Dally Rate 0.00]  Cyde/Cycle Run E
Age & CPF/Levy (2658 |[cLass: | Termination Date Hourly Rate 0.00]  Trial Mode NO v
s T | sa] | cmonme
NPL / Absent Overtime Rest Day Shift
Total 0.00]  NPUABSENT | Total 0.00]| ovERTIME Total 0.00]| RESTDAY Total 0.00 SHIFT
CODE DESCRIPTION CPF FREQUENCY RATE AMOUNT
a BASIC SALARY 5.50] | 55.00|
EUCF o EURASIAN COMMUNITY FUND [ | | -2.00|
< MEAL ALLOWANCE \ 5.50| | s00] @
7 Contribution Total Wages
CPF Wage 95.00] Total Allowance Gross Wage
COPF Employee 0.00 Total Deduction -2.00]  NettWage
CPF Employer 16.00|
SDF/ FWL/ MSO 2.00 0.00 0.00

At the Pay Record web page choose an “Employee No / Name” to retrieve the payroll details of the

employee.

Y,
If you want to make changes to the payroll details of the employee you can do it at the Batch

Transaction Journal. After changing the details of the journal you will need to re-process the payroll.
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7.4 TIMES Casual Pay Reports

You have access to TIMES Casual Pay reports. All reports can be generated into excel or pdf
documents.

Entry-Import-Process

Click on the Report option in the Casual Pay menu to access the Report web page.

Overall Cost Center Summary  Transaction Listing = Department Summary = Summary Report of Employee

EXPORT TO PDF ‘ ‘ EXPORT TO EXCEL

Cost Centre Range

From | Board of Directors [BOARD] v |

To | Unassigned [NONE] v |

Location Range

Date Range
From | Section 1 [SEC1] v | Tram | |
To | Unassigned [NONE] v | To | |
Option | Overall Cost Center Costing Report ¥ |

At the Report web page choose your report by clicking on the tabs such as Overall Cost Center
Summary tab.

Choose your criteria for the report such as “Cost Centre Range” and click on =2 T2 FF |

button to generate the report into a pdf document or —ZF2F T EXCE | button to generate the report
into an excel document.
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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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