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Disclaimer

Copyright 2016 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 names, 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 Claim is a web-based claims management system where employees can manage and
submit claims online with scanned receipts. The system made use of internet technologies to
support web-based paperless claim application of your employees. It helps employees update their
claims without hassle for Human Resources and their supervisors. It assists HR to streamline
tedious claim management and monthly claim-report generation for each departmental heads. It
manages the claim flow and employees can submit their claim application which links to TIMES
Payroll. Administrators can easily assess employee’s current claim status, details, and retrieve data
required for internal claim costing. All departmental heads could easily monitor their own employees’
claims.

This guide contains two main sections.

The first section explains the Administrator functionalities of the TIMES Claim. With these functions,
the administrator can create claim forms, define claim entitlements, manage employees’ claim

approval flows and setup claim emails. They are covered under chapters 1 to 19.

The second section explains the HR administrative functionalities in the system. HR functions
provide the administrator capabilities to manage employees’ claim information and generate reports.

They are explained from chapter 20 onwards.

ﬁ Some chapters in the first section contain technically complex information that may require the

reader to have information technology knowledge in order to understand them.

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

To setup a new TIMES Claim System, the Administrator begins by creating Claim Forms that
employees can fill in and defining the claim rules that will govern each form. The system uses a
template based design to create the forms. This means that the Administrator can create a single
template document (known as Claim Template) consisting of all the required and Interactable items
for an electronic form, and create multiple types of claim forms (known as Sub Claim) from this

single template document.

Here is an example:

Dental Claim
Form

N

Health
Screening
Claim Form

Hospitalisation Medical Claim

Claim Form Template

<

Outpatient
Medical Claim
Form

If sub claims are not required, the Administrator can use the Claim Template as a single Claim
Form.

Medical Claim - Medical Claim

Template Form
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To start off, the Administrator must create the claim forms and define the claim rules for them.

Creating Claim Template (w/o Sub Claims)

Template Define

Entitlement
Setup

Code Setup Define Setting

Setup Template

Creating Claim Template and Sub Claim Forms

R
Code Template Define Define Entitlement Gr,‘:’i‘éﬁ’é”g
Setup Setup Template Setting Setup Setup

J /

First, master codes for drop-down lists (such as list of Benefit Schemes) in the system will be setup
in Code Setup.

Next, the physical files and the files’ structures (fields, field types, etc.) for the Claim Templates are

created and maintained at Template Setup. This setup is technically complex.

The Administrator then creates the Claim Template at Define Template by specifying the type of

claim that the template will cater for.
Claim policy and proration method for each Claim Template are defined at Define Setting.

The claim entitlement amount for each Claim Template by benefit scheme are defined at

Entitlement Setup. New benefit schemes can be created there as well.

For Sub Claims, the Administrator can create many sub claim forms from a single Claim Template

at Sub Claim Setup. Each sub claim can impose a claim limit.
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Following that, the Administrator can specify the items that employees can or cannot fill in for each
sub claim form at Grouping Field Setup.

Once the claim forms have been created, the Administrator proceeds to setup the approval flow and
claim form edit rights for approvers.

Approval Flow and Access Rights

Approval Setup Supervisor Access

In the Approval Setup the Administrator specifies approvers in an approval flow that will approve or

reject employees’ submitted claim forms. Employees’ benefit schemes can be assigned as well.

The Administrator can then specify which approver can make amendments to submitted claim forms
at Supervisor Access.

Continuing with the setup the Administrator needs to create the email format and the email routing

flow for emails that will be sent out by the system.

Email Setup

4

Mail Header Setup Mail Template Setup Mail Route Setup

The contents of the email are divided into two sections, the header and the body.

The header section of the email is defined at Mail Header Setup and they usually contains the

important information such as employee’s name, department, claim document number, etc.

The body section which contains information presented in a table format is defined at Mail
Template Setup and they contain transactional information from the submitted claim documents

such as receipt number, receipt date, receipt amount, etc.

Specifying when and where the emails will be sent out to are defined at Mail Route Setup.
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Finally for the remaining setup, the Administrator creates and publishes the claim policies (Policy
Editor) and news (News Editor) as well as setup and maintain the currency exchange rate table

(Currency Setup) for claims involving multi-currencies.

The Remaining Setup

Policy Editor News Editor Currency Setup

The system provides additional tools to assist the Administrator in managing employees’ claim
information.

Management Tools

Approve Submit on : :
Claim behalf View Claim Entitlement

Action Log 1L

Audit Log tracks transactional record changes in the system.

Action Log tracks user’s actions in the system.

Administrator can edit, approve and reject claims in Approve Claim.

Administrator can submit claims on behalf of employees in Submit on behalf.

Employees’ claim documents can be viewed, edited and deleted by Administrator at View Claim.
Claim reports can be accessed at Report.

YTD Entitlement tracks employees’ year to date claim amount entitlement balances and
consumptions.
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Chapter 3. First time logging into the TIMES Claim System

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:

G MR owoewv

E-Claim E-Training E-Attendance

Emp Mo | ‘

Password | ‘

Company DEMO2016
Perind 2016 ¥
Forgot Password?

Times Software offers comprehensive integrated suite of Payroll and HR soluticns 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.

/)
To effectively use this guide, ensure that you are given the role of Administrator for the
company that you are logging into. If the role is not setup yet, use login id Admin at “Emp No” to

login as the Administrator.
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Chapter 4. Dashboard

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

Main ®

Claim O A == X

HR

= ) ) .
Lé Pending Claimi2)
Announcement

Please submit claim 2015 before 15th
Jan 2015. Thank you.

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 5. Code Setup

You can create and manage master codes in Code Setup. Codes defined here are used to

populate drop-down lists in the TIMES Claim system.

& Approval Setup

& | Template Setup

& | Define Template

¢ | Define Setting

¢ | Entitlement Setup
“| Sub Claim Setup

|4r"';| Code Setup

¢ | Grouping Field Setup

& | Currency Setup

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

43 23
Category: | PANEL DOCTOR v | Add New 1 Edit Il Delete F
Code = Description ¥ Category % Category Desc ¥ Map Claim Code ¥
&= Ef KYZ XYZ HOSPITAL plele PANEL DOCTOR
= Ef GHI GHI MEDICARE CLINIC & SURGERY DocC PANEL DOCTOR
= Ef DEF DEF FAMILY HEALTH CLINIC & SURGERY PTE LTD plele PANEL DOCTOR
= Ef ABC ABC MEDICAL CLINIC DoC PANEL DOCTOR
|  AddRow |

To create a new category of codes click the | A94New | hytton.
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FF bk

Category Code: DOC
Description: FAMEL DOCTOR

Insert Back

Enter the “Category Code” (maximum 3 characters) and “Description”, and click LS

Back

button to create the new category or button to cancel the transaction.

@ If you see the pop-up message “Category exists. Do you want to merge them?” when trying to
create a new category, this indicates that the “Category Code” that you are trying to create already
exists and is in use by other systems. If you agree to merge the category code TIMES Claim will
share the same list of codes with the other systems for this category and these codes can be edited

by you. Any changes made to these codes will affect all systems sharing these same set of codes.

To make changes to an existing category, choose a “Category” and click EL button.
Enter in the new details and click | UPdate button to update the changes or Back
button to cancel the changes.
1
To delete an existing category, choose a “Category” and click Dalele button. & Deleted
categories are unrecoverable.
@ If a category is in used in the claim forms it cannot be edited and deleted.
Code # Description s Category # Category Desc £ Map Claim Code s
_j G XYz XYZ HOSPITAL DOoC PANEL DOCTOR MEDICAL

Add Row

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

click H button to save the code or X button to cancel.

@ The “Map Claim Code” allows a code to be used exclusively for a specific Claim Template. In
order to make use of this feature the Claim Template must be created first from Template Setup

and Define Template web pages.

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

code or X button to cancel.

1
To delete a code, click on w button. & Deleted codes are unrecoverable.
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5.1 How the Claim Templates make use of the Codes

After creating a category, pay close attention to the “Category Code”.

33 43
Category: | FPANEL DOCTOR Ml Add New Il Edit Il Delete Find
Code = Description ¥ Category = Category Desc ¥ Map Claim Code ¥
& Ef XYL XYZ HOSPITAL DocC PAMEL DOCTOR MEDICAL
= Ef GHI GHI MEDICARE CLINIC & SURGERY DoC PANEL DOCTOR
= Ef DEF DEF FAMILY HEALTH CLINIC & SURGERY PTE LTD DoC PANEL DOCTOR
= a ABC ABC MEDICAL CLINIC DoC PAMEL DOCTOR

When designing the xml file for the Claim Template?, you can link a category of codes to a drop-

down list in the xml file by indicating the correct category code.

43 (43

Template File: | DEMO2016_medicalxml v || Add New || Delete | Finc

Order # Header Text # Field Name  # Field Type % Visible % Editable # Required % Sum Total ¥ Width + Length % Alignment % Category % Expressi

_j' Ef 1 Receipt Date MEDICAL_DATE Datepicker Yes Yes Yes No 0 0 Center
] Ef 2 Sub Claim SUBCODE Dropdownlist Yes Yes Yes No 200 0 Center SUE
B 3 Receipt No BILL_NO Textbox Yes Yes Yes No 100 20 Center
= Ef 4 Panel Doctor STRING1 Yes Yes Yes Mo 100 50 Right DoC
_j' G 5 Clinic / Hospital HOSP_CLINIC Textbox Mo Mo Ne No 100 50 Center

When users access the Claim Form after all the setup is done, they are able to see and choose

from a list of codes in the drop-down list.

2 SHR
jB  Select Claim B Submit Claim
Entitlement YTD Used Balance
700.00 1.00 599.00

Trans No: 16031016320421
Employee: BEMIJAMIN WONG
Claim Code: MEDICAL CLAIM

Receipt Date® Sub Claim* Receipt No™ Panel Doctor* Diagnosis Remark®

=l X 77| 10032018 v ABC MEDICAL GLINIC v || Il
Total

ABC MEDICAL CLINIC

DEF FAMILY HEALTH CLINIC & SURGERY PTELTD
GHI MEDICARE CLINIC & SURGERY

XYZ HOSPITAL

1 Method to setup Claim Template xml file will be explained in Chapter 6 Template Setup.
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You can also link the codes to an AutoComplete field.

Template File: | DEMO2016_medicalaml v ||  AddNew ||  Delete | Find

Order # Header Text % Field N\ame % Field Type % Visible + Editable $ Required # Sum Total # Width + Length # Alignment % Category + Express

m 1 Receipt Date  MEDICAL_DATE Datepicker Yes Yes Yes No 0 0 Center

ﬁ' 2 Sub Claim SUBCODE Dropdownlist Yes Yes Yes No 200 0 Center SUB

m 3 Receipt Mo BILL_NO Textbox Yes Yes Yes No 100 20 Center

w4 Panel Dactor STRING1 AutoComplete Yes Yes Yes No 100 50 Right
ﬁ' 5 Clinic / Hospital HOSP_CLINIC Textbox No Mo No No 100 50 Center

Select Claim rA Insert Claim ll Submit Claim

Entitlement YTD Used

700.00 1.00

Trans No:  16031113380687
Employee: BEMNIAMIN WONG
Claim Code: MEDICAL CLAIM

Receipt Date* Sub Claim* Receipt No® Panel Doctor* Diagno
e X [y 11032016 || v | GE

Total

GHI MEDICARE CLINIC & SURGERY
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Chapter 6. Template Setup

ﬁ This chapter is technically complex.

@ In a standard implementation the system will be installed with preset templates that are tailored

to your organisational needs. However, you can still create and customised your own templates.

In the Template Setup web page, you can create and manage xml template files which will be used
to create Claim Templates in the system. The xml template files contain configurations of database
fields, field types, rulesets and formulas that shape the Claim Forms for employees to use.

& spproval Setu
| ¢ | Template Setup |
¢ | Define Template

& | Define Setting
¢ | Entitlement Setup

Click on the Template Setup option in the Administrator menu to access the Template Setup web

page.
43 43
Template File: | DEMO2016_medicalxml v || Add New || Delete
Order * Header Text % Field Name + Field Type # Visible # Editable + Required # Sum Total + Width # Length # Alignment % Category % Expressi
=] ﬁ 1 Receipt Date MEDICAL_DATE Datepicker Yes Yes Yes MNo 0 0 Center
_j ]f]' 2 Sulz Claim SUBCODE Dropdownlist Yes Yes Yes Mo 200 0 Center SUE
B 3 Receipt No BILL_NO Textbox Yes Yes Yes Mo 100 20 Center
=] ﬁ' 4 Panel Doctor STRING1 Dropdownlist Yes Yes Yes Mo 100 50 Right DoC
_j ]f]' 5 Clinic / Hospital HOSP_CLINIC Textbox No No Mo Mo 100 50 Center
= i Diagnosis DIAGNOSIS Textbox Yes Yes No Mo 100 50 Center
E= i Remark REMARK Textbox Yes Yes Yes Mo 100 60 Center
Purpose / , , ; -
B = Description NOTE Textbox Yes Yes Yes Mo 300 255 Center
Receipt . . : . ‘ 5
2 ]j' 9 Amount RECEIPT_AMOUNT Currency Yes Yes Yes Yes 100 0 Right
B 10 Claimable o\ \o) OVER_AMOUNT  ReadOnly Yes Ves No Yes 150 0 Right
Amount
3
Add Row
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Choose a “Template File” to see the template’s settings.

To create a new template file, click the | AddNeW | hytton.

Create new
Template Name: Create
Or copy from existing

Template File: | DEMO2016_medical=ml v | To Copy

Enter the new “Template Name” and click Ciak button to create the template file. The
format for the “Template Name” must be <Your Company Code>_<Template File Name>.xml.
For example, if your company code is MyCompany and you want to create a template file to cater
for general expenses claim, your template file name should be MyCompany_expenses.xml.

@ If you have multiple companies that have the same type of claim (ex. expenses) you will need
to create the same claim xml for each company (ex. MyCompanyA_expenses.xml, MyCompanyB

_expenses.xml, MyCompanyC _expenses.xml).

You can create a new “Template File” based on the settings of an existing template. To do this,

under the heading “Or copy from existing”, choose a “Template File”, enter the name for the new

template file that you want to create at “To” and click Copy button.
33 33
Template File: | DEMO2016_expensesxml ¥ Add New Delete
Order = Header Text ¥ Field Name ¥ Field Type + Visible = Editable # Required # Sum Total =
1 Receipt Date MEDICAL_DATE Datepicker Yes Yes Yes Mo
HX 2 ACCOUNT_CODE v || AutoComplete v

Once the new template file is created you need to setup the template’s settings such as “Field

Name” and “Field Type”.

Add Row

To add a new template setting, click on the button. Enter in the details for the new

setting and click = button to save the code or X button to cancel.

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

setting or X button to cancel.
ing, click on 1 T -
To delete a setting, click on ' button. Deleted settings are unrecoverable.

1
If you want to delete the entire template file you can click on the | DP#lete button. & Deleted

template files are unrecoverable.
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33 bk

Template File: | DEMO2016_expenses.xml v Add New || Delete i|amounﬂ ||

Order % Header Text # Field Name  # Field Type % Visible % Editable ¥ Required # Sum Total ¥ Width ¥ Length % Alignment % Category % Expressi

:;' @ 7 GST Amount GST_AMOUNT Currency Yes Yes Ne No 100 0 Right

B s Receipt RECEIPT_AMOUNT  Currency Yes Yes Yes Yes 100 0 Right
Amount

B o Claimable ¢\ \o) OVER AMOUNT  ReadOnly Ves Yes Ne Yes 150 0 Right

Amount

The web page has a wildcard search at the top right corner where you can quickly look for specific
items in the web page.

6.1 Understanding the Template Setup Settings

This sub chapter explains the functions and purpose for each of the Template Setup settings’

columns.

Order

The fields will be displayed in the Claim Form from left to right according to the ordering defined

here. Order 1 indicates the first field to be displayed, followed by order 2 field and so on.

Header Text

This is the title / name of the field to be displayed in the Claim Form.

Field Name

This is a list of all available database fields that you can use to store and display information in the

Claim Form. It is important to note that some of these database fields are reserved for a specific use

only. They will be bolded in the list.

Field Name Purpose

ACCOUNT_CODE For Account Code only.

BILL_NO Receipt Number only.

BOOLEAN1 For answering Yes or No, or True or False. Must use “Field Type”
Checkbox.

BOOLEAN2 For answering Yes or No, or True or False. Must use “Field Type”
Checkbox.
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Field Name Purpose

BOOLEANS3 For answering Yes or No, or True or False. Must use “Field Type”
Checkbox.

CO_PAYMENT To indicate whether there is co-payment only. Must use “Field
Type” Checkbox.

COMPANY For Company Code only.

COST_CENTRE For Cost Centre only.

COUNTRY_CODE For Country Code only.

CURRENCY_CODE For Currency Code only.

CURRENCY1 Any number values (support decimals).

CURRENCY2 Any number values (support decimals).

CURRENCY3 For Distance / Mileage used in Transport Claim only. For other
types of claims this field can be used for any number values
(support decimals).

CURRENCY4 Any number values (support decimals).

CURRENCY5 Any number values (support decimals).

CURRENCY®6 Any number values (support decimals).

CURRENCY7 Any number values (support decimals).

CURRENCYS8 Any number values (support decimals).

CURRENCY9 Any number values (support decimals).

CURRENCY10 Any number values (support decimals).

DATE1l Any date.

DATE2 Any date.

Copyright © 2016 Times Software Pte Ltd. All rights reserved.
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Field Name Purpose

DATES Any date.

DAYFREQ Any number values (support decimals).
DEPARTURE For departure location.

DEPENDANT For dependant’s name.

DESTINATION For destination location.

DIAGNOSIS For medical diagnosis results.

DOCTOR_NAME

For doctor’'s name.

EE_DEP

For employee’s dependant’s identification number only.

EMPLOYER_AMOUNT

For Receipt Net Claimable Amount only.

END_DATE Any date however can be used in conjunction with “START_DATE”
to calculate the period.
END_TIME Any time however can be used in conjunction with “START_TIME”

to calculate the duration.

EXCHANGE_RATE

For Currency Exchange Rate only.

FILE1 For attachments only. Use “Field Type” FileUpload.
FILE2 For attachments only. Use “Field Type” FileUpload.
FILE3 For attachments only. Use “Field Type” FileUpload.

FOREIGN_CURRENCY

For Foreign Currency Code.

GST_AMOUNT For GST amount only.
HOSP_CLINIC For Hospital or Clinic Name only.
HRFREQ Any number values (support decimals).
HRFREQ1 Any number values (support decimals).

Copyright © 2016 Times Software Pte Ltd. All rights reserved.
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Field Name Purpose

INSURANCE_NO

For insurance number.

JOB_CODE For Job Code.
MC_DAYS For number of days of medical leave.
MC_GRANTED For answering Yes or No for granting medical leave.

MEDICAL_DATE

Receipt Date only.

MESSAGE

For message.

MILEAGE_AMOUNT

The Mileage Amount for Transport Claim only.

NOTE The purpose or description of the claim only.
OTHOUR For number of overtime hours.

OTTYPE For overtime rate.

OTTYPE1 For overtime rate.

PATIENT_TYPE

For indicating type of patient, accepts single character.

PREILLNESS

For Health Diagnosis and lliness only.

PRJ_CODE

For Project Code only.

RECEIPT_AMOUNT

For Gross Total of Receipt only.

REFER_TO_PANEL

For answering Yes or No to refer to panel doctor.

REMARK

User’s remarks only.

SECTOR_CODE

For Sector Code.

START_DATE Any date however can be used in conjunction with “END_DATE” to
calculate the period.
START_TIME Any time however can be used in conjunction with “END_TIME” to

calculate the duration.

Copyright © 2016 Times Software Pte Ltd. All rights reserved.
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Field Name Purpose
STRING1 The Mode of Transport for Transport Claim only. For other

types of claims this field can be used for any text information.

STRING2 Any text information.
STRINGS3 Any text information.
STRING4 Any text information.
STRING5 Any text information.
STRING6 Any text information.
STRING7 Any text information.
STRINGS Any text information.
STRINGY Any text information.
STRING10 Any text information.
SUBCODE Use only if the Claim Template will have sub claim forms.

Must define “Field Type” Dropdownlist, “Visible” Yes,
“Editable” Yes, “Required” Yes and “Category” SUB.

TIMESTAMP1 For time. Use “Field Type” Time.
TIMESTAMP2 For time. Use “Field Type” Time.
TIMESTAMP3 For time. Use “Field Type” Time.
VISIT_DATE For date of visit.
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Field Type

This is a list of available field types that will determine the behaviour of the fields in the Claim Form.
Field Type Purpose

AutoComplete A wild card search. User types in a word or two into the search and the
search produces a list of results that contains those words. User can
then choose one of the results.

Must define a category code in “Category” to link the field to a list of

codes.

AutoRunningNumber A sequential number that starts at 1 and increments by 1 for each line

of transactional record.

CheckBox A checkbox where the user can click on it to tick or untick it.
Currency Allows entry of numbers with decimals.
Datepicker A field that provides a Calendar Picker, which is an interactive

calendar in a small overlay, for the user to choose a date.

Dropdownlist Clicking on the field produces a list of items and the user chooses one
item from the list.

Must define a category code in “Category” to link the field to a list of

codes.

Expense A special field reserved for the TIMES Travel system’s Expenses Sub
Claim Form.

FileUpload User can choose a file to upload into the system.

This “Field Type” is used exclusively in FILE1, FILE2 and FILE3 fields.

Numeric Allows entry of whole numbers without decimals.

However, this does not apply to EXCHANGE_RATE field which allows

7 decimal points even if it uses this field type.

ReadOnly Displays information and do not allow data entry. Mainly used for

showing automatically calculated values by the system.
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Field Type Purpose
Textbox A box for the user to key in any text information.
Time Allows entry of time value in the format HH:MM.

Visible

To show or hide the field in the Claim Form. If “Visible” is set as No, “Editable” and “Required” must

be set as No.

Editable

To indicate if this field is Interactable.

Required

To indicate if this field is a mandatory field that the user must select or fill in. In the Claim Form if

“‘Required” set as Yes this field will be marked with an asterisk.

Sum Total

To sum the amount of the field for the entire Claim Form into a grand total.

Width

Specify the height of the field in pixels.

Length

Specify the length of the field in pixels.

Alignment

The alignment of the text in the field.
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The “Category” column functions as one of the following:

1. Tolink the field to a “Category Code” from the Code Setup in order to pull in those list of
codes into the field (such as to populate a drop-down list).

2. To activate Sub Claim Forms. “Category” must define as SUB, “Field Name” as SUBCODE,
“Header Text” as Sub Claim and “Field Type” as Dropdownlist in order for the system to
recognize that this field is a Sub Claim Form field and will show the list of selectable Sub
Claims.

3. Tolink the field to a global “Category Code” not found in the Code Setup in order to pull in
those list of codes into the field (such as to populate a drop-down list). Global category

codes are codes that are used for all the systems not just for TIMES Claim.

Expression

To default the value of the field based on the employee’s profile data. Specify the EMPLOYEE

table’s field that the system will use to default the value to.
“Expression” must be used together with “Category”.
Here is an example:

We create a drop-down list of Cost Centre that the employee can choose from. However, we want

to default the value to the employee’s cost centre.

We create “Header Text” Cost Centre, “Field Name” COST_CENTRE, “Field Type” Dropdownlist,
“Visible” Yes, “Editable” Yes and “Category” CST.

After that we will default the value by defining EMPLOYEE.COST_CENTRE_CODE at “Expression”.

This is where the employee’s cost centre is stored.

When the employee access the Claim Form, a list of cost centre will be shown in the “Cost Centre”

drop-down list and the default value will be the employee’s cost centre.

Default Value

Specify manually the default value of the field.

& Do not specify this value if the “Expression” is used.
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6.2 Common Global Category Codes

Here is a list of commonly used Global Category Codes that you can use in the Template Setup’s

“Category” column. Do note that this list is not exhaustive and is subjected to change.

Category Code Purpose

ADV Advertisements.
AST Company assets.
AWD Company awards.
BEF Employee benefits.
BEN TIMES Claim Benefit Schemes.
BIC Banks.
BRH Company branches.
CAT Employee categories.
CAU Cause of injuries.
CLS Employee classifications.
COM Companies.
cou Educational institutions.
CST Cost centre.
CTY Countries.
CUR Currencies.
DEG Education certificates.
DEP Company departments.
DIA lliness diagnosis.
DIV Company divisions.
EDU Education.
HOS Hospitals and health institutions.
INS Insurances.
JOB Employee job grades.
LEA Types of leaves.
LOC Locations.
LSC TIMES Leave Leave Schemes.
LVL Employee job levels.
MAJ Academic majors.
MED Types of claims.
NAT Nationalities.
OoCuU Employee occupations.
ORG Organisations.
OVL Employee appraisal grades.
PRJ Projects.
PRO Employee career progressions.
RAC Races.
RE Relationships.
REL Religions.
SEC Employee sections.
SEX Genders.
SUB Sub Claim.
SVS Employee service grades.
TEN Employee tenure of service.
TER Employee resignation reasons.
TPT Modes of transportation.
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6.3 Common Expressions

Here is a list of EMPLOYEE table fields that are commonly used in the Template Setup’s

“Expression” column. Do note that this list is not exhaustive and is subjected to change.

Specific “Expression” can be used for specific global category code.

EMPLOYEE Table Field defined in

“Expression”

Purpose

Used in conjunction
with Global

Category Code

EMPLOYEE.SEX Employee’s gender. SEX
EMPLOYEE.RACE CODE Employee’s race. RAC
EMPLOYEE.NATIONAL_CODE Employee’s nationality. NAT
EMPLOYEE.RELIGION_CODE Employee’s religion. REL
EMPLOYEE.LOCATION_CODE Employee’s location. LOC
EMPLOYEE.BRANCH CODE Employee’s branch. BRH
EMPLOYEE.DIVISION_CODE Employee’s division. DIV
EMPLOYEE.DEPARTMENT_CODE Employee’s department. DEP
EMPLOYEE.CATEGORY_CODE Employee’s category. CAT
EMPLOYEE.COST CENTRE CODE Employee’s cost centre. CST
EMPLOYEE.SECTION_CODE Employee’s section. SEC
EMPLOYEE.CLASSIFICATION_CODE Employee’s classification. CLS
EMPLOYEE.OCCUPATION CODE Employee’s occupation. OoCuU
EMPLOYEE.EDUCATION CODE Employee’s education. EDU
EMPLOYEE.JOB GRADE_CODE Employee’s job grade. JOB
EMPLOYEE.DOBCTRY Employee’s country of birth. CTY
EMPLOYEE.LEAVE_SCHEME Employee’s leave scheme. LSC
EMPLOYEE.BENEFIT_SCHEME Employee’s benefit scheme. BEN
EMPLOYEE.COMPANY_CODE Employee’s company. COM
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Chapter 7. Define Template

Once the template xml files are ready you can begin to create the claim templates for specific claim
types in the Define Template web page. The claim templates will form the Claim Forms and Sub

Claim Forms.

4

w

Claim

& Approval Setup < .
& | Template Setyp w
¢ | Define Ternplate

¢ | Define Setting
¢ | Entitlement Setup

Click on the Define Template option in the Administrator menu to access the Define Template web

page.
23 33
Claim Code £ Description £ Template File £ Allowance Code ¥ Is Transport Claim? £
=) i | EXPENSES GEMNERAL EXPENSES CLAIM DEMO2016_expenses No
& i MEDICAL MEDICAL CLAIM DEMO2016_medical No
=) i | TRANS TRANSPCRT CLAIM DEMO2016_transport Yes

Add Row

Click on the | A4dRoW [ hutton to create a new claim template.

Enter the “Claim Code” to specify which type of claim the template will cater for, “Description” for the

claim name and choose an xml file for the template at “Template File”.
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If you are creating a single Claim Form from this template file without sub claims you can specify the
“Allowance Code” that the Claim Form’s net claimable amount can be transferred to for payroll

processing.

If you tick the checkbox for “Is Transport Claim?”, the template will use the system’s Mileage
Computation Formula (different claimable amount per distance travelled) and is usually used for

transport claims. For claims that do not use this formula make sure it is unticked.
Click = button to save the template or X button to cancel.
To edit an existing template, click on = button, enter the new details and click H button to save

the template or X button to cancel.

1
To delete a template, click on @ putton. & Deleted templates are unrecoverable.

23 23
Claim Code £ Description £ Template File £ Allowance Code £ Is Transport Claim? *
) il EXPENSES GEMNERAL EXPENSES CLAIM DEMO2016_expenses No
=] it MEDICAL MEDICAL CLAIM DEMO2016_medical No
=] it TRANS TRANSPORT CLAIM DEMO2016_transport Yes

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.
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Chapter 8. Define Setting

With the claim templates created, it's time to define the claim rules for them. In the Define Setting

web page, you can setup the claim proration, backdate and capping rules as well as any other

special formulas for the template.

o
2 |
& rpproval Setup // =
| Ternplate Setup ~ ;

¢ | Define Template

¢ | Define Setting

¢ | Entitlement Setup
¢ | sub Claim Setup

Click on the Define Setting option in the Administrator menu to access the Define Setting web

page.
33 33
Claim Code £ Description s
= EXPENSES GENERAL EXPENSES CLAIM
= MEDICAL MEDICAL CLAIM
e TRANS TRANSPORT CLAIM

Ak

Configuration
&
&
&

Here you can see a list of all claim templates that you have defined. You can change their “Prorate

Method” by clicking on the = button.

“Prorate Method” Calendar Year grants claim entitlement from 15t January to 315 December and

may prorate claim entitlement for employees with incomplete year of service within this period

depending on the Configuration settings.

“Prorate Method” Financial Year grants claim entitlement based on the company’s financial year

which can be from 15t July current year to 30" June of the following year and may prorate claim

entitlement for employees with incomplete year of service within this period depending on the

Configuration settings.

Click = button to save the settings or X button to cancel.

Next, access the template’s Configuration web page by clicking on the '{.‘E":J" button.
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23 23

Claim Code:
Benefit Scheme:

EXPENSES
MGR \

Key

Description

1  Transfer To Payroll?

I

For confirm staff only?

< & &

5  Prorated for incomplete year of service

=1

10 Mo. of Claim per year?

=]

Monthly Capping
12 One record per year?
13 Number of day(s) for Back Date 0

20 Service month applicable? 6

B2 EEEEE

27 Process Method Calculation

Create Table Delete Table Save Value Back

Value

If the claim template is a newly created template, there will be no records in the Configuration web

page. Click on the Create Table

To delete a setting, click on the m button.

To refresh the entire list of settings you can click on the

Create Table button.

After you have made changes to the settings, click

button to generate the default settings for the template.

Delete Table | hytton followed by

Save Value | hytton to save your changes.

Click Hack button to return back to the Define Setting web page.
33 (23
Claim Code ¥ Description ¥ Prorate Method ¥ Configuration =
= EXPENSES GENERAL EXPENSES CLAIM Calendar Year o3
] MEDICAL MEDICAL CLAIM Calendar Year s
] TRANS TRANSPORT CLAIM Calendar Year ios

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.
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8.1 Understanding the Configuration Settings

This sub chapter explains the functions and purpose for each of the Configuration settings.

Transfer To Payroll?

Tick the checkbox to allow net claimable amount for this claim to transfer to payroll. The
“Allowance Code” must be defined at either Define Template web page (for single Claim Form) or at

Sub Claim Setup web page (for Sub Claim Forms).

For confirm staff only?

Tick the checkbox to allow confirmed employees only to be able to submit this claim.

Prorated for incomplete year of service

Tick the checkbox to prorate claim entitlement for employees with incomplete year of service.
The system will determine an employee’s incomplete year of service based on the employee’s hired
date within a calendar year or financial year (this is based on the claim template’s “Prorate Method”

defined at Define Setting web page).

Formula for calculating claim entitlement proration is (Claim Entitlement Amount for a year / number
of calendar days in a year) * number of calendar days left in the year after the employee joins the

company.

For example, if claim entitlement amount is $500.00 a year, prorate method is by calendar year and
employee joins the company on 1% June 2016, the employee’s prorated claim entitlement amount

will be:

$500.00 / 366 = $1.37 * 214 = $293.18

No. of Claim per year?

Limit the number of claim submissions per year. 0 indicates unlimited.

Monthly Capping

Limit the amount of claim that can be submitted per month not exceeding the employee’s claim

entitlement. 0 indicates no capping but the amount must not exceed the entitlement.

One record per year?

Tick the checkbox to restrict employees to submit a single claim only per year.

Number of day(s) for Back Date

Limit the number of calendar days that a claim submission can back-date to. O indicates no

restriction.
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Service month applicable?

Employees must be in service with the company for the number of months specified here before
they can submit this claim.

Process Method Calculation

ﬁ This method is technically complex.

You can specify special computation here for single Claim Form if this claim template does not have
Sub Claims.

The formula accepts simple equations between fields defined in the template’s xml file.
Here are some examples:

RECEIPT_AMOUNT = EMPLOYER_AMOUNT

(The amount in EMPLOYER_AMOUNT will be based on RECEIPT_AMOUNT)
RECEIPT_AMOUNT * 7% = GST_AMOUNT

(Amount in GST_AMOUNT is calculated based on the gross claim amount in RECEIPT_AMOUNT
multiplying with 7 percent)

(RECEIPT_AMOUNT * 10%) + RECEIPT_AMOUNT = EMPLOYER_AMOUNT

(Calculate the 10% tax amount from the pre-tax gross claim amount in RECEIPT_AMOUNT. Then
add the tax amount to the gross claim amount in RECEIPT_AMOUNT to calculate the net claimable
amount in EMPLOYER_AMOUNT)
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8.2 Configuring Transport Claim with Mileage Computation Formula

ﬁ This method is technically complex.

This sub chapter explains the method to setup the formula to automatically calculate the claimable

amount based on distance travelled and type of vehicle used.

Before you begin to design the Mileage Computation Formula into the transport claim template

there are a few tasks that you need to complete first. They are:

33 33
Category: | MODE OF TRANSPORT v || Add New Edit Delete
Code £ Description £ Category £ Category Desc £ Map Claim Code s
B MOTOR MOTOR TPT MODE OF TRANSPORT
B BUS BUS TPT MODE OF TRANSPORT
=N | CAR CAR TPT MODE OF TRANSPORT
B CAB CAB TPT MODE OF TRANSPORT
B MRT MRT TPT MODE OF TRANSPORT

v" A list of modes of transport need to be created in the Code Setup web page. Pay attention

to the “Code” of those transports.

33 33

Template File: | DEMO2016_transportxml v || Add New Delete

Order # Header Text % Field Name % Field Type % Visible # Editable $ Required # Sum Total # Width $ Length % Alignment % Category # Expressi
YpP! eq g g gory P
= G 1 Receipt Date MEDICAL_DATE Datepicker Yes Yes Yes No 0 ] Center
= ]j 2 Sub Claim SUBCODE Dropdownlist Yes Yes Yes Mo 0 0 Center SUB
Maode of - - o o o,
B 3 Transport STRING1 Dropdownlist  Yes Yes Yes No 0 0 Center TPT
= 1 From DEPARTURE Textbox Yes Yes Yes Ne 200 50 Center
= G 5 To DESTINATION Textbox Yes Yes Yes No 200 50 Center
|__j ]j 6 Distance (KM) CURRENCY2 Numeric Yes Yes Yes Mo 100 0 Right
_j G 7 GST GST_AMOUNT Currency Yes Yes No Ne 40 Q Right
= 01 Receipt RECEIPT_AMOUNT  Curr Ye Yes Ye Ye 100 0 Right
B Amount - urrency = i = = 9
= Claimable  p\ o) OVER_AMOUNT  ReadOnly Yes Yes No Yes 150 0 Right
Amount
= 1R Mileage 11 EAGE AMOUNT  ReadOnly No Neo No No 0 0 NotSet
Amount
v

The transport claim template’s xml file needs to be ready in the Template Setup web page.

The xml file must contain a field to link to the modes of transport for employees to choose

from, a CURRENCY3 field to enter the distance travelled by employees and the field

MILEAGE_AMOUNT for the system to calculate the mileage amount based on the mode of

transport and distance travelled.
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33 32
Claim Code ¥ Description * Template File ¥ Allowance Code - Is Transport Claim? =
& Ef EXPENSES GENERAL EXPENSES CLAIM DEMO2016_expenses Neo
= Ef MEDICAL MEDICAL CLAIM DEMO2016_medical Ne
| = Ef TRANS TRANSPORT CLAIM DEMO2016_transport Yes |

v' The transport claim template created in Define Template web page based on the xml file

and the “Is Transport Claim?”

checkbox ticked.

v" The claim rules defined for the transport claim template at Define Setting web page.

There are two places that you can define the formula and this all depends on whether the transport

claim template has Sub Claim Forms.

23

Claim Code:
Benefit Scheme

Key

43

TRANS
t| MGR v

Description
Transfer To Payroll?
For confirm staff only?
Prorated for incomplete year of service
No. of Claim per year?
Meonthly Capping
Cne record per year?
Number of day(s) for Back Date

Service month applicable?

el W 8 ®

0
6

Value

BEeEEEEEE S

Process Method Calculation

|pAR:D—1DD?D.55.CAR:1D1—300?D.85.CAR:301—99QQQ?D.QQMOTOR:DQD. |

If the transport claim template do not have Sub Claims, you define the formula at Configuration

web page in the Define Setting at the setting “Process Method Calculation”.

32 32
Code % Description #% Claim Code + Benefit Scheme % Allowance Code = Formula # Limit # Method + Block Year %
B2 il EXPSTA  STATIONERIES EXPENSES STRM RECEIPT_AMOUNT * 7% = GST_AMOUNT  50.00 b 0
Transaction
WINTER (RECEIPT_AMOUNT * 10%) +
B [ EXPWIN CLOTHING EXPENSES MGR WINTER. RECEIPT_AMOUNT = 1,000.00 Block Year 2
- EMPLOYER_AMOUNT
52 [l MED_DEN DENTAL MEDICAL RECEIPT_AMOUNT=EMPLOYER_AMOUNT:  0.00 0
% [I] MED_HLT HEALTHSCREEN  MEDICAL RECEIPT_AMOUNT=EMPLOYER_AMOUNT:  0.00 0
2 [ MED_HOS HOSPITALISATION  MEDICAL HOSP 250.00  Per Year 0
. OUTPATIENT I
& [ MED_oUT MEDICAL MEDICAL MED 5000  Per Month 0
52 i TRS_ERP ERP TRANS 0.00 0
CAR:0-10070.65,CAR:101-3007
0.85,CAR:301-9999970.99 MOTOR:0-2007
@ @ TRsML MILEAGE TRANS 030MOTOR201-40070.60,MOTOR401- 0P 0
9999970.80
B [ TRS_PAR PARKING TRANS 0.00 0
Add Row
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If the transport claim template has Sub Claims, you must define the formula at the “Formula”
column for the specific Sub Claim Form in Sub Claim Setup web page. (For more information on
setting up the Sub Claim Forms, refer to Chapter 10 Sub Claim Setup.) Do not define the formula at

the Configuration web page’s “Process Method Calculation” setting.

The format for the Mileage Computation Formula is:
<Vehicle Code>:<Distance Range>?<Claimable Amount per 1 unit of distance travelled)
Ex: CAR:0-10070.65

Employee who travels in a car, from 0-100 KM/Miles, the claimable rate is at $0.65 per KM/Mile

travelled.

If the employee has travelled 80 KM/Miles, then the claimable amount is 80 * $0.65 = $52.00.

Multiple vehicles and multiple distance ranges per vehicle can be set with this example:

<First Vehicle Code>:<First Distance Range>?<First Claimable Amount per 1 unit of distance
travelled),<First Vehicle Code>:<Second Distance Range>?<Second Claimable Amount per 1 unit
of distance travelled), <First Vehicle Code>:<Third Distance Range>?<Third Claimable Amount per
1 unit of distance travelled), <Second Vehicle Code>:<First Distance Range>?<First Claimable
Amount per 1 unit of distance travelled),<Second Vehicle Code>:<Second Distance
Range>?<Second Claimable Amount per 1 unit of distance travelled), <Second Vehicle
Code>:<Third Distance Range>?<Third Claimable Amount per 1 unit of distance travelled)

Ex: CAR:0-10070.65,CAR:101-30070.85,CAR:301-9999970.99,MOTOR:0-200?0.30,MOTOR:201-
40070.60,MOTOR:401-9999970.80

For employees travelling in a car, the claimable rate is at $0.65 per KM/Mile travelled for the first
100 KM/Miles, subsequent claimable rate is at $0.85 per KM/Mile travelled from 101 — 300 KM/Miles
and lastly the claimable rate is at $0.99 per KM/Mile travelled from 301 KM/Miles onwards.

If the employee has travelled 350 KM/Miles in a car, the claimable amount is (100 * $0.65) + (199 *
$0.85) + (49 * $0.99) = $65.00 + $169.15 + $48.51 = $282.66.

For employees travelling in a motorcycle, the claimable rate is at $0.30 per KM/Mile travelled for the
first 200 KM/Miles, subsequent claimable rate is at $0.60 per KM/Mile travelled from 201 — 400
KM/Miles and lastly the claimable rate is at $0.80 per KM/Mile travelled from 401 KM/Miles onwards.

If the employee has travelled 450 KM/Miles in a motorcycle, the claimable amount is (200 * $0.30) +
(199 * $0.60) + (49 * $0.80) = $60.00 + $119.40 + $39.20 = $218.60.
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Chapter 9. Entitlement Setup

In the Entitlement Setup web page, you can define the yearly claim entittement amount for each

claim type per benefit scheme.

& Approval Setup

¢ | Template Setup

¢ | Define Template
¢ | Define Setting

¢ | Entitlerment Setup

¢ | sub Claim Setup
¢ | Code Setup

Click on the Entitlement Setup option in the Administrator menu to access the Entitlement Setup

web page.
43 33
Benefit Scheme: | MGR v || AddMew || Edit I Delete |
Claim Code * Entitlement +
B GENERAL EXPENSES CLAIM 1,000.00
B MEDICAL CLAIM 700.00
B TRANSPORT CLAIM 700.00

Add Row

Choose “Benefit Scheme” and a list of entitlement settings if any will be shown on the page.

Add New

To create a new benefit scheme, click the | “HHEER |
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33 33
Benefit Scheme:
Description:
Insert Back

Insert

Enter the details and click button to create the new scheme or Back button

to cancel the transaction.

@ You can assign the new claim benefit schemes that you have created to employees at the

Approval Setup web page.

33 33
Benefit Scheme: | MGR v Add New Edit Delete
To edit an existing benefit scheme, choose a “Benefit Scheme” and click the Edit button.
Update Back

Make the necessary changes and click button to save the changes or

button to cancel the transaction.

To delete an existing benefit scheme, choose a “Benefit Scheme” and click the Delete

1
button. & Deleted schemes are unrecoverable.

33 33
Benefit Scheme: | MGR v Add Mew Edit Delete
Claim Code = Entitlement *
B GENERAL EXPENSES CLAIM 1,000.00
B MEDICAL CLAIM 700.00
B TRANSPORT CLAIM 700.00

Add Row

To add in new entitlement settings for a benefit scheme, choose “Benefit Scheme” and click the

Add Row

button.
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Choose the claim template in “Claim Code” and specify the yearly claim entittement amount in
“Entitlement”. Click = button to save the settings or X button to cancel.
& You can only specify one entitlement for one claim code per benefit scheme.

To edit an existing setting, click on 2 button, enter the new details and click H button to save the

setting or X button to cancel.

1
To delete a setting, click on @ putton. & Deleted settings are unrecoverable.

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.

@At this juncture if you are creating a single Claim Form (without Sub Claims), you can proceed
directly to Chapter 12 Approval Setup.
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Chapter 10. Sub Claim Setup

In the Sub Claim Setup web page, you can create multiple Sub Claim Forms from a single Claim

Template.
Before you begin designing sub claims, ensure the following tasks are completed first:

v' A claim template’s xml file is created at Template Setup web page and designed with a
SUBCODE field with the settings “Header Text” Sub Claim, “Field Name” SUBCODE, “Field
Type” Dropdownlist, “Visible” Yes, “Editable” Yes and “Category” SUB.

v" A Claim Template is created with the xml file at Define Template web page.

v Define the claim rules for the Claim Template at Define Setting web page.

v' Employees’ yearly claim entitlement amounts setup for the Claim Template at Entitlement

Setup web page.

.
&

Claim

& approval Setup f’f-ﬁf’/j
¢ | Template Setup w ;
¢ | Define Template

¢ | Define Setting

& | Entitlement Setup
¢ | Sub Claim Setup
¢ | Code Setup

¢ | Grouping Field Setup

Click on the Sub Claim Setup option in the Administrator menu to access the Sub Claim Setup web

page.
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23 33
Code % Description #% Claim Code % Benefit Scheme %+ Allowance Code % Formula % Limit # Method # Block Year
= EXP_STA  STATIONERIES EXPEMSES STRM RECEIPT_AMOUNT * 7% = GST_AMOUNT ~ 50.00 iz 0
Transaction
WINTER (RECEIPT_AMOUNT * 10%) +
B @ expwn _,‘ﬁHN,_ EXPEMSES MGR WINTER RECEIPT_AMOUNT = 1,000.00 Block Year 2
e EMPLOYER_AMOUNT
2 f{if MED_DEN DENTAL MEDICAL RECEIPT_AMOUNT=EMPLOYER_AMOUNT:  0.00 0
& {0l MED_HLT HEALTH SCREEN  MEDICAL RECEIPT_AMOUNT=EMPLOYER_AMOUNT:  0.00 0
il MED_HOS HOSPITALISATION  MEDICAL HOSP 25000  Per Year 0
ol -
Z i MEeD_ouT URIEPSEE[J MEDICAL MED 50.00  Per Month 0
2 il TRS_ERP ERP TRANS 0.00 0
CAR:0-10070.65,CAR:101-3007
I _ 0.85,CAR:301-9999970,99 MOTOR:0-2007
S AILEAGE | y .00
@ T TRsML MILEA RANS 020 MOTOR:201-40070.60 MOTOR:401-  CC 0
0999970.80

Z i TRS_PAR PARKING TRANS 0.00 0
Add Row

To create a new Sub Claim Form, click on the

Sub Claim Form and click lﬂ button to save the code or X button to cancel.

AddRow | hytton. Enter in the details for the new

To edit an existing Sub Claim Form, click on & button, enter the new details and click lﬂ button to

save the setting or X button to cancel.

@ Once an employee has accessed and saved a Sub Claim Form, you cannot edit it.

To delete a Sub Claim Form, click on il button. & Deleted Sub Claim Forms are unrecoverable.

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.
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10.1 Understanding the Sub Claim Setup columns

This sub chapter explains the functions and purpose for each of the Sub Claim Setup’s standard

columns.

Q)
o
o
®

This is the code of the Sub Claim Form. It is a unique identifier and can be any code.

Description

The name of the Sub Claim Form.

Claim Code

This is the Claim Template that the Sub Claim Form will be based from.

Benefit Scheme

Either employees who have this claim benefit scheme can use this Sub Claim Form or the form can

be opened to all employees.

Allowance Code

Payroll’s Allowance Code that will receive the net claimable amount from the Sub Claim Form.

)
If you specify an allowance code here you must ensure the Claim Template, that the Sub

Claim Form is based from, has the “Transfer to Payroll?” checkbox ticked in the Configuration

web page.

Formula

This is where you can define simple equations between fields defined in the Claim Template’s xml
file similar to Define Setting’s “Process Method Calculation”. (For more information refer to 8.1

Understanding the Configuration Settings)

You can also define Mileage Computation Formula for Transport Sub Claim Forms here as well.
(For more information on how to define the formula you can refer to 8.2 Configuring Transport Claim

with Mileage Computation Formula)

Limit

Specify the claim amount limit or capping for the Sub Claim Form. The method of limit or capping is
defined at “Method”.
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Where “Limit” specifies the claim amount to cap, “Method” specifies how to cap it.

Method Purpose

Per Record Limit the amount the can be claimed per row of record in the Claim Form.
Per Transaction Limit the amount that can be claimed per Claim Form.

Per Day Limit the amount that can be claimed per day.

Per Month Limit the amount that can be claimed per calendar month.

Once Per Month Limit the amount that can be claimed per calendar month and only one

Sub Claim Form can be submitted per calendar month.

Per Year Limit the amount that can be claimed per calendar or financial year
depending on the Claim Template’s, which the Sub Claim is based from,

“Prorate Method” in Define Setting web page.

Once Per Year Limit the amount that can be claimed per calendar or financial year
depending on the Claim Template’s, which the Sub Claim is based from,
“Prorate Method” in Define Setting web page and only one Sub Claim

Form can be submitted per calendar or financial year.

Block Year Limit the amount that can be claimed per blocks of years. Once this

method is selected the “Block Year” column can be used.
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Block Year

Specify the number of years in blocks that the claim amount limit will be in effect. The system will
use the employee’s hired date to determine when to start enforcing the block year claim amount
limit.

Here is an example:

Sub Claim Form Description: Winter Clothing

Limit: $400.00

Block Year: 2

Employee Hired Date: 21% June, 2016

Employee can claim winter clothing expenses not exceeding $400.00 in total from 215 June, 2016 to
20" June, 2018. On 215t June, 2018 the employee can submit winter clothing expenses claims
again not exceeding the total of $400.00 till 20" June, 2020.
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Chapter 11. Grouping Field Setup

It is effective to design a single Claim Template xml file that contains all the required fields for all the
Sub Claim Forms that will be using this template. However, not every fields are applicable for each

Sub Claim Form.

In the Grouping Field Setup web page you can determine which field are applicable or not for each

Sub Claim Form.

& It is important to note that, in order for this feature to work, once you add a Grouping Field
record to a Sub Claim Form of a Claim Template, all the remaining Sub Claim Forms of that Claim

Template must have one record as well. Do not leave them blank.

¢ | Define Template

¢ | Define Setting

¢ | Entitlerment Setup

¢ | sub Claim Setup

& | Code Setyp

¢ | Grouping Field Setup
& | Currency Setup

,,-r; “

e
& Approval Setup = / =B
# | Ternplate Setup w g

¢ | Supervisor Access

Click on the Grouping Field Setup option in the Administrator menu to access the Grouping Field

Setup web page.
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Claim Code: | TRANSPORT CLAIM v
Sub Claim: | MILEAGE ¥
Column Name s Required Field £
B DISTANCE (KM) - CURRENCY3 Yes

Add Row

To start adding a new Grouping Field record for a Sub Claim Form, first choose the Claim

Template at “Claim Code” and the Sub Claim Form at “Sub Claim”.

Add Row

Then click on the button to add a new blank record for the Sub Claim Form.

Choose the Claim Template field that you want to enable exclusively for this Sub Claim Form at

“Column Name” column. To indicate this field is mandatory and must be filled in by employees

(cannot be left blank when employees access this Sub Claim Form), tick the “Required Field”

checkbox.

Click = button to save the Grouping Field record or P button to cancel.

Once a Claim Template field is enabled exclusively for a Sub Claim Form, employees accessing
this Sub Claim Form will be able to access this field. However, employees accessing other Sub
Claim Forms for this same Claim Template will not be able to access this field (the field will be

greyed out) unless that same field is also added in as Grouping Field record for those Sub Claim

Forms.

Here are some examples to better illustrate the points above.

43 43

Claim Code: | TRANSPORT CLAIM v

Sub Claim: | PARKING ¥

ERP Column Name
MILEAGE

7 i PARKING | RECEIPT AMOUNT - RECEIPT_AMOUNT Ves

Ak
Ak

Required Field

Transport Claim Template has 3 Sub Claim Forms. One Sub Claim Form processes ERP charges

claims, another processes mileage claims and the final form processes parking fees claims.
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43 43
Claim Code: | TRANSPORT CLAIM v
Sub Claim: | ERP v
Column Name % Required Field £
=] G’ RECEIPT AMOUNT - RECEIPT_AMOUNT Yes
33 23
Claim Code: | TRANSPORT CLAIM v
Sub Claim: | PARKING v
Column Name £ Required Field £
=] G’ RECEIPT AMOUNT - RECEIPT_AMOUNT Yes

Both ERP charges and parking fees sub claims require employees to key in their claim amount. So
they both require the Transport Claim Template xml field “RECEIPT_AMOUNT” to achieve this.

33 33

Claim Code: | TRANSPORT CLAIM v
Sub Claim: | MILEAGE ¥

Ak
Ak

Column Name Required Field

B DISTANCE (KM) - CURRENCY3 Yes

However, mileage sub claim is using a Mileage Computation Formula to automatically calculate
the claimable amount and do not require employees to key in their claim amount. Employees must
key in their distance travelled and so the Transport Claim Template xml field “CURRENCY3” is
added in as Grouping Field record for this Sub Claim Form.

At this point of the setup, the “RECEIPT_AMOUNT” field which is named as RECEIPT AMOUNT is
enabled exclusively for Sub Claim Form ERP and PARKING, and it is disabled for MILEAGE. The
field “CURRENCY3” which is named as DISTANCE (KM) is enabled exclusively for Sub Claim Form
MILEAGE and disabled for both ERP and PARKING.

SHR

Submit Claim

Entitlement YTD Used Balance

700.00 0.00 700.00
Trans No:  16031517543196
Employee: BEMIAMIN WONG
Claim Code: TRANSPORT CLAIM

Receipt Date” Sub Claim*  Mode of Transport® From* To* Distance (KM)* GST | Receipt Amount®
{[f|15/032016 || ERP v v I D oo 0.00]
0.00
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THR

Select Claim 3

Entitlement YTD Used Balance

700.00 0.00 700.00

Trans No: 16031517543196
Employee: BENJAMIN WONG
Claim Code: TRAMSPORT CLAIM

Receipt Date® Sub Claim*  Mode of Transport® From* To* Distance (KM)*
[T | 15/03/2016 PARKING v v [ Il |

When employees access the Sub Claim Forms ERP and PARKING, the field “Distance (KM)” is

disabled (greyed out) and the “Receipt Amount” is enabled and made mandatory.

GST | Receipt Amount®

0.00|| 0.00]
0.00

L SHR S

Select Claim 3

Entitlement YTD Used Balance

700.00 0.00 700.00

Trans No:  16031517543196
Employee: BEMIJAMIN WONG
Claim Code: TRANSPORT CLAIM

Receipt Date* Sub Claim*  Mode of Transport”® From* To* Distance (KM)* GST Receipt Amount®
[0 15/032016 || MILEAGE v v I | 0.00o.o0| R

0.00

For Sub Claim Form MILEAGE, the field “Distance (KM)” is enabled and made mandatory.
However, the field “Receipt Amount” is disabled because it was added in the Grouping Field Setup
exclusively for Sub Claim Form ERP and PARKING.

43 43
Claim Code: | TRANSPORT CLAIM v
Sub Claim: | ERP v
Column Name ¥ Required Field =
= ﬁ RECEIPT AMOUNT - RECEIPT_AMOUNT Yes

To edit an existing Grouping Field record, click on = button, enter the new details and click =

button to save the record or X button to cancel.

1
To delete a Grouping Field record, click on @ putton. & Deleted records are unrecoverable.

The Grouping Field Setup web page has a wildcard search at the top right corner where you can

quickly look for specific items in the web page.
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Chapter 12. Approval Setup

The Approval Setup function allows you as the Administrator to setup the approval flow for each
employee by indicating each employee’s reporting supervisors as the employee’s TIMES Claim

approvers.

These approvers will be responsible in reviewing, approving and rejecting their reporting employees’

claim applications.

Additionally, you can designate the roles of Administrator and Entry Officer to specific employees in
this function. Do note that Administrators have access to both HR and Administrator menus.

-

| “w‘

Claim

& Approval Setup ff/?/‘
¢ | Template Setup w ;
¢ | Define Template

¢ | Define Setting

1. Click on the Approval Setup option in the Administrator menu to access the Approval Setup

web page.

I SHR
Flow Type: Claim v
Claim Code: - Default - v
Department FINANCE DEPARTMENT [FIN] s | @

Save

Advanced
’7Employee: Search Copy Flow Change Flow Upload Flow Export

2. At the Approval Setup web page, ensure the “Flow Type” is Claim.

3. Choose either — Default — or a specific Claim Template from “Claim Code”. Approval flow for —
Default — “Claim Code” applies to all Claim Templates that do not have any approval flow
defined specifically for them.

4. 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.
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5. 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 %3 |t see the results.

12.1 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.

12.2 Editing Benefit Scheme for each Employee

If you have created new Benefit Schemes from Entitlement Setup web page, you can assign and

change employees’ Benefit Schemes at the Approval Setup web page.

ki kb
Flow Type: Claim »
Claim Code: - Default - r
Department FINANCE DEPARTMENT [FIN] TR,
Save
Advanced
(Emplwee: Search Copy Flow Change Flow
Employes No Employes Name Benefit Scheme Approver 1
001 DAVID GAN MGR 001
DAVID GAM
Enter or change the “Benefit Scheme” and click Save button to save the changes.
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12.3 Setting up the Claim Approval Flow

To setup the approval flow, you need to key in the approver's employee number for each employee
under the approver columns (they are called “Approver 17, “Approver 2” and “Approver 3”). You can
also designate the stand-in approvers for each of the main approvers (they are called “Stand In

Appr 17, “Stand In Appr 2” and “Stand In Appr 3”).

Employee No Employee Name Benefit Scheme Approver 1 Stand In Appr 1 Approver 2 Stand In Appr 2 Approver 3 Stand In Appr 3 Hr Query Entry Query
003 JAMES ONG MGR 001 003
DAVID GAN CINDY LIM
101 CHRIS LEE MNON-MGR 001 003 002 o4
DAVID GAN CINDY LIM BENJAMIN WOMNG  LAWRENCE LEE
102 SALLY CHONG MNON-MGR 001 003 002 o4
DAVID GAN CINDY LIM BENJAMIN WONG  LAWRENCE LEE

The system provides up to three levels of approval for each employee and these approvers must be

entered into the approver 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 “Approver 1” and the head of

department’s employee number is setup at “Approver 2” for the employee.

Once you have completed the entry, click the S 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 approver columns and click on the S button.
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12.4 Assigning the Administrator Role
The role of Administrator grants the employee access to the Administrator and HR menu.

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

can have access to in order to manage their information.

Employee No Employee Name 1 Stand In Appr 1 Approver 2 Stand In Appr 2 Approver 3 Stand In Appr 3 Hr Query Entry Query
DAVID GAN ALL ALL
002 BEMNJAMIN WONG
003 CINDY LIM

To designate an employee as Administrator, enter the Query Name (case sensitive) at the “Hr

Query”. Then click the Save button to save the entry.

To remove the Administrator role from an employee, simply delete the Query Name at the “Hr

Query” and click the Save button.

12.5 Assigning the Entry Officer Role

The role of Entry Officer grants the employee the ability to submit on behalf his or her colleagues’

claim applications and will have access to the Entry Officer menu.

Before you can designate an employee as an Entry Officer, you must have a Query created from
TIMES Payroll application. The Query will determine the list of employees that the Entry Officer can

have access to in order to manage their duty rosters and time sheets.

Employes No Employee Name 1 Stand In Appr 1 Approver 2 Stand In Appr 2 Approver 3 Stand In Appr 3 Hr Query Entry Query
DAVID GAN ALL ALL
002 BEMNJAMIN WONG
003 CINDY LIM

To designate an employee as an Entry Officer, enter the Query Name (case sensitive) at the “Entry

Save

Query”. Then click the button to save the entry.

To remove the Entry Officer role from an employee, simply delete the Query Name at the “Entry

Save

Query” and click the button.

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 51 of 82



TIMES TIMES Claim Standard Setup and Maintenance User Guide for Administrators
SOFTWARE Release 4.0

12.6 Automatic Setup of the Approval Flow

& You can only use this feature 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 | Thjg
function transfers the list of approvers from one source location (such as from another system or

module) over to this system.

Advanced
’7Employee: Search Copy Flow Change Flow Upload Flow Export

Click on the Lo Flow | hytton to access the Copy Flow pop-up window.

Copy Flow b
(5 kb
From To

Module: Leave v | Module: Claim r
Flow: Leave v | Flow: Claim r
Flow Flow
Category: - Default - v Category: - Default - v

Include stand-in Overwrite flow Copy -

Choose the “Module”, “Flow” and “Flow Category” 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.

Choose “Flow Category” to copy the approval flow to a Claim Template. Choosing — Default —
indicates global setting.

If the source has stand-in approvers setup, you can click on the ' Include stand-in checkbox to tick it in

order for the system to copy them over.

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.

Click Copy to initiate the process. @ You can still manually change the approvers for

each employee after L 2PYFlo | had been executed.
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12.7 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
’7Employee: Search Copy Flow Change Flow Upload Flow

Export

Click on the |_“hange Flow |, 110n to access the Change Flow pop-up window.

Change Flow
b kb
From
Supervisor: 001 Supervisor:
. . Flow
Flow: Claim Category:
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.

Choose a Claim Template or leave it as default at “Flow Category” to indicate which approval flow

will be updated.

Ensure the “Flow” is Claim and click Change

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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12.8 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 | Upload Flow | featyre.

Advanced
’7Employee: Search Copy Flow Change Flow Upload Flow Export

Click on the | Ypload Flow | tton to access the Upload Flow pop-up window.

Upload Flow x
ki kb

[ Download Template

[ Browse File ] [ Upload File ]
Template Choose File | Mo file chosen Flow: Claim
Category: | - Default - r
Upload

First step is to download the system’s excel template document. Click on the | T®™Plale | pytton 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 | ©heese File | t5 choose the completed excel document.

Finally, at Step 3, ensure the “Flow” is Claim, choose a Claim Template or default at “Category” and

click the | YPlad | pytton to upload the approval flow information from the selected excel

document into the system.
12.9 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 Export | putton.

Advanced
’7Employee: Search Copy Flow Change Flow Upload Flow

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 54 of 82



TI MEs TIMES Claim Standard Setup and Maintenance User Guide for Administrators
SOFTWARE Release 4.0

Chapter 13. Supervisor Access

You can assign the rights for approvers to make changes to their reporting employees’ submitted

claim applications at Supervisor Access web page.

& Approval Setup

¢ | Template Setup

¢ | Define Template

¢ | Define Setting

¢ | Entitlerment Setup

¢ | sub Claim Setup

¢ | Code Setup

¢ | Grouping Field Setup
e | currency Setup

¢ | Supervisor Access
¢ | Misc Setup
¢ | Policy Editor

Click on the Supervisor Access option in the Administrator menu to access the Supervisor Access

web page.
33 23
Enable &ll © Disable All ® Custom F
Claim Code ® Level ® Editable ®
_‘[ - Default - 1 L
] - Default - 2 v
_‘[ - Default - 3 L
il EXPENSES 1
i EXPENSES 2
il EXPENSES 3
i MEDICAL 1 ’
il MEDICAL 2 ’
| MEDICAL 3 v
il TRANS 1 ’
i TRANS 2 ’
il TRANS 3 ’
| Create New || Save |
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If you have created new Claim Templates, click on the | _Create Hew | putton to allow the system to

automatically create rows of record for the new templates.

To allow an approver at a specific approval flow level to make changes to submitted claim

applications, click ' checkbox under the column “Editable” to tick it. Then Save button to

save the changes.

You can click on ' Enable All 1o allow all approvers to be able to make changes to submitted

claim applications or "' Disable All to deny them.

To delete a record, click the i button.

If you want to recover the deleted records, you need to first delete all records for the Claim

Template and then click on the |__Create New | bytton to re-generate the records.

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.
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Chapter 14. Setting up Email

With the Claim Templates, Sub Claim Forms (if applicable), Claim Rules, Claim Entitlements and

Approval Flows setup completed, before employees can access their Claim Forms the system’s

automated emails need to be setup for each Claim Template.

You need to first setup the header format for the email, followed by the email’'s body contents and

lastly the email routing flow.

Here’s a sample email format that illustrate the header and body portions of the email:

To 101@timesoft.com

Thu 15/10/2015 10:24 AM
101@timesoft.com

Claim Application has been submitted

o If there are problems with how this message is displayed, click here to view it in a web browser.

- For security concern, please do not forward this mail.

Header
Claim Application
Department HUMAN RESOURCE DEPARTMENT Designation HUMAN RESOURCE EXECUTIVE
Employee Name ANGELA Employee No 101
Transaction No 15101510232053 Cost Centre COST CENTER 1
Division NONE Location LOC2
Email 101 @timesoft.com D.0.B 01/01/1980
Creation Date 15/10/2015 Claim Period
Claim Status Pending For Level 1 Approver BEN [002]
GENERAL CLAIM - ANGELA [101]
Receipt Date Receipt No | Remark Purpose / Description Attach Receipt GST Receipt A t Claimable A t
15/10/2015 1 1 1 0.00 1.00 1.00
Total 0.00 1.00 1.00
Body
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14.1 Setting up Email Header

To start off we first create the email’'s header format.

. I
l_»;::': L ‘?l

Claim

& Approval Setup =
& | Template Setup

& | Define Template

¢ | Define Setting

# | Entitlement Setup

& | Sub Claim Setup

& | Code Setup

& | Grouping Field Setup
¢ | Currency Setup

& | Supervisor Access
& | Misc Setup

# | Policy Editar

& | Mews Editor

@@ Mail Header Setup

@& Mail Template Setup
@& Mail Route Setup

. Audit Log

. Action Log

Click on the Mail Header Setup option in the Administrator menu to access the Mail Header Setup

web page.
23 23
Header Name:| HEADER1 v || Add New || Edit 1 Delete Fine
Table ® Field ® Description ®

3 i MEDICAL Transaction No. TETE T
3 i MEDICAL Creation Date Creation Date
3 i EMPLOYEE Employes No. Emplayee No
3 ._T EMPLOYEE Employee Name Employee Name
2 @ MEDICAL Claim Status SRS
2 @ MEDICAL Supervisor Superviser

| Add Row |
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To create a new email header format, click on the

ki kb

Header Mame: |HEADER1|
Insert Back

Add New button

Enter the “Header Name” and click Insert button to create the new header or
Back to cancel the transaction.
To make changes to the email header format's name, click on the ELT button. Make the

necessary changes and click

cancel the transaction.

button to save the changes or

Back

button to

. . ! .
To delete the email header format, click on the | Delete button. A Deleted email header
formats are unrecoverable.
bk bk
Header Name: | HEADER1 Add New
Table Field ® Description ®
MEDICAL Transaction No. Trans No
MEDICAL Creation Date Creation Date
EMPLOYEE Employee No. Employee No
EMPLOYEE Employee Name Employee Mame
MEDICAL Claim Status Status
MEDICAL Supervisor Supervisor
HX MEDICAL v
Transaction Mo.
Creation Date
Claim Status
Claim Period
| Supervisor
Add Row
With the new header created, click on the | A94EW [ hytton to create a new contents record for

the header.

Choose the “Table” and “Field” for the location where the system will read from and name the

content in “Description”. Click > button to save the record or X button to cancel.

To edit an existing record, click on & button, enter the new details and click H button to save the

record or X button to cancel.
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1
To delete a record, click on il button. & Deleted records are unrecoverable.

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.
14.2 Setting up Email Body

Next we create the email’'s body format.

4

)

Claim

#,f_' =
& Approval Setup ff'_f’y’_i}
& | Template Setup w
& | Define Template

& | Define Setting

& | Entitlement Setup

& | Sub Claim Setup

& | Code Setup

& | Grouping Field Setup

& | Currency Setup

& | Supervisor Access

& | Misc Setup

& | Policy Editor

& | News Editor

& Mail Header Setup

| @& Mail Template Setup |

a@a Mail Route Setup
. Audit Log
. Action Log

Click on the Mail Template Setup option in the Administrator menu to access the Mail Template

Setup web page.

22 3
Template Name: | MEDICAL CLAIM TEMPLATE v AddNew || Edit I Delete |
Header Text s Order 3 Visible s
] i | Receipt Date | Yes
A Sub Claim 2 Yes
- | i | Receipt No 3 Yes
} _[ Clinic / Hospital 4 Yes
} _[ Diagnaosis 5 Yes
3 _[ Remark & ‘fes
} _[ Purpose / Description 7 Yes
} _[ Receipt Amount 8 Yes
A _[ Claimable Amount 9 Yes

To create a new email body format, click on the | A44New | hytion.
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ki kb
Template Name: MEDICAL CLAIM TEMPLATE|
Claim Code: GEMERAL EXPENSES CLAIM +
Mail Header: HE&DERT »
Inzert Back

Enter the name of the email body format name at “Template Name”.
Choose a Claim Template at “Claim Code”.

Choose an email header format at “Mail Header”.

Click LT button to create the new body or Hack to cancel the transaction.
To make changes to the email body format, click on the ELT button. Make the necessary
changes and click | YPdat [ pytton to save the changes or Bk button to cancel the

transaction.

To delete the email body format, click on the Delete button. & Deleted email body

formats are unrecoverable.

kb kb
Template Name: | MEDICAL CLAIM TEMPLATE v Add New Edit Delete
Header Text ¥ Order @ Visible ¥
] | Receipt Date 1 Yes
7 m Sub Claim 2 fes
] | Receipt No 3 Yes
= B | Clinic / Hospita 4 Yes
] | Diagnosis 5 Yes
2 Remark 6 Yes
} m Purpose / Description 7 Yes
2 m Receipt Amount 8 Ves
2 m Claimable Amount 9 Yes

Once you have created the new email body, the system will show you the list of fields that are
obtained from the Claim Template.

Click on the = button to make changes to the ordering of the field by entering the “Order” and to

indicate if the field should be displayed in the email by ticking the “Visible” checkbox.

Click = button to save the changes or X button to cancel.

1
To delete a record, click on il button. & Deleted records are unrecoverable.

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.
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14.3 Setting up Email Routing

Once the email format setup completed, you can then begin to design the email routing at Mail

Route Setup web page.

5
5 Approval Setup — 2 =%
& | Template Setup w
& | Define Template

& | Define Setting

& | Entitlement Setup

& | Sub Claim Setup

& | Code Setup

& | Grouping Field Setup

& | Currency Setup

& | Supervisor Access

& | Misc Setup

& | Policy Editor

& | News Editor

@4 Mail Header Setup

Iﬁmmmmmjﬂ- i P
@a Mail Route Setup

. Audit Log

. Action Log

Click on the Mail Route Setup option in the Administrator menu to access the Mail Route Setup

web page.
33 bk
Claim Code: | MEDICAL CLAIM v
Event: On Submitted
Level Mail Alert Route To Applicant Route To Prev Level Route To Current Level Route To Next Level Cc Group Name

Mo Records.

|_Create Route |

Choose the Claim Template at “Claim Code” and “Event”. & You must create an email routing

rule for every event.

Click on |__Create Route | hutton to create an email route record.
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kb kk

Claim Code:| MEDICAL CLAIM v
Event: On Submitted

Level # Mail Alert ® Route To Applicant ® Route To Prev Level ® Route To Current Level ® Route To Mext Level ®

1 Yes Yes Yes Yes Yes

ad
=

Delete Route

Click on the = button to start configuring the email route record.
Click on the “Mail Alert” checkbox to tick it in order to activate the email route record.

Decide who will receive the email by clicking on the checkboxes for routing to applicant,

previous approver, current approver and next approver.

Click = button to save the changes or X button to cancel.

1
To delete a record, click on il button. & Deleted records are unrecoverable.

To delete the entire email routing rules for a Claim Template and event, click on the | Delete Route
button.

The web page has a wildcard search at the top right corner where you can quickly look for specific
items in the web page.
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Chapter 15. Currency Setup

For multi-currencies claims, you can setup and maintain the currency exchange rate table in
Currency Setup web page for the system to refer to when the system performs a currency

conversion.

All exchange rate for each foreign currency defined here is based on the exchange rate of 1 unit of

local currency to the foreign currency or the foreign currency’s selling rate.

& Approval Setup
¢ | Template Setup
¢ | Define Template
¢ | Define Setting
¢ | Entitlement Setup

¢ | sub Claim Setup

¢ | Code Setup

¢ | Grouping Field Setup
¥ | Currency Setup

¢ | Supervisor Access
& | Misc Setup

Click on the Currency Setup option in the Administrator menu to access the Currency Setup web

page.
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Currency Code: | MALAYSIA RINGGIT v Add New Edit Delete
From Date ® To Date ® Exchange Rate ®
J I 01/08/2015 31122015 3.0399973
J [ 01/01/2016 31/01/2016 2.9095585
- | i 29/02/2016 2,9825700
B m 01/03/2016 31/03/2018 3.0068098

Add Row

To create a new currency code, click the | AddNew | htton.
k kk
Mew Currency Code: MYR
Description: MAL&YSIA RINGGIT]
Insert Back
Enter the details and click e button to create the new currency or Back to

cancel the transaction.

Click | AddRow | hytton to add a new currency rate record. Enter the date range and the

exchange rate. Click = button to save the changes or X button to cancel.
To edit an existing record, click on & button, enter the new details and click H button to save the

record or X button to cancel.

1
To delete a record, click on il button. & Deleted records are unrecoverable.

The web page has a wildcard search at the top right corner where you can quickly look for specific

items in the web page.
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Chapter 16. Policy Editor

You can write-up your organisation’s claim policies and publish them at the Policy Editor web

page.

& Approval Setup

¢ | Template Setup

¢ | Define Template

¢ | Define Setting

¢ | Entitlement Setup

¢ | sub Claim Setup

¢ | Code Setup

¢ | Grouping Field Setup
¢ | Currency Setup

¢ | Supervisor Access

Policy Editar
& | Mews Editor
lzd Mail Header Setup

Click on the Policy Editor option in the Administrator menu to access the Policy Editor web page.

33 33
Company: A
Code:
Description:
B I U ESEE | Sty = | Paragraph = | FontFamily = | FontSize -
P EEYr =Y LB Fo|Ho G AR
= ([ Fnt — % |2 © H=|dmw =

id =i 4 IR I R
Lorem Ipsum is simply dummy text of the printing and typesetting industry.

Lorem Ipsum has been the industry's standard dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make a type specimen book. It has survived not only five
centuries, but alss the leap into electronic typesetting, remaining essentially unchanged.

It was popularised in the 1960s with the release of Letraset sheets containing Lorem Ipsum passages, and more recently with desktop publishing software like Aldus PageMaker including versions of Lorem Ipsum.

t is a long established fact that a reader will be distracted by the readable content of a page when looking at its layout. The point of using Lorem Ipsum is that it has a more-or-less normal distribution of letters, as
opposed to using 'Content here, content here', making it look like readable English.

Many desktop publishing packages and web page editors now use Lorem Ipsum as their default model text, and a search for 'lorem ipsum’ will uncover many web sites still in their infancy. Various versions have
evolved over the years, sometimes by accident, sometimes on purpose (injected humour and the like).

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium deloremgue laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt
explicaba. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuntur magni dolores eas qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui dalorem
ipsum quia dolor sit amet, consectetur, adipisci velit, sed quia non numguam eius modi tempara incidunt ut labore et dolore magnam aliguam quaerat voluptatem. Ut enim ad minima veniam, quis nastrum
exercitationem ullam corparis suscipit labariosam, nisi ut aliquid ex ea commodi consequatur? Quis autem vel eum iure reprehenderit quiin ea voluptate velit esse quam nihil molestize consequatur, vel illum qui
dolorem eum fugiat quo voluptas nulla pariatur?]

Path: p » span = span » span y:

[ Save

Choose a “Company”.

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 66 of 82



TIMES TIMES Claim Standard Setup and Maintenance User Guide for Administrators
SOFTWARE Release 4.0

Enter the “Code” and “Description” for the claim policy.

Enter the claim policy details in the word editor.

Click Sive button to save the claim policy and publish it for all users to see in their Policy

web page.
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Chapter 17. News Editor

You can publish news at the News Editor web page.

& Approval Setup

& | Template Setup

& | Define Template

& | Define Setting

& | Entitlement Setup

& | Sub Claim Setup

& | Code Setup

# | Grouping Field Setup
¢ | Currency Setup

& | Supervisor Access

& | Misc Setup
& | Policy Editor
& | News Editor
e Mall Header Setup

@@ Mail Template Setup

Click on the News Editor option in the Administrator menu to access the News Editor web page.
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(43 33

B JT U |E=S= S| styks = | Paragraph = | FontFamily = | FontSiz=

AaB@EAat|sE=E« L EFOHo QAR

] —GiEx [ © =D n|z

id i=RIE . T I MO EEE

Please submit claim 2015 before 15th Jan 2015, Thank you.

Path: div » p » span Y.
| Save |
Enter the news in the word editor and click %3¢ | putton. All users can see the news under

the Announcement heading at their dashboards.
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Chapter 18. Audit Log
You can track transactions made by administrators at the Audit Log web page.
-] Approval Setup
¢ | Template Setup
¢ | Define Template
¢ | Define Setting
& | Entitlerment Setup
& | Sub Claim Setup
& | Code Setup
& | Grouping Field Setup
& | Currency Setup
¢ | Supervisor Access
¢ | Misc Setup
& | Policy Editor
& | Mews Editor
@@ Mail Header Setup
@@ Mail Template Setup
all Royte Setup
,Audit Log
. Action Log
Click on the Audit Log option in the Administrator menu to access the Audit Log web page.
33 (13
Location: Al r
Operation: | Al v
Date Range: |16/03/2016 to [16/03/2016
User Id:
| Search 1 Export |
Detail Userld Role Keyl Key2 Key3 Date Time Location Operation  Record Id Ip Message File
Detail ADMIN hr claim _Blank 16/03/2016 09:23:10.5630000 Approval Setup Update 0O 192.168.1.72
Detail ADMIN hr claim _Blank 16/03/2016 09:23:11.1560000 Approval Setup Update 0 192.168.1.72
Detail ADMIN hr claim _Blank 16/03/2016 09:23:51.8570000 Approval Setup Update 0O 192.168.1.72
Detail ADMIN hr claim _Blank 16/03/2016 09:23:52.0440000 Approval Setup Update 0 192.168.1.72
Detail ADMIN hr claim _Blank 16/03/2016 09:24:02.8550000 Approval Setup Update 0O 192.168.1.72
Dietail ADMIN - admin 16/03/2018 10:08:23.2020000  Supervisor Access Setup nsert 192.168.1.72
Dietail ADMIMN  admin 16/03/2016 10:08:23.3270000 Supervisor Access Setup Insert 192.168.1.72
Detail ADMIN  admin 16/03/2016 10:06:23.3890000 Supenvisor Access Setup nsert 192.168.1.72
ADMIMN  admin 16/03/2016 10:19:44,3490000  Supervisor Access Setup Delete 12 192.168.1.72 (i)
ADMIN - admin 16/03/2018 10:19:57.6120000  Supervisor Access Setup DCelete " 192.168.1.72 @
ADMIN  admin 16/03/2016 10:20:01.2120000 Supervisor Access Setup Delete 10 192.168.1.72 (i)
Dietail ADMIN - admin 16/03/2018 10:20:03.1940000  Supervisor Access Setup nsert 192.168.1.72
Dietail ADMIMN  admin 16/03/2016 10:20:03.2720000  Supervisor Access Setup Insert 192.168.1.72
Dietail ADMIN - admin 16/03/2018 10:20:03.3500000  Supervisor Access Setup nsert 192.168.1.72
ADMIN  admin 16/03/2016 11:07:50.7230000 Mail Template Setup Delete 31 192.168.1.72 LC] -
Show Page | 1 v | of 1 Pages First Prev Mewxt Last Display | 500 v | Records Per Page

Enter your search criteria and click - 52" | hytton to retrieve the audit log.
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Click | Detal | putton to see the details of the record and '*' button for messages.

Click |___B®ott | button to export the audit log into a report.

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 70 of 82



TIMES TIMES Claim Standard Setup and Maintenance User Guide for Administrators
SOFTWARE Release 4.0

Chapter 19. Action Log

You can track transactions made by users at the Action Log web page.

4

o

Claim

2 approval Setup < Ry
¢ | Template Setup w g
¢ | Define Template

¢ | Define Setting

& | Entitlerment Setup

& | Sub Claim Setup

& | Code Setup

& | Grouping Field Setup

& | Currency Setup

¢ | Supervisor Access

¢ | Misc Setup

& | Policy Editor

& | News Editor

@@ Mail Header Setup

@@ Mail Template Setup

&4l Mail Route Setup

Audit Log

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

ki bk
Location: Al r
Operation: | Al v
Date Range: |01/01/2016 to [16/03/2016
User Id:
| Search Il Export |

Detail User Id Role Date Time Location Operation Ip

| Detail 101 emp 05/02/2016 15:07:43.5280000 Subrmit Claim Submit 192.168.1.189

| Detail ADMIN hr 10/03/2016 16:30:43.4290000 Submit Claim Submit 192.168.1.199
Show Page | 1 ¥ | of 1 Pages First Prev Mewxt Last Display | 500 v | Records Per Page

Enter your search criteria and click . 3" | putton to retrieve the audit log.

Click | Dietail button to see the details of the record.
Click | E#pot  [hytton to export the audit log into a report.
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Chapter 20. Approve, Reject and Edit Claim

As TIMES Claim HR Administrator you can make changes, approve and reject employees’
submitted Claim Forms without any restrictions at the Approve Claim web page.

ek
K

Claim

- ? "' .
7 approve Claim w’/ s

Ca Submit on behalf
[ S .
1 Wiew Claim
2*| Report
Y¥TD Entitlement

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

THR
Department - ALL - JJ
Employee - ALL - L)
Claim Code - ALL - ¢ | Query
Detail Creation Date Transaction No Claim Code Employee Mo Employee Name Total Amount Claimable Amount Print
=] 05/02/2016 16020515063580 MEDICAL CLAIM 1m CHRIS LEE 100.00 100.00
=+ ] 28/12/2015 15122912150103 TRANSPORT CLAIM m CHRIS LEE 36.50 56.50

Display | 200 ¥ | Records Per Page

Show Page | 1 ¥ | of 1 Pages First Prev Mext Last
Edit Approve

Reject

You can use the “Department”, “Employee” and “Claim Code” drop-down lists to filter the list of

submitted Claim Forms. If you have selected multiple values you can view them by clicking on this

) putton.
You can look for a specific Claim Form by entering the transaction number of the Claim Form at the

“Trans No” and clicking on the Cuery button.
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To see the details of the Claim Form click on the “. button.
To print the Claim Form click on the button.

To approve a Claim Form, click on the Claim Form’s checkbox to tick it in order to select it and

click the | Approve button.

To reject a Claim Form, click on the Claim Form’s checkbox to tick it in order to select it and click

the Reject button.
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20.1 Editing a Claim Form

To edit a Claim Form, click on the Claim Form’s

checkbox to tick it in order to select it and click

Edit
the button.
ki 33
Ol Select Claim B Submit Claim
Entitlement YTD Used Balance
500.00 0.00 500.00
Trans Mo: 16020515063580
Employee: CHRIS LEE
Claim Code: MEDICAL CLAIM
Receipt Date* Sub Claim® Receipt No* Panel Doctor* Diagnosis Remark* Purpose / Description* Receipt Amount* Claimable Amount
} 05/02/2016 DEMNTAL 12345678 toothache 100.00 100.00
Total 100.00 100.00
2 Edit Entry _| Delete Entry I save Changes X Cancel Changes

You will then see the entire Claim Form. Click on the = button to edit the records in the Claim

Form.

U HR

Ol Select Claim B Submit Claim

Entitlement

Balance
500.00 0.00 500.00
Trans Mo: 16020515063580
Employee: CHRIS LEE
Claim Code: MEDICAL CLAIM
Receipt Date™ Sub Claim* Receipt No™ Panel Doctor*® Diagnosis Remark® Purpose / Descripti
Il X 05022016 || DENTAL v |[12345678 toothache |8 |8
Total
Reason of Amendment x
Confirm

Make the necessary changes and click = button to save the record or X button to cancel.

Before saving the changes, the system will ask you to enter the “Reason for Amendment”. Enter the

reason and click | Confirm

| button.
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Chapter 21. Submit Claim on Behalf

You can submit claim applications on behalf of employee at the Submit on behalf web page.

.
EZ submit on behalf
B view Claim

‘| Report

S ¥TD Entitlement

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

| THRY

Insert Claim ﬂ Submit Claim

Trans Mo: 16031617392321

Employee: | BEMJAMIN WONG v Select

Claim Code:| =

Choose an “Employee” and click | Select | putton.

1 HR

Insert Claim ﬂ Submit Claim

Trans Mo:  16031617392321

Employes: BEMIAMIMN WONG f_J
Claim Code: T

Choose a Claim Form in “Claim Code”.

If you want to re-select a different employee, click on the ..-"“_:I button.
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ki bk
Ol Select Claim B Submit Claim
Entitlement YTD Used Balance
700.00 1.00 699.00
Trans Mo: 16031618080341
Employee: BEMNJAMIN WONG
Claim Code: MEDICAL CLAIM
Receipt Date™ Sub Claim* Receipt No™ Panel Doctor* Diagnosis Remark* Purpose / De
el X [ 16032018 ] il I I
Total
3
Add Row Confirm -
A Edit Entry [ Delete Entry I sawe Changes X Cancel Changes

Enter the details in the Claim Form.
Click H button to save the record or X button to cancel the transaction.

After saving the record you can click | A94Rew | hitton to add another record into the Claim

Form. Then enter the details for the new record and click lﬂ button to save the record.

To edit a record click on the = button.

1
To delete a record click on the w button. & Deleted records are unrecoverable.

Once you have finished with your transactions, click on the | Cenfirm | pytton to save the Claim

Form as a draft copy.
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ki bk
n Select Claim n Insert Claim
Trans Mo: 16031618080341
Employee: BEMIJAMIN WONG
Claim Code: MEDICAL CLAIM
Receipt Date Sub Claim Receipt No Panel Doctor Diagnosis Remark Purpose [ Description Receipt A t Claimable A t
16/03/2016 HEALTH SCREEN MC12345 Mone General health screening 20.00 20.00
16/03/2016 DENTAL MC3456 none Dental checkup 50.00 50.00
Total 70.00 70.00
| Back 1 Submit |
At the draft copy of the Claim Form you can choose to click on the | S4bmit | hytton to submit
the Claim Form to the approvers for review or click on | Ba%k | putton to make further

changes to the Claim Form.

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 77 of 82



TIMES

SOFTWARE

TIMES Claim Standard Setup and Maintenance User Guide for Administrators

Release 4.0

Chapter 22. View Claim

At the View Claim web page you can view employees’ Claim Forms as well as make changes to

them or delete them.

et .

L Approve Claim
et .

L Submit on behalf

1 Wiew Claim

2*| Report
« YTD Entitlement

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

(33 2
Department - ALL -
Employes - ALL -
Claim Code - ALL -

Detail Creation Date

7 | 16/03/2016
F 16/03/2016
F 14/03/2016
7 | 10/03/2016
5 10/03/2016
7 05/02/2016
5 19/01/2016

Show Page | 1 ¥ | of 1 Pages
Edit Claim Delete Claim

Transaction No

16031618080341
16031618045371
16031416364903
16031016302173
16031016102253
16020515063580

16011915425926

i Period| 2016 ¥ | Status

Claim Code

MEDICAL CLAIM
MEDICAL CLAIM

SALL- v

Employee No

GEMERAL EXPENSES CLAIM

MEDICAL CLAIM
MEDICAL CLAIM
MEDICAL CLAIM
MEDICAL CLAIM

002
002
002
002
002
10

002

First Prev MNext Last

Employee Name
BENJAMIN WONG
BEMNJAMIN WONG
BEMNJAMIN WONG
BENJAMIN WONG
BEMNJAMIN WONG
CHRIS LEE
BEMNJAMIN WONG

Draft

Total Amount

T0.00
20,00
550.00
1.00
12.00
100u00
1.00

Pending

Cuuery

Claimable Amount Print

70.00
20.00
550.00
1.00
12.00
100.00
1.00

Display | 20 v | Records Per Page

Approved Rejected

You have the filters (such as “Department”) to filter the list of Claim Forms in the web page. If you

have selected multiple values you can view them by clicking on this "*' button.

You can look for a specific Claim Form by entering the transaction number of the Claim Form at the

“Trans No” and clicking on the

To see the details of the Claim Form click on the “. button.

Cuery
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To print the Claim Form click on the button.

To edit a Claim Form, click on the Claim Form’s checkbox to tick it in order to select it and click

the | EditClaim | pytton.

To delete a Claim Form, click on the Claim Form’s checkbox to tick it in order to select it and

click the | Delete Claim | htton.

1 )
& Deleted Claim Forms are unrecoverable.
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Chapter 23. Year To Date Claim Entitlement

At the YTD Entitlement web page you can view each employee’s claim entitlement amount and

balances.

=7} Approve Claim
E@ submit on behalf
1 Wiew Claim

¢ Beport

« YTD Entitlement

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

bk bk
Employee: | BENJAMIN WONG »

Claim Description

=
I3

=i

-
=1
=1

(=

I3

Claim Code s
EXPENSES GEMNERAL EXPENSES CLAIM
MEDICAL MEDICAL CLAIM
TRANS TRANSPORT CLAIM

Balance s
1,000.00
629.00

700.00

Choose an “Employee” to see the employee’s claim entitlement amounts and balances.
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Chapter 24. Report

You can generate reports in Report web page.

@ Approve Claim
[==-] )
L Submit on behalf

[==_ - .
L Vew Claim

2*| Report
' YTD Entitlement

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

ki kk
Report Type Departmental Claim in Summary «
Drepartrment - ALL - s« | ()
Cost Centre - ALL - s | LE)
Employes - ALL - « | ()
Claim Code - ALL - s | ()
Sub Claim - ALL - s | (0
Range Creation Date
® Date Range [01/03/2016 To |310I2016

Payroll Period |01 ¢ [|[E =
Status SALL- v
Report Format | Excel «

Export |

1. Choose “Report Type”.
2. Choose your criteria (such as “Department”). If you have made multiple selections you can view

them by clicking the "' button.
3. Choose “Report Format”.

4. Click|__ E®ott | pytton to generate the report.
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24.1 List of Reports
The following is a list of reports available for the Administrator.

Departmental Claim in Summary

A report to show departmental employees’ claim information in summary.

Department Claim in Details

A report to show departmental employees’ claim information in details.

Personal Claim in Summary

A report to show own claim information in summary.

Personal Claim in Details

A report to show own claim information in details.
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