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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 Form is a web-based forms management system where employees can submit e-form
online with scanned document. The system made use of internet technologies to support web-
based paperless form application/submission of your employees. Administrators can easily assess
employee’s current form status, details, and retrieve data. All departmental heads could easily

assess their own employees’ forms.

g 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 supports@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 Form System, the Administrator begins by creating Forms that employees

can fill in.

To start off, the Administrator must create the forms and define the question rules for them.

17"'\ AT . 9 \
Form Code | |
and Question and Form Section Approval Flow Approval Flow
Description Answer Setup Setup Query Setup Setup
Setup

\ J

First, master codes for drop-down lists/radio button/multiple choice in the system will be setup in
Question Answer Setup.

Next, the Administrator creates the questions at Question Setup and tag to the pre-defined answer

creates in Question Answer Setup.

The Administrator then creates the Form at Form Setup by assigning the Question Profile which
assigned during the Question Answer Setup.

To set the Question as Mandatory to be answered by employee, this can be set at Question
Answer Setup.

Once the forms have been created, the Administrator proceeds to setup the employee query at

Form Setup and then proceed to setup the approval flow at Approval Setup page.

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

reject employees’ submitted forms.

The Administrator can then publish the Form by assigning the Start Date and End Date of the form
at Form Setup.
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Chapter 3. Firsttime logging into the TIMES Form 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:

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

Emp No ‘ ‘

Password ‘ |

Company | DEMO2016 v |
Period ch_ne v[[ o1 v]

Forgot Password?

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

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”.

Click the button to login into the system.

7
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. Question Answers Setup

You can create and manage master codes of all the questions’ answer at Question Answers

Setup. Map Code defined here are used to assign the answer lists in the Question Setup.
lo:

| RN

I | Question Answers Setup I . \’\
| Question Setup =
[ & | Form Setup J
| & | Approval Setup

¢ | Param Setup

Click on the Question Answers Setup option in the Administrator menu to access the Question

Answers Setup web page.

assidl A4,

Category Cumabon Arvwes (FUA] v

8

Sart N

U ddauil

s

To create a new map code click the & icon.

b

Category: [ Question Answers [FQA] v |
Ca Code
=] 1 Y
- & lun

Enter the “Code” (maximum 8 characters), “Description”, Map Code, Sort No and click = icon to

create the new code or 'X icon to cancel the action.

Z)
If you see the pop-up message “Same record exists.” when trying to create a new code, this

indicates that the “Code” that you are trying to create already exists.
To make changes to an existing code, choose a “Code” and click = icon. Enter in the new

description and click > button to update the changes or X icon to cancel the changes.

To delete an existing code, choose a “Code” and click m icon. ‘—S Deleted codes are

unrecoverable.
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Chapter 5. Question Setup

In the Question Setup web page, you can create and manage the question with pre-set answers in
the system. In the Question Setup, you can create the question and answer in different way such as
using drop-down, radio list, date picker, textbox, textarea, label, numeric and checkbox list. You can

set question as mandatory to be answered in Question Setup.

| Questfon Answers Setup \ N
| £] Question Setup | &
& | Form Setup
r & | Approval Setup
L] Param Setup

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

&
3
5

¥
3
3

Quwstiom Profise Qusston Coole Dt Socthn  Type  Categury Optioss Mantnary Groag Gesep Sort No Lewsd

dguduuuid . 3

-

S UV

Click the Question Profile to filter the question based on profile group on screen.

To create a new question, click the F‘-‘; icon.

Question Profile

Ca Question Profile Question Cod
E= I | PROFILE1 o
| i | EMDKA 2 DI D3N
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Question Profile [{ 1)
¢

Question Code

Question F)
7~

Question Sort Nol

Control Type o
Display By By Column

Options

Mandatory

Group Code | | @
Group Sort No | |

@@

Save | | Cancel |

Question Profile

Question Profile is used to define the grouping of the question into a section/tab.

TSRS SR SN

Brepbes ATIMTA (TYRO01 X TAMO01 ]

EAm Sumesl Ll e 2520 Y

»e ) 3G pea il ool
m— Mulipde tabe im0 wngle form

e Miillighe qunstioms i » single Yok

ITE Code. of Comeuct Uexlaretom
UT5 Gal¥ aea boarnd By the IF Code i Casdbact, it carkabved bt Bhe [T8 Cadda o Catabect Mbsdbonh.
The Code sets out ot | conduct snd 10 e oy MY Shachiarge thelr work dusuns, as wall ax Sheir candact af work which may have & baaring oo ITE s prodessens! standing
e el
T OO0TUTe TN L et (00 A RARRI R e [T Tade o Caadait
al amd
A vt indebtnd or when he/whe

> wndl wndischarped herdeut
uhn-n'.lnnu tenh fae iy, or bnonrs o Sabibity which dues wot (il under permatlod haaes, e fae ies and Haltities (o froem b ermed ey beseber advic i is ol abomved | o set ot o 170 K
Paluy pas
foan il ”mm Auinty ond Sabebtves exreedang ) wmeths of selary | inclodieg:
o matutaending arminsnt sendey Categnry Alneswrad l-.oo.ll-mm) .a.-..a.u.«mu-- e irvmredd
wth

* atEtanding sreesnl mnder Categnory M special uno.q s 3 ot
o unsacured luase, credint facltiss weder Canagery ©

1L decharn thet:

Tom carreaty tree rve brerewl Prberreseere

1 0m caneiy oot bum ore Avencisl seerrse et

Arwef Declertien *

1 Purady Cochorw that e vburwation ehews & rus, cormfeted and cvest 50 bhe Best of my Samwiedoe, e | socert el reRooreedty for BTy MGCIMeCEr Tengy reede e

1330w Gated the dechaation etaied s thes 118 (M.-‘(mh‘lu‘“nh‘ﬁ -y (appboation (bae 1o bandos mpeaita - 1 lee Apprsvad Vi
catmaney in MelR Portal sxine the relevast feems secciinalle

Question Code

Question Code is a code used to assign to each question.
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Ermporee JACINTA (TE9L001){TE#4501)

form [ Aoruse Decruaten 2139 v | I X M file mize | 4 W8 ) Extensian © o0 005, pra gl 00
Juzation Protile 1
Past |
11X Sodu of Conduct Declacation Question Profile 1 « Question Code §
ITE stalf are hownd by the IT Code of Conduct, as contained in the TTE Cofe of Conduct Mandbook,
The Code wets st rdx of pi conduct and n the way stafl discharge thair work duties, s« wall as haeir conduct of work which may have & bearing sa 1T s prulssconsl standing
and ropetation
1 confiem that | have vead and indessiood the [TE Code of Conluct
Reciaration of Indehicdacss and Finaecial Exstarrassment Juestion Pmfile 1 « Question Code
A stadf 1n b or iy b when he/she:
& and undocharged barbrupt
< takas out & Mean o creda Tacility, o incurs 3 Babdity which does sot 1a8 undes permnitted lnsas, credit Facilities and Rabilties (20 Trem licensed money leador which s aot allowed) as set aut in ITE HR
Palicy Manual
= has total wasecured debts and Sabilties exceeding 3 months of salary , lecheling
+ setstanding amowst under Cotegory A{ d Joans/ 1l ) efter colls ! has been recoverod
* satstanding amoust under Category S{special (otepary of unsecurod loses /Tocities) with delfasited repayment for 3 conseculive mosths
. d Jaany, cradit tacis wndwr Category ©
1 declare thet: *
1 o currently e Ao Aneacisl amsarrmsmant
1 are currently rot brew from fisencsl errderrssament.
Chumstion Prefile 1 + Dumation Code 3
Anousl Declacation
[ hereby deckore Ut the sieomabien above s ae. Conpleted ani correct 1o The Dest of vy keowlege. and | 00est I respose@ifty Tor any Inatcuiiies baiagly made thercin
1 hawn sated the declarstion guidsiines detalied in the ITE Coda of Condurt and will subeme wmy 'l i ation by {wherw ) under Specitic Dadlaration/Request for Approusl v,
Cateoory in MyMil FOral usiaa Ihe relevant feems saecifically fae
Rt e SO o ] | i S0

Question Description

Description of the question or label to be shown on the form.

Question Sort No

Sequence of the question sort order display in the form

Control Type

Type of control used to design the question and answer

Control Type Description

TextBox A small textbox. Allows to input alpha-numeric.
Remarks
| |

TextArea A large textbox. Allows to input alpha-numeric.
Remarks

Numeric A textbox where allows to input numeric only.
Remarks
| 123 x|
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RadioList A radio button answer.
(1 do not have investment in business firms
(1 have investment in business firms
CheckBoxList A checkbox list answer. Allows to choose multiple selection.
11 have noted the declaration guideline detailed as above
DropDownList A dropdown list answer.
| v
File Attachment field.
Browse. .. X
Label Label use for display purpose only.
INSTRUCTION l Panl ] [ Part 11
Important
All staff are required to complete this annual declaration exercise. Statf who make a false
declaration (including non-declaration or suppression of information) may face disciplinary
action.
Date Picker Input date only.
O |sep wv|2020 v| O
Su Mo Tu We Th Fr Sa
1 2 3 4 S
6 7 8 9 10 11| 12t
13 14 15 16 17 18| 19
20 21| 22 23| 24 25| 26
27 28 29 30
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Display By

Display of the answer layout.

Control Type

Description

By Column

Display answer on the right side of the question

Dates of travelling perfod (include weekends) *

By Row

Display answer below the question

Uil A ——————————

Emgloyes JACINTA (TSPLO01)[TS9L001]

form Ovarzsas Tiavet et

Fart 1

Dates of travelling period (Include weekends) *

Country of visst and oversess address (hotuls, etc) *

K pax the size { 4 N8 ) Extension | jpeg.iog,0ng,,00¢

Mapping of Question Answer Setup map code

aesnbl - .: it . ——_—_cccccccciimeeiiiiimIIIEI DBE=EL=2DB_=”ILI—=—_———§éG_——_—__—__———
Category A)V,«,l.n..u.«-':‘_'lu_ ~

- Conte Oevcrtpane Map Code

3 3 v » Sz Sraruie o e

J 3

Questan

Queston San Ma '3
Comrdl Tepe Wl v
Lucix Ba PO

Cpoomy Iy

Cade Dewitaton L Qe Case el

| T CaTemIy (3t Fee Y F2 BN SYTATIHTWCE

& erty See Yo SOkl ermzeTmTTe

Mandatory

Tick this option to set mandatory to be answered or untick to set non-mandatory to be answered.

Group Code

Grouping of the question within a same Question Profile

Copyright © 2016 Times Software Pte Ltd. All rights reserved.
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Group Sort No

Sequence of the Group Code within the same Question Profile

SEE]

Click Save button to save the changes or new Question.

Cancel

Click Cancel to revert the changes or cancel the creating of new question.

5.1 Duplicate new question setup

Go to Question Setup option to access Question Setup web page.

Go to existing question, click on =2 icon, tick on the ESave As New checkbox at the below of the

screen, enter the new Question Code and edit the question details.

b

Question Profile
Question Code |1 <= Become editable field after tick on 'Save As New' checkbox

<U»ITE Code of Conduct Declaration</Us<br><BR»

ITE staff are bound by the IT Code of Conduct, as
Question contained in the ITE Code of Conduct Handbook.<br: -

The Code sets cut standards of professicnal

conduct and practices in the way staff discharge A

Question Sort Mo |1
Control Type CheckBoxList v
Display By
Options )

P |

Description Link Question Code Email

¥ | confim that i have read and understood the ITE Code of Conduct. | | |

Mandatory
Group Cade
Groupsortho [1 ]

| M save As Newl Save | | Cancel
Click the button to save the new question setup.
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Chapter 6. Form Setup

Once the Question Setup is done, you can setup a new Form in the system.

# | Question Answers Setup
tl Question Setup
I & | Form Setup I
¢ | Approval Setup
¢ | Param Setup

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

et L. i
Ll

(SRS TR |
= FEF

t

f

daaaqa

Click on the E button to create a new form.

Form Code

Description |
query
StartDate | |
End Date |:|

| Save | | Cancel |

Enter the “Form Code”, “Description” for the form name and choose the Query.

Before you can assign the Query, you must have a Query created from TIMES Payroll application.
The Query will determine the list of employees who can see and access to this new form in order to

submit the online e-form submission.
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Enter the Start Date and End Date of the form to publish. Once the End Date reached, employees

will not be able to choose the form from E-Form system.

Then click the button to save the creation.

—
oy

JEn FORAMY 0170 02/07/2320 AP
3 £g =ormz Form Description o 01/08/2023 RLEIVP
P 03 apaos Annai Decavaten 2020 01/08/2020 3t/12/2020 ALLENP
> | ONRS Overseas Trme 01012080 34492/2020 ALLEMP

After the new form header is created, click the E button to create the form details (tabs) by tagging

the Question Profile that you have created earlier on.

Code | |
Description | |
Form | Cverseas Travel hd |
Question Profile | W |

Sort No | |

Enter the ‘Code’, ‘Description’ of the new tab description, ‘Form’ assignment, ‘Question Profile’ and

Sort No.

Question Profile |O‘JRS | Code | |
Question Code  |OVRS1 Description | |
pates of travelling pericd (include weekends) Form |D1.'erseas Travel v|
. Question Profile hd
Question
Sort No

PROFILE1

ki FORM 2-P3

Question Sort N0|1 |

Control Type
Display By

Options

Mandatory

Group Code |Far|| |

FORM 2-P2
FORM 2-P1
AD2020-1
AD2020-2
AD2020-3
OVRS

The ‘Question Profile’ dropdown list is linked from the Question Profile that you have created in

Question Setup page.

Then click the button to save the creation.

Copyright © 2016 Times Software Pte Ltd. All rights reserved.
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Chapter 7. 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 Form

approvers.

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

online form submission.

Additionally, you can designate the roles of HR and Entry Officer to specific employees in this

function.

¢ | Question Answers Setup

& | Question Setup

¢ | Form Setu

& | Approval Setup

¢ | Param Setup

Click on the Approval Setup option in the Administrator menu to access the Approval Setup web
page.
(33 (33
Flow Type: Form v
Department Administration [ADM]

Save

Advanced
’750rl By: Employee: | || Search || Upload Flow || Expaort |

Choose “Department” and a list of employees who are assigned to the selected department(s) will

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

selections.

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

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

After you had entered the text in it, click | 5% | {g see the results.

7.1 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):

Dizplay Records Per Page
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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 5 Pages

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

First Prew DMNext 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.

7.2 Setting up the Claim Approval Flow

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

” W

under the approver columns (they are called “Approver 17, “Approver 2” and “Approver 3”).

g Mo Trrg Name Agproew | Agprzenm ] Appooes | Entry ey ME Qaery

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 Save

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

Save

the correct employee number under the approver columns and click on the button.
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7.3 Assigning the HR Role
The role of HR grants the employee access to the HR menu.

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

to manage their information.

g g Marw Foptiwnt | Apgrover ! Appezee | vy Gusery HE Quety

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

click the e button to save the entry.

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

click the Saus button.

7.4 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 online form.

rg Na Trrg Nama Aaproam | Appoce ) Appraww | Crery Query MR Query

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.
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7.5 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 | Ypload Flow | faqtyre.

Advanced
’750rt By: Employee: | || Search || Upload Flow || Export

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

Upload Flow X

T
D A SAAAARS H RN

[ Download Template ] [ Browse File ] [ Upload File ]
Template Choose File | No file chosen Flow:
Range: W |
| Upload

First step is to download the system’s excel template document. Click on the | T®™Pla | hytton 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 | ©hease File | 15 choose the completed excel document.

Finally, at Step 3, ensure the “Flow” is Form and click the L Y134 | pytton to upload the

approval flow information from the selected excel document into the system.
7.6 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 L E®° | hytton.

Advanced
’750rt By: Employee: | || Search || Upload Flow || Export
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