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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 nhames, 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. Logging into the TIMES Leave 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:

d M owowvw

E-Claim E-Training E-Attendzance

Emp No | ‘

Password | ‘

Company DEMO2016 =
Period 2016 v
Forgot Password?

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

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.
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Chapter 2. Apply Leave

You can apply for your leave at the Apply Leave web page.

E; Apply Leave
L View Leave
[ calendar
4] Report

L Leave Policy

Click on Leave icon to open the Employee menu.

Click Apply Leave option in the Employee menu to access the Apply Leave web page.

Total: 18 B/F:0 Adjust: 0 Entitle: 18 Taken: 0 Balance: 18 (] September 2015 [} View Details -

e
Employee: David Gan Dong Hai Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 1=/09/2005)

Leave Type: | ANNUAL LEAVE v —
Date: To s 7 & o 1w 1wl 12 17/09/2015
Mo Of Day(s): 7 18/09/2015
Reference No: | | 13 14 15 16 17 18 19 21/09/2015
R ‘ | o5l o5 eu) 22/09/2015[05 v |[FM v/|
eason:

200 21 22 23 24 25 26 23/09/2015

Approver(s): Suresh _ 25/09/2015
o w wm ®

Choose your leave type at “Leave”.
Indicate the leave period at “Date” and “View Details”.

Enter the remaining details (such as “Reason”) if applicable in your leave application.

Click button to submit your leave application for review by your approver(s).
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2.1 Date Choosing Methods

You have 2 methods to choose the dates for your leave:

Method 1

Date: [14/09/2015] x | To |25/09/2015 |

No Of Day(s): | @ |sep  V|2015 V| ©

Reference No: Su Mo Tu We Th Fr Sa |
Reason: 1 2 3 4 5|
FrETma 6 7 B8 9l 10{| 11| 12

13| 14| 15 16| 17 18 19
200 21 22 23 24| 25 26
27 28| 29 30

Click on the date at “Date” to choose a date from the calendar picker.

Method 2

o September 2015 i

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5

13 14 15 1e 17 18 19

0.5 M1 Jlosemlls fli

20 21 22 23 24 25 26

0.5 amffo.spulfs

27 28 29 30

Choose the month in the Calendar by clicking on the @ © puttons.

Click on a day in the calendar. Hold down the left mouse button and drag the mouse icon across the

calendar to choose multiple days. & This might require a bit of practice to get it right.
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2.2 Indicating Morning or Afternoon Leaves

View Details -
14/09/2015( 05 v || AM v |

15/09/2015(1 V|| v|
16/09/2015|0.5 Vv || PM V|
17/09/2015(1 v|| V|
18/09/2015(1 v|| V|
21/09/2015 | 0.5 Vv || AM v |

22/09/2015 | 0.5 v || PM v |

23/09/2015(1 ~v||  v|
25/09/2015|1 V|| V|

You can fine tune your days or hours applied for your leave at “View Details”. Choose the

appropriate half days or hours depending on the type of leave you are applying for.
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Chapter 3. View, Resubmit, Withdraw and Cancel Actual Leave

At the View Leave web page you can view, resubmit, withdraw pending and cancel approved non-

planned leave applications.

E; Apply Leave
£ View Leave
[=% Calendar
24| Report

L Leave Policy

Click View Leave option in the Employee menu to access the View Leave web page.

Leave Type: ALL
Status: [-ALL- v
[]  swatus Leave StmrtDate  EndDate Day AM/PM Remark Reference Submitted By  Submission Date Last ActionBy Action Date  Attachment Approvers 2
4+ [] Recommended ANNU  24/1222015 241122015 1 E001 011272016 5001 01/12/2016 DAVID bb BENJAMIN bb CINDY
= [ Recommended SICK ~ 16/11/2015 18112015 25 Sick 20151116MC E001 01/1272016 5001 01112/2016 DAVID bb BENIAMIN bb CINDY
Date Leave Day  Hour AM/PM
1181172015 SICK. 1 0
Cvrmpeos  sick 1 0
I 16711/2015  SICK. 05 o P
+ [ Recommended ANNU  04/11/2015  04/11/2015 1 E001 01/12/2016 5001 01/12/2016 DAVID bb BENJAMIN kb CINDY
# [ Recommended ANNU  14/10/2015 15/10/2015 2 E001 01/12/2016 5001 01/12/2016 DAVID kb BENJAMIN b CINDY
+ (] Recommended SICK 17/09/2015 17/08/2015 1 Sick. 20150917MC E00 01/12/2016 som 2206 g DAVID FF BENJAMIN kb CINDY
+ [] Recommended ANNU 15/09/2015 15/08/2015 1 E0O 01/12/2016 s00 01/12/2016 DAVID kb BENJAMIN kb CINDY
4 [] Recommended SICK  20/08/2015  20/08/2015 1 Sick 20150820MC E001 011272006 5001 01/12/2016 (2] DAVID kb BENJAMIN bb CINDY
+ [ Recommended ANNU  11/0872015  14/082015 4 E001 01122006 5001 0112/2016 DAVID kb BENJAMIN bb CINDY
4+ [] Recommended ANNU 230772015 230072015 1 E001 01/12/2016 5001 01/12/2016 DAVID bb BENJAMIN kb CINDY
+ [] Recommended OILAD)  22/06/2015  26/08/2015  § Warked on weekends E001 02/12/2016 5001 05/12/2016 DAVID bb BENJAMIN kb CINDY
+ [ Recommended SICK  16/06/2015  16/08/2015 1 Sick 20150616MC E001 0111272016 5001 01/12/2016 DAVID bF BENJAMIN kb CINDY
+ [ Recommended ANNU  03/06/2015  03/06/2015 05 PM E001 01/12/2016 5001 01/12/2016 DAVID bF BENJAMIN Fb CINDY
# [] Recommended ANNU  13/05/2015  15/05/2015 15 E001 011272016 5001 01/12/2016 DAVID kb BENJAMIN bk CINDY
+ [ Recommended ANNU  04/05/2015  08/05/2015 3 E001 01/12/2016 5001 01/12/2016 DAVID bb BENJAMIN bb CINDY ™
[ Apply ][ ReSubmit || windraw (Pending) || Cancel (Approved) |  Reason: ]
Show Page [ 1 v | of 1 Pages First Prev Next Last Display [ 100 v | Records per Page

Choose the “Leave Type” and “Status” criteria to filter the list of leave applications.

If you had selected multiple entries in “Leave Type”, you can click on the "' button to view your

selections.
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3.1 Resubmit Pending Leave

If you want to resubmit the leave application because you want to make changes to the leave
application or you want the system to re-send email notification to the approver:

1. Choose a leave application with “Status” Pending by clicking on the leave application’s

checkbox in order to tick it.

Click ReSubmit button.

3. View or make changes to the leave application.

4. Click EIL button at the leave application.

3.2 Withdraw Pending Leave
You can withdraw a pending leave application and the withdrawn leave application will be removed

from the approver’s list.

1. Choose a leave application with “Status” Pending by clicking on the leave application’s

checkbox in order to tick it.

2. Click | Withdraw (Fending) | htton to withdraw the leave application.

3.3 Cancel Approved Leave
Once the leave application had been approved by the approver(s), you can cancel the approved

leave by:

1. Choosing a leave application with “Status” Approved by clicking on the leave application’s
checkbox in order to tick it.

2. Enter your reason to cancel the leave at “Reason”.

3. Click |__Cancellapproved) | pytton to initiate the cancellation of the leave application. The leave

application will be routed to the approvers for review and require their approval to cancel it.

3.4 Apply Leave

You can quickly access the Apply Leave web page from here to apply for a new leave application by

clicking on the Apply button.
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Chapter 4. Calendar

You can view the leave calendar at the Calendar web page.

E; Apply Leave
H View | eawv,
E! Calendar
4] Report
L Leave Policy

Click Calendar option in the Employee menu to access the Calendar web page.

Filters
Department - ALL -
period: [12 v][2015 >

Status SALL- v
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
01 02 03 04 05
014 0/14 0/14 014 014
06 07 08 09 10 1 12
/14 014 0/14 0/14 0/14 0/14 014
13 14 15 16 w 18 19
0/14 0/14 0/14 0/14 0/14 0/14 014
20 2 22 23 24 25 26
o/14 sally - 1 ANNU sally - 1 ANNU sally - 1 ANNU sally - 1 LIEU Christmas Day 0/14
114 s Hitchcock - 1 ANNU Chris - 1 ANNU 0l
2014 2/14
27 28 29 30 3

0/14 Sally - 1 ECHILD 0/14 0/14 0/i4
1/14

Choose filters such as “Period” to retrieve the leave calendar.

Hyperlink in the calendar indicates the number of employees who had taken leave on that day and

the maximum number of employees. Click on the hyperlink to see the details.
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Chapter 5. Report

You can generate reports at Report web page.

E; Apply Leave
£ View Leave

E‘- Calendar
4] Report
LI Leave Policy

Click Report option in the Employee menu to access the Report web page.

Report: | Leave Taken w |
Leave Type: ANNUAL LEAVE ¢ ()
Date Range:  |01/12/2015 | To[31/12/2015
Format:
Export

At the Report web page, choose a report at “Report”.
Choose the report criteria such as “Date Range”.

Choose the report format to be generated at “Format”.

Click button to generate the report.
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Chapter 6. Leave Policy

You can view your organisation’s leave policy at the Leave Policy web page.

E; Apply Leave
£ View Leave
@ Calendar
Report

L Leave Policy

Click Leave Policy option in the Employee menu to access the Leave Policy web page.

Annual Leave 2

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam ut mi nec turpis ultrices eleifend nec nec dolor. Nullam tristique eros ut purus hendrerit dignissim. Etiam ac ipsum nisl. Nunc elementum non felis non fringilla. Etiam sed tortor vitae orci viverra
scelerisque. Donec laoreet est vellt. In hac habitasse platea dictumst. Curabitur sit amet odio neque. Phasellus a faucibus magna. Fusce eu facllisis nunc.

Entitlement

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam ut mi nec turpis ultrices eleifend nec nec dolor. Nullam tristique eros ut purus hendrerit dignissim. Etiam ac ipsum nisl. Nunc elementum non felis non fringilla. Etiam sed tortor vitae orcl viverra
scelerisque. Donec laoreet est velit. In hac habitasse platea dictumst. Curabitur sit amet cdio neque. Phasellus a faucibus magna. Fusce eu facilisis nunc.

Years of Service Annual Leave Entitlement
From To Number of Days
0 3 14
3 5 16
5 99 18

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam ut mi nec turpis ultrices eleifend nec nec dolor. Nullam tristique eros ut purus hendrerit dignissim. Etiam ac ipsum nisl. Nunc elementum non felis non fringilla. Etiam sed tortor vitae ordi viverra
scelerisque. Donec laoreet est velit. In hac habitasse platea dictumst. Curabitur sit amet odio neque. Phasellus a faucibus magna. Fusce eu facilisis nunc.

Proin at tortor lectus. Nunc fermentum, neque ac auctor bibendum, turpis tortor auctor ante, et congue massa odio vel metus. Duis sem metus, pulvinar a orci eget, ornare tempus ipsum. Vivamus nis! dui, faucibus quis neque non, maximus mollis sapien. Integer
scelerisque tellus accumsan libero molestie cursus. Donec at erat arcu Pellentesque tincidunt mi turpis, ullamcarper accumsan nunc tempor a. Duis erat urna, venenatis eget arcu et, blandit ultrices sem. Duis sed velit orci. Curabitur dictum, magna vel efficitur
pretium, sem lacus faucibus quam, et pulvinar elit orci sit amet quam. Mauris fringilla risus ultricies porta pulvinar. Nunc urna ante, fringilla nec sodales vel, viverra ut massa. Nulla sit amet tempus ligula. Nunc nec nisi vitae est bibendum ultrices. Vivamus tempor,
libero nec accumsan mattis, elit diam fringilla ex, ac fringilla Ipsum acus 1 160, DS uctus magna sit amet augue convallis, sit amet auctor magna malesuada

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam ut mi nec turpis ultrices eleifend nec nec dolor.

Minimum Leave Application Period for Week Days

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aliquam ut mi nec turpis ultrices eleifend nec nec dolor. Nullam tristique eros ut purus hendrerit dignissim. Etiam ac ipsum nisl. Nunc elementum non felis non fringilla. Etiam sed tortor vitae ordi viverra
scelerisque. Donec laoreet est velit. In hac habitasse platea dictumst. Curabitur sit amet odio neque. Phasellus a faucibus magna. Fusce eu facilisis nunc.

Leave Application on Saturdays or Declare Half Days

Lorem ipsum dolor sit amet, consectetur adipiscing

Aliquam ut mi nec turpis ultrices el

nec nec dolor. Nullam tristique eros ut purus hendrerit dignissim. Etiam ac ipsum nisl. Nunc elementum non felis non fringilla. Etiam sed tortor vitae orci viverra
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That’s it!

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

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

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

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

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