
 

 
 

Times Software Pte Ltd 28th March, 2016 Release 4.0 

   

 

 

 

TIMES PaySlip 
 Generating Payslips from TIMES Payroll 
 User Guide for Administrators 



 

 
TIMES PaySlip Generating Payslips from TIMES Payroll User Guide for Administrators 

Release 4.0 

 

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 1 of 19 

 

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 PaySlip is a web-based solution that allows your employees to access and download their 

payslip (with security password) via an online portal. It sends pay-slip electronically to all 

employees, lowering postage, printing and processing costs, eliminating inefficient manual 

processing and increasing back office staff productivity. It helps minimize operational cost as it 

move towards a paperless working environment. 

This guide explains the method to generate payslips from TIMES Payroll (web application) in order 

to be accessible in TIMES PaySlip. 

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. First time logging into the TIMES Payroll 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/EntLogin.aspx 

An example of the login page is shown below. 

 

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. 

2. Key in your login id at “User ID”. 

3. Key in your password at “Password”. 

4. Choose your profile at “Profile”. 

5. Choose “Period” if you want to access a different payroll period. 

6. Click the  button to login into the system. 

 To effectively use this guide, ensure that you are given the role of Administrator or access to 

the Payroll Report for the company that you are logging into.  
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Chapter 3. Viewing and Printing the Payslip 

 

1. Click on the Payslip option in the Payroll Report menu to access the Payslip web page. 

 

2. Choose payroll period in “Period Selection”. 

3. Choose company in “Company Selection”. 

4. Choose query in “Query Selection”. 

5. Click the  button. 
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6. Select the “Employee From/To”. Click  to search for the employees. 

7. Select the “Pay Period”. 

8. Set the payslip sorting at “Sort Payslip By” and filters at “Filter By”. 

9. Ensure the correct payslip paper size is set at “Payslip size”. 

10. Enter the “Pay Date”. 

11. Click  to preview the payslip. 
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Chapter 4. Generating payslips for TIMES PaySlip 

 

1. Click on the Payslip option in the Payroll Report menu to access the Payslip web page. 

 

2. Choose payroll period in “Period Selection”. 

3. Choose company in “Company Selection”. 

4. Choose query in “Query Selection”. 

5. Click the  button. 
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6. Select the “Employee From/To”. Click  button to search for the employees. 

7. Select the “Pay Period”. 

8. Set the payslip sorting at “Sort Payslip By” and filters at “Filter By”. 

9. Ensure the correct payslip paper size is set at “Payslip size”. 

10. Enter the “Pay Date”. 

11. Click the  button to generate employees’ payslips into TIMES PaySlip 

system. 
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Chapter 5. Listing Report of Generated Payslips for TIMES PaySlip 

 

1. Click on the Payslip option in the Payroll Report menu to access the Payslip web page. 

 

2. Choose payroll period in “Period Selection”. 

3. Choose company in “Company Selection”. 

4. Choose query in “Query Selection”. 

5. Click the  button. 
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6. Click on the  button to see a list of employees who have their payslips generated 

into TIMES PaySlip system based on the selected payroll period. 
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Chapter 6. Deleting TIMES PaySlip Generated Payslips 

 

1. Click on the Payslip option in the Payroll Report menu to access the Payslip web page. 

 

2. Choose payroll period in “Period Selection”. 

3. Choose company in “Company Selection”. 

4. Choose query in “Query Selection”. 

5. Click the  button. 
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6. Select the “Employee From/To”. Click  button to search for the employees. 

7. Select the “Pay Period”. 

8. Click on the  button to delete the employees’ payslips that were generated into 

TIMES PaySlip system.  
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Chapter 7. Payslip Password 

7.1 Accessing the Payslip Password pop-up window 

 

1. Click on the Payslip option in the Payroll Report menu to access the Payslip web page. 

 

2. Choose payroll period in “Period Selection”. 

3. Choose company in “Company Selection”. 

4. Choose query in “Query Selection”. 

5. Click the  button.  
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6. Click on the  button to access the Payslip Password pop-up window. 
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7.2 Generating Payslip Password 

 

1. At the Payslip Password pop-up window, choose “Employee”. 

2. Choose Generate radio button for “Password”. 

3. Choose whether to generate employees’ payslip passwords based on their NRIC/FIN/Passport 

Number or Strong Password.  

 A strong password uses different types of characters to increase security. It generates 8 

character password and contains a combination of four of the following categories: 

 Upper Case Letters (A, B, C, etc.) 

 Lower Case Letters (a,b,c, etc.) 

 Numeric (1,2,3, etc.) 

 Special / Non-Alphabetic Characters (!, @, #, etc.) 

4. Click the  button to generate the passwords. 
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7.3 Viewing Payslip Password 

 

1. At the Payslip Password pop-up window, choose “Employee”. 

2. Click on either  button to view the employees’ payslip password in 

a pdf document or  button to view them in an excel document. 
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7.4 Reset Password to a Manually Entered Password 

 

1. At the Payslip Password pop-up window, choose “Employee”. 

2. Choose Reset radio button for “Password”. 

3. Enter the password at “New Password”. 

4. Click  button to reset employees’ payslip passwords to the manually entered 

password. 
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7.5 Release User Login Lock to View Online Payslip 

The user can be barred from accessing his or her online payslip in TIMES PaySlip system if the 

user entered incorrect password to view the payslip multiple times in succession. The function 

“Release Lock” can release this password lock and allow the user to re-attempt to enter his or her 

password to view the payslip. 

 

1. At the Payslip Password pop-up window, choose “Employee”. 

2. Choose Release Lock radio button for “Password”. 

3. Click on  button to release the password lock from the employee(s). 
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7.6 Sending Payslip Password to Users via Email 

 

1. At the Payslip Password pop-up window, choose “Employee”. 

2. Choose Email radio button for “Password”. 

3. Enter the email subject and message. 

4. Click on  button to send the email to users. 

 

5. The password to open the PDF attachment is the employee’s birth date – in the format 

YYYYMMDD. 

 

 

 


