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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 TimeSheet system is an application which allows the user to import Electronic Time Clock 

data into the system for over time calculation and attendance records. The system supports the vast 

majority of electronic time clocks available in the market. Some of the notable features of the system 

includes auto importing of time clock data, employee attendance and working time reports, over 

time calculation, supports multiple working hours and shifts, auto export to TIMES Pay/HR system 

for wage calculation for Overtime, Shifts & Allowances/Deductions and job cost calculation. 

This guide explains the functionalities of the TIMES TimeSheet Duty Roster for all users1. To use 

this guide effectively, the following prerequisites must be fulfilled by the Administrator: 

 TIMES TimeSheet Approval Flow setup completed. 

 TIMES TimeSheet Shift Setup completed. 

 TIMES TimeSheet Shift Schedule and/or Shift Pattern setup completed. 

For more information on setting up the above prerequisites, Administrator can refer to the TIMES 

TimeSheet Standard Setup and Maintenance User Guide for Administrators Release 4.0. 

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. 

  

                                                

1 Depending on your organisational needs not every user role will have access to the Duty Roster functions. 
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Chapter 2. Logging into the TIMES TimeSheet 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. 

 

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 “Emp No”. 

3. Key in your password at “Password”. 

4. Click the  button to login into the system. 

  



 

 
TIMES TimeSheet Duty Roster User Guide 

Release 4.0 

 

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 5 of 29 

 

Chapter 3. Duty Roster 

With the Duty Roster users can view their work schedules and make changes to them if required. It 

is important to note that only future dated duty rosters can be changed. Current and back dated duty 

rosters cannot be changed by any users because the system would have recorded the employees’ 

clock data for those duty rosters in their Time Sheets2.  

Duty Roster can be accessed from the following menu(s): 

  

                                                

2 Users can change their shifts in the Time Sheet function if they are authorised to do so. 
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3.1 Choosing the Duty Roster criteria 

To begin, system will retrieve a list of employees’ duty rosters based on the user chosen criteria. 

The list of criteria differs from each user role.  

3.1.1 For Administrator 

 

 

1. Click on the “Department” bar to open the Department Selection Window in order to choose a 

department or multiple departments. If you had selected multiple departments, you can see the 

list of your selected department by clicking on the  button. 
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2. Click on the “Work Group” bar to open the Work Group Selection Window in order to choose a 

work group or multiple work groups. If you had selected multiple work groups, you can see the 

list of your selected work groups by clicking on the  button. 
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3. Click on the “Employee” bar to open the Employee Selection Window in order to choose an 

employee or multiple employees. You can sort the list of employees by employee number or 

employee name in ascending order. If you had selected multiple employees, you can see the 

list of your selected employees by clicking on the  button. 
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4. The “Date Range” is defaulted to the start date and end date of the current month. You can 

choose a different “Date Range” by clicking on the date. This will open the Calendar Picker 

where you can choose your preferred day. 

 

 

5. Click the  button to display a list of employees’ duty rosters based on your selected 

criteria. 
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3.1.2 For Supervisor and Entry Officer 

 

 

1. Click on the “Department” bar to open the Department Selection Window in order to choose a 

department or multiple departments. If you had selected multiple departments, you can see the 

list of your selected department by clicking on the  button. 
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2. Click on the “Employee” bar to open the Employee Selection Window in order to choose an 

employee or multiple employees. You can sort the list of employees by employee number or 

employee name in ascending order. If you had selected multiple employees, you can see the 

list of your selected employees by clicking on the  button. 
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3. The “Date Range” is defaulted to the start date and end date of the current month. You can 

choose a different “Date Range” by clicking on the date. This will open the Calendar Picker 

where you can choose your preferred day. 

 

4. Click the  to display a list of employees’ duty rosters based on your selected 

criteria. 
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3.1.3 For Employee 

 

1. The “Date Range” is defaulted to the start date and end date of the current month. You can 

choose a different “Date Range” by clicking on the date. This will open the Calendar Picker 

where you can choose your preferred day. 

2. Click the [Query] to display a list of employees’ duty rosters based on your selected criteria. 
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3.2 The list of Duty Rosters based on selected criteria 

 

1. The “Display” allows you to determine the number of records to be shown on a single web 

page. The maximum number of records you can choose here is 500. 

2. You can navigate to different page of records by using the “Show Page” or the First, Prev, Next 

and Last hyperlinks. You can use the Scroll Bars to view more of the Duty Roster information. 

Simply drag the horizontal Scroll Bars to the right or drag the vertical Scroll Bars downwards 

3. The Duty Roster shows a list of employees with the “Department” they are assigned to as well 

as their “Occupation”, “Employee No” and “Employee Name”. 

 

 

4. Each day’s shift for the employees are shown here. The day that is highlighted in yellow colour 

indicates a weekend. 

 It is important to note that the Administrator, Supervisor and Entry Officer can edit the Duty 

Rosters. Employees cannot edit their own Duty Rosters. 
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3.3 Editing the Duty Roster (not applicable for Employee user role) 

 

1. Click the [Edit] to amend an employee’s duty roster information. 

 

 

2. In the Duty Roster edit mode for an employee’s duty roster record, you can choose a different 

shift code for the employee on a particular day. Do note that you can only amend future dated 

shifts in the Duty Roster.  
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3. Click the  button to see a list of shifts in the Shift window. When you are amending your 

company employees’ duty rosters, you can refer back to the eligible3 list of shift codes by using 

this button. 

4. Click Update hyperlink to update your changes to the employee’s duty roster or click Cancel to 

cancel the changes. 

  

                                                

3 The list of available shift codes are based on the employee’s work group. 
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Chapter 4. Duty Roster Copy 

The Administrator, Entry Officer and Supervisor can quickly duplicate one employee’s Duty Roster 

over to a list of employees by using the Duty Roster Copy function. The function is accessible from 

the following menu(s): 

 

4.1 Step 1 – Choose the Source Duty Roster to copy from 

 

1. The “Date Range” determines which period of employee’s duty rosters that you want to copy 

from and is defaulted to the start date and end date of the current month. You can choose a 
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different “Date Range” by clicking on the date. This will open the Calendar Picker where you 

can choose your preferred day. 

 

 

 

 

2. Choose which employee’s duty roster that you want to copy from at “Employee”. You can sort 

the list of employees by employee name or employee number in ascending order. The 

employees’ work groups are shown here as well.  
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4.2 Step 2 – Choose the Destination to copy the duty rosters to 

4.2.1 For Administrator 

 

 

1. The “Date Range” determines which period of employees’ duty rosters that you want to copy to 

and is defaulted to the start date and end date of the current month. You can choose a different 

start date in the “Date Range” by clicking on the date. This will open the Calendar Picker 

where you can choose your preferred day.  

 Do note that you can only choose the start date and the end date is always system calculated 

to one month from the start date. User cannot select the end date. 

 As we are not allowed to change employees’ current and back-dated duty rosters (due to the 

possibility that the employees’ clock data have been recorded in their Time Sheets), the start date 

must be later than today’s date. 
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2. Click on the “Department” bar to open the Department Selection Window in order to choose a 

department or multiple departments. If you had selected multiple departments, you can see the 

list of your selected department by clicking on the  button. 

 

 

 

3. Click on the “Work Group” bar to open the Work Group Selection Window in order to choose a 

work group or multiple work groups. If you had selected multiple work groups, you can see the 

list of your selected work groups by clicking on the  button. 
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4. Select the employees that you want to copy the duty roster to by clicking on the checkbox next 

to the employee number or click on the checkbox at the top left corner to select all employees in 

the list. 
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4.2.2 For Supervisor and Entry Officer 

 

 

1. The “Date Range” determines which period of employees’ duty rosters that you want to copy to 

and is defaulted to the start date and end date of the current month. You can choose a different 

start date in the “Date Range” by clicking on the date. This will open the Calendar Picker 

where you can choose your preferred day.  

 Do note that you can only choose the start date and the end date is always system calculated 

to one month from the start date. User cannot select the end date. 

 As we are not allowed to change employees’ current and back-dated duty rosters (due to the 

possibility that the employees’ clock data have been recorded in their Time Sheets), the start date 

must be later than today’s date. 
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2. Click on the “Department” bar to open the Department Selection Window in order to choose a 

department or multiple departments. If you had selected multiple departments, you can see the 

list of your selected department by clicking on the  button. 

 

 

3. Select the employees that you want to copy the duty roster to by clicking on the checkbox next 

to the employee number or click on the checkbox at the top left corner to select all employees in 

the list. 
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4.3 Step 3 – Initiate Copy process 

  

Once the source and destination criteria have been setup, click on the [Copy] to copy the Source 

Duty Roster over to the selected list of employees’ duty rosters for the selected period. 

The system will notify if the copy process is successful. 
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Chapter 5. Duty Upload 

The Duty Upload function allows the Administrator, Supervisor and Entry Officer to upload 

employees’ duty rosters from an excel document into the system. Users can enter the duty roster 

information into an excel document template provided by the system. 

The function can be accessible from the following menu(s): 

 

5.1 Step 1 – Download the Excel Document Template 
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Click on the [Template] button to download the excel document template. The filename is 

DutyRosterTemplate.xls. 

 

 

5.2 Step 2 – Choose the completed Excel Document 

 

Click on the [Browse] button and choose your completed excel document. 
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5.3 Step 3 – Upload completed Excel Document into the system 

 

Click on the [Upload] button to upload the duty roster information from your selected excel 

document into the system. 

The system will perform an internal check and will let you know if there are any issues with the 

information. 
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Chapter 6. Duty Roster Report 

All users4 can have access to the Duty Roster Report. 

HR Report 

 

Entry Officer and Supervisor Report 

 

Employee Report 

 

  

                                                

4 Employees may not have access to the Duty Roster report if the Duty Roster feature is not provided to them. 
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Sample formats of the report: 

 

 


