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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.

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 1 of 20



TI MEs TIMES Training Quick Start Guide for Employee

SOFTWARE Release 4.0

Table of Contents

CHAPTER 1. FIRST TIME LOGGING INTO THE TIMES TRAINING SYSTEM.............. 3
CHAPTER 2. DASHBOARD ... 4
CHAPTER 3. LEARNING ANALYSIS. ... 5

3.1 Withdrawing learning needs from SUPErVISOIr'S reVIEW ..........cccceeviiiiviieneeeeesiicvvnnnnns 7

3.2 Apply training courses for approved learning NEEdS ..........cccovvveveiniiieeiniieee e 8
CHAPTER 4. LEARNING APPLY .ot 9

4.1  Applying for a training course based on available courses and classes................ 10

4.2  Applying for a new training course not from the list of courses..........cccccvvvvvvvvennns 11
CHAPTER 5. LEARNING PLAN ..ot e e 12
CHAPTER 6. LEARNING REVIEW ...t 14
CHAPTER 7. CALENDAR .o 15
CHAPTER 8. REP O R T e 17
CHAPTER 9. LEARNING POLICY et 18
CHAPTER 10. CHANGE PASSWORD. ...ttt 19

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 2 of 20



TI MES TIMES Training Quick Start Guide for Employee

SOFTWARE Release 4.0

Chapter 1. First time logging into the TIMES Training 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.

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.
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Chapter 2. Dashboard

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

Training ! n v 4

Employee
%2 Learmming Needs Analysis(4)

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 3. Learning Analysis

At the Learning Analysis web page you can view and plan out your learning needs for the year and
submit them to your supervisor for approval. Once they are approved you can then apply for the

training courses that can fulfill your learning needs.

Depending on your organisation’s policy your supervisor can plan your learning needs for you as

well.

Training

= - N
L@ Learning Analysis :

Learning Apply

& Learning Flan
Learning Review

*% Calendar

~‘| Report

j Learning Policy

E Change Password

Click on the Learning Analysis option in the Employee menu to access the Learning Analysis web

page.

b b

2016 v
Total Cost : $0.00 Balance : §0.00 Total Duration{hrz) : 0.00
Approval Status Provider Category Care CostS  Hours Start Quarter Start Month Remark Course Duttine Approved Date

oratt 11235 |16 at v 0w
5 0 at v 1w
5|16 @ v [o3 ~]

w16 i v [1z+]

a3 v [o9 ~

I T - v v

Add Raw Save Submit Export Page Size: (50 v

At the Learning Analysis web page enter in the details for your learning needs.
If you want to add an additional row click on the button.
To save your learning needs click on the button. They will be recorded as draft copies.

If you want to export your learning needs into an excel document click on the S button.
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Once your learning needs plan is ready click on the button to submit it to your

supervisor for approval.

23 13

Year

Total Cost : $0.00 Balance : $0.00 Total Duration(hrs) : 0.00

| Approval Status Course Provider Category Core Cost § Hours ¢
Wl Drait [TIMES Payroll (Enterprise) Training Q [Times Software Demo Ple Ltd @ [TECHNOLOGY v [core v [11235 |[18 I[
M Drett [TIMES IRAS Training Q. [Times Software Demo Ple Ltd Q. | TECHNOLOBY v [core v| [535 |[s I
Draft [TIMES Claim Training Q. [Times Software Demo Ple Lid Q. | TECHNOLOGY v [core ~] [1105  |[18 \[
M Dratt [TIMES Leave Training Q [Times Software Demo Ple Ltd Q| TECHNOLOGY v [core v [1319 |[18 \[
M Drait [English Language (Intermediate) Q. [DEF Training Centre Pte Ltd Q [LITERACY v [core v [2022 oo ||

Message from webpage X

o Are you sure to submit the record?

& After you submit your learning needs you cannot make changes to them unless your
supervisor rejects them.

3 I3

Year 2016 v
Ttal Cast : §7,004.50 Balance : 4-7,004.50 Total Duration(hrs) : 356.00

m| Approval Status Course Provider Category Core Cot§  Mours  Start Quarter Start Month Remark Course Outline Approved Date
[] Bending for Davie GanDang Hai [TMES Payro (Evterprise) Traimng G [Times Somware Demo e i G TECHNOLDGY CORE  ~ 123s |4 o v W] Refresher cowse 20160031 161601 764 6631 Dt
S Pending for Davia GanDang Hsi  [THAES IRAS Traimng & [fimes Sowars DemoPie (M G TECHNOLOGY CORE  w 55 |8 o v | Yearend workshop
] Perding for Davie Gan Dang Hei  [TIWES Ciaim Training T [fimes Sowars Dema Ple LW @ | TECHNOLOGY v CORE v 105 |18 @ v 0| Toleamnow sofware
) Pending for Davic Gan Dong Hai [TIMES Leave Traming Q [Times Sofware Dema Ple LW G |TECHNOLOGY v CORE v e 16 o v 12w To leam new software.
] Pending for Davig Gan Dang Hai  [Engish Language (mermedisie] T [DEF Traimng CentrePle (W Q. |LITERACY v T~ 32 w0 (o3v (08| mprove my langusge 20160831 161603 234 968,01 Desete
[ Vitham spor Poge size:
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3.1 Withdrawing learning needs from supervisor’s review

3 i

Year 2016 v
otal Cast : §7,004.50 Balance : $-7,004.50 Total Duration(hrs) : 356.00

T
m) Category Core Cost§  Mours Start Quarter Start Month Remark Approves Date
=] [FIMES Payrol (Enterprac) Trains g a [T v ORI v L 04 v 0w
=] [mEs g [Tec v GORE v 535 8 04 v %
[rES T (TECHNOLOGY GOoRE v 1os |16 @ v
[FIMES Leve Tramm T [TECHNGLOGY v GORE v e |16 o v v
[Evaieh Language (mizrmedil T [DEF Tramng ComrePle 1 G LITERACY v CoRE v 2 w0 (@v (8] | improve my language
winraw || Expont Page Size:

While your learning needs plan is still pending for approval you can choose to withdraw some or all
of the learning needs from your supervisor’s review. To do this click on the learning needs’ I:I

checkboxes to IE choose the ones that you want to withdraw and click on the button.

D Approval Status Course Provider Category Core

O Pending for David Gan Deng Hai |TIME5 Payroll (Enterprise) Training [+} |Time5 Software Demo Pte Lid Q, | TECHNOLOGY W CORE v
Withdraw |TIME5 IRAS Training qQ |Time5 Software Demo Pte Lid Q | TECHNOLOGY W CORE

[] Pending for David Gan Dong Hai |TIME5 Claim Training Q |Time5 Software Demo Pte Lid Q | TECHNOLOGY W CORE
Withdraw |TIME5 Leave Training [+} |Time5 Software Demo Pte Lid Q| TECHNOLOGY W CORE v

(] Pending for David Gan Dong Hai |English Language (Intermediate) Q |DEF Training Centre Pie Lid Q, | LITERACY W CORE W

Withdrawn learning needs will no longer be active and cannot be amended.
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3.2 Apply training courses for approved learning needs

In the event your learning needs have been approved you can apply training courses for them.

3 b
ear 2016 ~
Tatal Cast : §7,004.50 Balance : $-7,004.50 Total Duration{hrs) : 356.00
Appeoval Status Course Provides Category Core Cost$  Hours Start Quarter Start Month Remark Course Outtine Approved Date

CoRE 1235 |16 a4 v v Refiestar courss. 20160831 161601 764 6630 Delete

2 [FIMES Payrll iEnterprss) Trainng Q [Times Sotwars Demo s 1l Q| TECHNOLOGY v
@ [fimes Sotwars Demo PIs 110 @ | TECHNOLOGY coRE v s @ Qv 1w [Year end workshap.

G [Times Sotwars Demo PRl Q| TECHNOLOGY v CORE v 10518 a3 v 0w To le Pevare

a @ [fimes Sotwars Demo Fis (10 @ | TECHNOLOGY v coRE v we % ol v 12| [Toleam naw sotware

Fending for David Gan Dang Hal  [Enalish Language (ntermediata) T [OEF Tranmg Centie PE 0 @ | LITERAGY v coRE v m2z w0 (@v (v imerove my language.

ithdraw | [ Apply Course Export

Click on an approved learning need’s |:| checkbox to IE choose it and click on the

button to access the Apply Course web page.

33 23
Employee No E002 Employee Name Sally Chong Mui Mui
Designation OPERATIONS EXECUTIVE Department Operations and Logistics Department
Date Joined 010112003 Employment Status Confirmed
Course * [TIMES Payroll (Enterprise) Training q
Provider * [Times Software Demo®@t Course Fee($)
Course Date * [0i08i2016 | to [06/08r2016 ] Discount/SDF Grant(s)
ouraion = C— conts)

Planned Course Yes v Mature External Training v

M Mode [Glassroom Training v

Venue Classroom (Provider's Site)

Core Core v

Learning Objectives™

Post-Course Performance Targets =

To renew knowledge on software. [fble to use software efficiently.

To learn software's newest features.

Remark
Refresher course.

Course Detail 20160831 161601 764 663.pdf

At the Apply Course web page enter the details of the training course including the course’s

schedule that you will be attending.

Then click on the button to submit it to your supervisor for approval or click

Hack button to return to the previous web page.

@ Depending on your organisation’s policy you may be required to fill in a survey form before the

training course commences.
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Chapter 4. Learning Apply

At the Learning Apply web page you can apply for training courses from a list of available courses

or completely new ones.

@ Typically training courses applied here are on an ad-hoc basis and are not based on learning

needs.

o

Training

&

£ Learnin Analysis
|E-3 Learning Apply
il Learning Plan

Learning Review
® calendar
4| Report
j Learning Policy
j Change Password

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

b

Employes Sally Chong Mul Mul [E002]

Tyee By Ciass v

Search ] Aol Mew Course

Course Training Category Mode Nature Instructor Provider Total Fee R Attachment

TECHNOLOGY cLassRooM EXTERNAL Henry 0 View View
TECHNOLOGY NSTRUCTORLED EXTERNAL Wiz 1700 View View
TECHNOLOGY cLassroom EXTERNAL tert 1050
ORIENTATION aLENDED NDUCTION Rugi Sunsto o
LTERACY £wes EXTERNAL Robert 1630
LTERacy s EXTERNAL Tina P 4600
LERacy swes EXTERNAL Maria DEF Training Cenre Plz Ltd 12600
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4.1 Applying for a training course based on available courses and classes
ki (23
Employee Sally Chong Mui Mui [E002]
Search [ ]|aooly New Course
Course Training Category Mode Nature Instructor
[ TIMES Pay / HR Training TECHNOLOGY CLASSROOM EXTERNAL Henry Times Software Demo Pte Lty
[ TIMES Leave Training TECHNOLOGY INSTRUCTOR-LED EXTERNAL Willizm Times Software Demo Pte Lt
L1 TIMES Payroll (Enterprise) Training TECHNOLO| [ o Setup Dialog Demo Pte Lt
[ onboarding Training ORIENTATI( ate Training
23 23
[ English Language (Basic) LITERACY antre Pte Ltd
[ Engiish Language (Intermediate) LITERACY Class Code  StartDate  EndDate  StartTime EndTime Days AM/PM Hours Venue Head Count Remarks N :ntre Pte Lic
[ English Language (Advanced) LITERACY | o;m60802 02/08/2016  02/08/2016  09:30:00 1830:00 1 & 20 snire Pte Ltd
20160804  04/08/2016  04/08/2016  09:3G:00 1830:00 1 & 20
20160809  09/08/2016  09/08/2016  09:3G:00 183000 1 & 20
20160811 11/08/2016  11/08/2016  09:30:00 183000 1 & 20
20160816 16/08/2016  16/08/2016  09:30:00 183000 1 & 20
20160818 18/08/2016  18/08/2016  09:30:00 1830:00 1 & 20
20160823  23/08/2016  23/08/2016  09:3G:00 183000 1 & 20
20160825  25/08/2016  25/08/2016  09:3G:00 183000 1 & 20
20160830  30/08/2016  30/08/2016  09:3G:00 183000 1 & 20
20160901 01/09/2016  01/09/2016  09:30:00 183000 1 & 20 v

You can then see a list of available training classes in the Class Setup Dialog pop-up window.

Click on a training class (the “Class Code” hyperlink) that you want to attend and you will be

directed to the Apply Course web page.

(33 (33
Employee No E002
Designation OPERATIONS EXEGUTIVE
Date Joined 01/01/2003
Course * [TIMES Pay / HR Training Q
Provider * Times Software Demo®t
Course Date * 02/08/2016 to  02/08/2016
Duration = 8 hrs
Planned Course No v
Venue Website
Core Core v
Learning Objectives®
To learn new software.
Remark
5o paperless.|
Course Detail 20160824 110925 439 349.pdf

Employee Name
Department
Employment Status

Course Fee($)
Discount/SDF Grant($)
Cost($)

Nature

Mode

Post-Course Performance Targets =

Sally Chong Mui Mui
Operations and Logistics Department

Confirmed

749
o

749

External Training v

Classroom Training v

[Bble to use new software.

At the Apply Course web page enter your learning objectives, targets and remarks. Then click on

the button to submit it to your supervisor for approval or click

return to the previous web page.

Back button to

@ Depending on your organisation’s policy you may be required to fill in a survey form before the

training course commences.

Copyright © 2016 Times Software Pte Ltd. All rights reserved.
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4.2 Applying for a new training course not from the list of courses

33 k
Employee Sally Chong Mui Mui [E0D2] s | B
Search | | Apply Mew Course

To apply for a new training course not based on the available list of courses click on the Apply New

Course hyperlink to access the Apply Course web page.

33 33
Employee No E002 Employee Name Sally Chong Mui Mui
Designation OPERATIONS EXECUTIVE Department Operations and Logistics Depariment
Date Joined 01/01/2003 Employment Status Confirmed
Course * [ Q
Provider * [  a Course Fee(§) |
Course Date * [ ] to [ ] Discount/SDF Grant($) |
Burston —m costts —
Planned Course Nature
Venue [ website v| Mode [ interactive Methods) Active i v

Learning Objectives® Post-Course Performance Targets =

Remarlk

Course Detail Browse.

Enter the details of the training course and click on the button to submit it to your

supervisor for approval or click B3¢k | putton to return to the previous web page.
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Chapter 5. Learning Plan

You can view all the training courses that you had applied and can withdraw training plans still

under review by your supervisors at the Learning Plan web page.

Training

= . .

L& Learning Analysis :
= . [
Lg Learning Apply

j Learning Plan

Learning Review
%% calendar
~‘| Report
| Learning Policy
j Change Password

Click on the Learning Plan option in the Employee menu to access the Learning Plan web page.

Course B
oroval Status A v
Date 3
Vear ~
Search

Total Cost (all pages) : £5,364.50 Total Durstion (all pages) : 40.00hrs

ApprovalStatus  ApprovalDate  Training Status Course Name Provides Category Competency ~ Mode  Duration (Hrs) Start Date End Date TotalFee  Cost  GrantType! Cestificale  Cerl Receive (1/N)

Software INSTRUCTOR:
rainin EXTERNAL i osn22mE snz00e 1700 131800 GOVERN
e Demo LeD .

TIMES Payrol (Enterprise) Training . EXTERMAL  CLASSROOME ce/s2me cervsr20ne 1080 112350
e~ ECIERMAL  EWES 24 05/09/20%6 o7/s2016 aso0 292200  PRWATE

Aoproved 05/08/2016 Pencing English Language (Intermediste] :

Rejected Penting TIMES Pay / HA Trsining S ECIERNAL  CLASSROOM 040872016 /0812016 700 7480

At the Learning Plan web page choose your search criteria, such as “Approval Status” and “Date”,
and click on the button to retrieve the list of training plans.

With the training plans retrieved you can click on the View hyperlink to view each individual training

plan.
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(33 13
Employee No E002 Employee Name Sally Chong Mui Mui
Designation OPERATIONS EXECUTIVE Department Operations and Logistics Department
Date Joined 01/01/2003 Employment Status Confirmed
Course * [TIMES Leave Training q
Provider Times Software Demo®t Course Fee($) 1319
Course Date = 05/12/2016 to |05M2/2016 Discount/SDF Grant(s) 500
Duration * 8 hrs Cost($) 1319
Planned Course v Mature External Training %
Venue Website v Mode Instructor-Led v
Core Core v
Learning Objectives™ Post-Course Performance Targets *
To learn new software. Able to use new software.
Remark
To learn new software.
Course Detail 20160831 161602 507 846.pdf

If you are viewing a training plan that is still pending for approval you can choose to withdraw the

training plan. To do this click on the button.

Withdrawn learning plan will be removed from your supervisor’s review and cannot be amended.
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Chapter 6. Learning Review

You can fill in training surveys and feedback forms at the Learning Review web page.

Training

= . .
L@ Learning Analysis :

E Learning Apply
j Learning Plan

%% calendar

~‘| Report

E Learning Policy
j Change Password

Click on the Learning Review option in the Employee menu to access the Learning Review web

page.

b b

vear 200 v
search Ulonly shew Pending Records

Course Start Date End Date Application Status Tesining Status Mature Care. Evaluation

05/12/2016 0512206 Pending EXTERMAL coRe

06/03/2016 06/09/2016 Perding EXTERNAL core

Engish Language
(ntermediate)

05/092016 o708 Apzroves Peraing EXTERNAL

If the feedback form is available for you it will be shown as a hyperlink under the “Evaluation”

column. Click on it to access it and fill in the details in the form.

Then either click button to save the form as a draft copy (which you can edit it at any
time) or click button to submit the form as a final copy to your supervisor for review.
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Chapter 7. Calendar

You can view your training calendar at the Calendar web page.

Training

= . .
L@ Learning Analysis :

E Learning Apply
j Learning Plan

Learning Review
%% calendar
~‘| Report

E Learning Policy
j Change Password

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

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

01 02
06 o7

- English Language (Intermediate) ~ TIMES Payroll (Enterprise) Training
1. Sally Chong Mui Mui 1. Sally Chong Mui Mu;

You can choose the calendar filters such as “Period” and “View Type” to show different information
in the Calendar web page.

To see your training courses choose “View Type” Department.
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Fiters
Period:
View Type
Course

Department

Sunday

04

25

09 v|[2016 V]

Course Schedule v
[ALL

ALL

Monday

os

- English Language (Intermed
1. 05/09/2016 - 07/09/2016

- Onboarding Training
1. 05/09/2016 - 05/09/2016

- TIMES Payroll (Enterprise) Training
1. 05/09/2016 - 05/09/2016

te)

12

= TIMES Payroll (Enterprise) Training
1. 12/09/2016 - 12/09/2016.

19

= TIMES Payroll (Enterprise) Training
1. 19/09/2016 - 19/09/2016.

26

= TIMES Payroll (Enterprise) Training
1. 26/09/2016 - 26/09/2016.

Tuesday

~ TIMES Pay / HR Training
1. 06/09/2016 - 06/09/2016

13

- English Language (Intermediate)
1. 13/09/2016 - 15/09/2016
- TIMES Pay / HR Training

1. 13/09/2016 - 13/09/2016

20

~ English Language (Advanced)
1. 20/09/2016 - 22/09/2016

=~ TIMES Pay / HR Training
1. 20/09/2016 - 20/09/2016

27

= TIMES Pay / HR Training
1. 27/09/2016 - 27/09/2016

Wednesday

o7

- English Language (Advanced)
1. 07/05/2016 - 0/09/2016

- TIMES Payroll (Enterprise) Training
1. 07/09/2016 - 07/09/2016

14

= TIMES Leave Training
1. 14/09/2016 - 14/09/2016
~ TIMES Payroll (Enterprise;
1. 14/09/2016 - 14/09/2016

21

- TIMES Payroll (Enterprise) Training
1. 21/09/2016 - 21/09/2016

28

= TIMES Payroll (Enterprise) Training
1. 28/09/2016 - 28/09/2016

Thursday
o1

~ Onboarding Training
1. 01/09/2016 - 01/09/2016
= TIMES Pay / HR Training
1. 01/09/2016 - 01/09/2016

o8

~ TIMES Pay / HR Training
1. 08/09/2016 - 08/09/2016

15

- TIMES Pay / HR Training
1. 15/09/2016 - 15/09/2016

2

- TIMES Pay / HR Training
1. 22/09/2016 - 22/09/2016

29

= TIMES Pay / HR Training
1. 29/09/2016 - 29/09/2016

Friday
02

- English Language (Basic)
1. 02/09/2016 - 02/09/2016
- Onboarding Training
1. 02/09/2016 - 02/09/2016

- English Language (Basic)
1. 09/09/2016 - 09/09/2016

16

- English Language (Basic)
1. 16/09/2016 - 16/09/2016

23

~ English Language (Basic)
1.23/09/2016 - 23/09/2016

30

~ English Language (Basic)
1. 30/09/2016 - 30/09/2016

Saturday
03

To see available training course schedules choose “View Type” Course Schedule.

Copyright © 2016 Times Software Pte Ltd. All rights reserved.
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Chapter 8. Report

You can view reports at the Report web page.

oo

Training

r;' Learning Analysis
ﬁ' Learning Apply
j Learning Plan

Learning Review
|| calendar

il Learning Policy

j Change Password

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

k (43
Report Type | Plan Records W |
Date Range:  |01/01/2016 | To [31/12/2016

Report Format

Choose your criteria, such as “Report Type” and “Date Range”, and click on the

button to generate the report.
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Chapter 9. Learning Policy

You can view your organisation’s training policy at the Learning Policy web page.

Eﬁ Learning Analysis
Ei Learning Apply

J Learning Plan
Learning Review
|/ calendar

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

Main *  Leaming Policy *

Lorem Ipsum

Lorem ipsum dolor sit amet, , id metus. Integer ut erat eu leo imperdiet tempor. Vestibulum id placerat lacus. Donec rhoncus tortor at tartor dictum malesuada. Nulla interdum enim non ultrices scelerisque. Curabitur turpis massa, sagittis et
o T s mm-ss: T e T e e P T e e e e T e S e e S T e e i e e e S

Mascenss suscipit volutpat euismod. Pellentesque rhoncus, diam eget mollis congue, tellus ekt convallis ipsum, sc lobortis orci quam e ante, Praesent consequst cansequat nibh, id finibus nul
imterdum at, thoncus sed dui. Danec vitae ultnces felis. Quisque elementum nisl eu metus placerat pelientesque. Nam malestie nulla justo, tincidunt suscpit velit fermentum ut.

Vivamus cangue metus ac sem auctor facilisis wel vel tortor, Donec porta malestie faciisis. Nam odio nisi, hendrerit sit amet

e yolutas incidunt Bl Cras ignissi o sasien uis conssauat. ntages sl mauis, llicis bistigue Bharsirs sed, dicum in ser. Cranon i vel nunc pellntasaus allenieiqus nec s amet s, S laoret i vitse siemed faclii. i samasr vouiostsollctudin. Vestlbulum o acins aro. Maurs
arnare massa liguls, ac ultr ibendum <t. Donec &t aceumsan nibh
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hendrerit nulla. Vestibulum saqittis mauris ut magna interdum, at consectetur ibers mattis. justo nunc, magna hendrerit ut. In gravida warius nisl. Nullam id malesuada lorem, eget bibendum tellus. Pragsant sit amet orci eu dui hendrerit tristique. Nulla finibus, mauris vel varius
Ukrices, orem vel $80iis i ut olks Bk ) Ut ui. FUsce Feis MagD, BIARAR nec arst e, maximus Rendret dul

Donec et tristique nibh id molestie tellus. turpis at maximus. Phasellus huctus ipsum quis d
amet nisl eget libero semper tristique ac quis felis. Donec eget l:l\u's et ex maximus feus
Hunc fermentum velit metus, ut pretium ante port:

rdum, at gravida uma elementum. Nulla iaculis ibero tincidunt ornare ullamcorper. Quisque et libero nec libero tristique consectetur eget id dolor. Quisque id molestie turpis. Marbi sit
5t Pellenteaaue et porior aLGUE, NEC VENenats 1AM, VIvAMUS erat veR, conssctetur vel eroa malesuada, luckus solcRuGin T, Cres vtee MoNS s, € veMiculs Magna. Maccenss malesysd ante nan sodeles ormare. Hulla o,

Lorem Ipsum

Lorem ipsum dolor sit amet, consectetur adipiscing elt. Pellentesque quis pulvinar ipsum, id ullamcorper metus. Integer ut erat eu leo imperdiet tempor. Vestibulum id placerat lacus. Donec rhoncus tortor at tartor dictum malesuada. Nulla interdum enim non ultrices scelerisque. Curabitur turpis massa, sagitts et
cansectetur ac, bibendum sed turpis. In ha habitasse platea dictumst. Aliquam aliquet sagien justo, quis vestibulum orci semper eu, Cras omare viverra tristique. Sed nec ipsum eget ante tincidunt vestibulum, Donec vel sapien vel libero placerat placerat iaculis eu velit.

Maecenas suscipit volutpat euismod. Pellentesque rhoncus, diam eget mollis congue, tellus elit convallis ipsum, ac lobortis orci quam eu ante, Praesent consequat cansequat nibh, id finibus nulla, Vivamus congue metus ac sem auctor facilisis vel vel tortor, Donec porta molestie facilisis. Nam odia nisi, hendrerit sit amet
mterdum at, thoncus sed dui. Denec vitae ultnices felis. Quisque elementum nisl eu metus placerat pelientesque. Nam molestie nulla justo, tincidunt suscpit velit fermentum ut,

Lorem Ipsum

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Pallentesqus auis pulvinar ipsum, id ullsmcorper metus. Integer ut erat eu leo imperdiet tempor. Vestibulum id placerst lacus. Donec rhoncus tortor at tortor dictum malesusda. Nulla interdum enim non uitrices scelerisque. Curabitur turpis massa, sagittis et
consectetur ac, bibendum sed turpis. In hac habitssse plates dictumst. Aliquam aliquet sapien justo, quis vestibulum orci semper su. Cras ornare viverra tristique. Sed nec ipsum egat snte tincidunt vestibulum. Donec val sapien vel libero placerat placerat iaculis eu velit,

Maecenas suscipit volutpat euismod. Pellentesque rhoncus, diam eget mollis congus, tellus efit convallis ipsum, ac lobortis orci quam eu ante, Pragsent consequat consequat nibh, id finibus nulla, Vivamus congue metus ac sem auctor facilisis vel vel tortor, Gonec porta molestie facilisis. Nam odio nisi, hendrerit sit amat
interdum at, rhoncus sed dui. Denec vitae ultrices felis. Quisqus elementum nisl eu matus placerat pellentasque. Nam molestie nulla justo, tincidunt suscipit velit fermentum ut.

Hunc volutpat tincidunt blandit. Cras dignissim non sapien quis consequat. Integer et mouris, ultricies tristique pharetra sed, dictum in libero. Cras non mi vel nunc pellentesque pellentesque nec sit amet risus. Sed lacreet mi vitae evismod facilisis. Etiom semper volutpat solicitudin. Vestibulum et lacinia eros. Mauris
arnare massa ligula, ac uktricies mi bibendum et. Dones et accumsan nibh
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Chapter 10. Change Password

You can change your login password to the system at the Change Password web page.

o

Training

r; Learning Analysis

E: Learning Apply

j Learning Plan
Learning Review

% calendar

~‘| Report

i Learning Policy
j Change Password

Click on the Change Password option in the Employee menu to access the Change Password web

page.

23 (3

This function allows you to change your existing password,

Department
Employee Sally Chong Mui Mui [E002] | U

Old Password: | |

Mew Password: | |

Confirm | |

Password:

- ALl - |

At the Change Password web page enter your old password, new password and click

button.
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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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