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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 15



TIMES

SOFTWARE

TIMES Training Quick Start Guide for Entry Officer
Release 4.0

Table of Contents

CHAPTER 1.

CHAPTER 2.

CHAPTER 3.

CHAPTER 4.

CHAPTER 5.

CHAPTER 6.

CHAPTER 7.

FIRST TIME LOGGING INTO THE TIMES TRAINING SYSTEM.............. 3
DASHBOARD ... 4
LEARNING ANALYSIS. ... 5
3.1 Withdrawing learning needs from SUPErVISOIr'S reVIEW ..........cccceeviiiiviieneeeeesiicvvnnnnns 7
3.2 Apply training courses for approved learning Needs ..........ccccceeeviiiiiiieee e, 8
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..........cccccvvvvvvvnnnnns 11
LEARNING PLAN ..ot e e 12
LEARNING REVIEW ...t 13
REP O R e e e e e a e 14

Copyright © 2016 Times Software Pte Ltd. All rights reserved. Page 2 of 15



TI MES TIMES Training Quick Start Guide for Entry Officer

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 o A T X
Employee

c Learning Plan{1)

Supervisor

2’ Learning Needs Analysis(3)

c Learning Plan({20)

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 employees’ learning needs for the

year and submit them to their supervisors for approval.

Training

¢ | Learning Analysis | /5

Learning Apply

Learning Plan
Learning Review
Report

Click on the Learning Analysis option in the Entry Officer menu to access the Learning Analysis

web page.

Employee AL
Year 2018 v |
Total Cost : $0.00 Balance : $0.00 Total Duratianhrs) : 0.00
Approval Status Empho Emp Name Course Provider category core Start Quarter Start Month  Cost§  Hours Remark Course Outiine Approved Date

Browse

Browse
Browse

Browse ..
Browse...

<|l<]l<][]l<][«
< Lelle]ell<]le

< €ll<ll<]<]|«
<] l<][<][<]

At the Learning Analysis web page choose the employee(s) first. If you have made multiple

selections you can click on "' button to see your selections.

Next enter the details of the employees’ learning needs.
If you want to add an additional row click on the button.
To save the learning needs click on the button. They will be recorded as draft copies.

If you want to export the learning needs into an excel document click on the Exno button.
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Once the employees’ learning needs are ready click on the button to submit them to

their supervisors for approval.

13 23

Employes ALL

veur e ]

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

(m} Approval status Emp No Emp Name Course Proviger Category Core Start Quarter Start Month  Cost§  Hours Remark Course Outiine Approved Date
ey ’ ;

o cooe e [Eroih Lampuags (ovanced) & PerraneCeweets 8 [imemcy  v] [core ] [miv] [wv] [ o] s
Spears
srey J— RN

4 onn sannter iandar Language (Advanced) & pEF Tang Conb P lis @ [LERACY V] [come  w] [mav] [hv] [EE Em ] Browse
po
e

¥l ont 08 ennifer  [TIMESTRAS Training @ [fimes Somware DemoPislia @ [TECHHOLOGY _w| [CORE | [iw [ [ - | | —| Browse
spuar Ees—
ey i

) Oret Jeniter  [IMES Loave Training @ [fimes Sofware Demo Pie 3 @ | TECHNOLOGY _ w| |CORE v [eaw 7w @ |[is Browse
Soens — — = —
ey

Wl orn €06 ennier  [TMES Pay/HA Training @ [fimes Sofware DemoPilid @ [TECHNOLOGY _v| [CORE  v| [Gd v v [ || Browse
=

Message from webpage x
[ e
Rt s St Eoon Fage size: 30 v

& After you submit the learning needs you cannot make changes to them unless supervisors

rejects them.

b 3
Employee 34 selected . @ A
Year 076 v
Total Cost : §34,656.50 Balance : $-34,656.50  Total Duration(hrs) : 1336.00
Approval status Emp No Emp Name Course: Provider Category Core  StartQuarter StartMonth CostS  Hours Remark Course Outine Approved Date
Saiy
Asproved D0z cnong  [TMES Trainig a W a [TEcHnoLooY  w| [coRE  w| 4w 0w nns |6 Fioiosher oouree.
M Myl
Saly
Pending for David Gan Dang Hal Crong  [TRMES IRAS Traimmg G [Fimes SoMwareDemoPia Lld &, | TECHNOLOGY | [core | [maw " s | Vear ond woskshop.
M Mui
saby
[] Pending for Davic GonDong Hai~ £002  Chong  [TIMIES Ciaim Training G [fimes Sofware DemaPis i @ |TECHNOLOGY _ v| [CORE | (@3 v % s |6 Ta leam new sofiwar. 600 259 €800t Delete
M Mui
Crristapher
Pending for Davic Gan Dang Hai  E001  LeeTan  [TIMES IRAS Trammg QA [fimes SowareDema Pie Ll @ | TECHNGLOGY v | [CORE | G4 v v s | ear end workshog. 5 291 pof Delete
Ming
Crristopher
Pending for David GanDong Hal 001 LeeTan  [Emgish Language (Advanced] @ [DEF Training Conire Ple LW @, | LTERAGY v| [core | [aaw " 7452|300 | [To improve my language.
Ming
Coristopher
Pending for David GanDong Hal €001 LeeTan  [TMES Loave Traiming Q. [fimes Sofware Demo Pl Ll @ | TECHNOLOGY  v| [CORE | (i v e e |6 To leam new sofwars.
Ming
_ Coristopher
Anproved E01  LeeTan  [TIMES Pay/HR Traming Q. [fimes Sofware Demo Ple Lid Q. | TECHNOLOGY  ~| |CORE v oaw 08 v T4 1% Refresher course.
ing
O Asproves WIS Leave Traming Q@ [fimes Somwa GemaPie (M @ | TECHNOLOGY v | [CORE | (04 v 2w ais % T oot Detete.
Ml Mul
Saiy
Fending for Dwid Gon Dang Hal  £002  Chong  [Enain Lanpusgs (mermediate] T [BEF Traming Cenie PR L G | LITERACY v oore v @aw v (2 %0 improve mytanguage.
haui Ml
Britney
[ Pending for Lamrence Lee Keng Soon €08 Jenniter  [ERGHN Language (Avanced) T [pEF Tamng Cenre P Ll @ | LITERAGY. v [core  v| aw 0w 402 | 300
Spears
Brtney
[] Pending for Lanrence Les Keng Soon €008 Jeender  [Wandurn Langusge (Advanced] a [BEF Traming CenrePie (W 6| LITERACY. v| [coRE | [aaw (K7 sz | %08
Saears
Srtey
[ Pending for Lamwrence Lee Keng Soon £008  Jennifer  [TAES IRAS Traiming Elic T G |TECHNOLOGY | [CORE | 4w 2w [ @
Spears
Sitey
Pending for Lawrence Lee Keng Soon E008  Jennifer  [TIMES Loave Traiming G [fimes Somware Deme P L @ | TECHNOLOGY  w| [CORE  v| (04w 2w e e v
[ it Apply Course Export Page Size: (50w
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3.1 Withdrawing learning needs from supervisor’s review

[ 3
Employes 34 selected s @ A
Year
Total Cost : $34,656.50 Balance : $-34,655.50 Total Duration(hrs) : 1336.00
0 Appioval Status. EMp No Emp Name. Course Provider Category Core Start Quarter Start Month  Cost$  Hours Remark. Course Outline Appioved Date
Sally
[ apseoved E02  Chonp  [TIMES Payroll Enterpase) Traiming @ [fimes Soware Demo Pl @ | TECHNOLOGY _ v| [CORE v [Gd v X" 11235 18 [Rekoaior wourse. 29160631 161501 764 663001 Detete
Mol Mul
Sally
) Penaing for Davia Gan Dorg Hai E002  Chong [TIMES 1RAS Training G [Times Sofware DemoPleLid @ TECHMOLOGY v CORE v Qdv 1w 535 ] Year end workshop.
Mol Ml
sally
L] Pending for David GanDongHal  E302  Chang  [TIMES Claim Traming @ [imeiSonvam DemoPEL G |TECHMOLOGY v | [CORE v @3 v W 105 18 To leaim new softwars. 20160831 161600 259 €300 Delete.
Mol Ml
Christoper
] Pencing for Oavid Gan Oong Mai €901 LeeTan  [TINES TAAS Trammg T [ SoaR DemOPE G TEGHMOLOGY  v| [CORE v Q4 v ne R Yaar end workenop. aneas
Ming
Chistopher
[ rending for David GanDong Hai  EOD1  LeeTan  [Engish Language Advanced) Q [OEF Training Conire P lid @ | LITERACY v| [core v [aaw 1w sz | 300 Ta improve my language. 20160831 160922 525 G5QAY Delete
Mg
rer
| pending for David Gan Dong Hai  E0DT [FNES Leave Trameg T [fimes Sofwam Demo PRI G | TECHNOLOGY | [CORE v G4 v 0w e 18 6 Foirs e SoRAarE. 1 160921 797 5001 Delete
Mirg
Chistopher
[ Appeoved B0  LeeTan [TIWIES Pay/FR Traming @ [imesSomvam DemoPEL G |TECHMOLOGY v | [CORE v @3 v wvl T [® Ratiesher course. 20160851 160920 914 194.00f Delete
Mirg
say
[ Appeoved €02 Chang  [WIES Leave Trammp G [imeisoamDemoPE G |TEGHMOLOGY v | [CORE v [@4 v 12w a8 Ta leam new somwars. 0160831 1616
Wi M
say
[ Penting for Devie Gan Dong Hai €002 Chang  [Engien Language intermedinte] @ [OEF Traming Contrs Pizlid | LITERACY v| [core v [azw 8% 222 300 imprave my language. 20160831 161503 234 35806 Delete
WMl
K] Pening for Lawrence Lee keng Soon EO0S: [Engiah Language (Advanced] T [DEF Trang Cene PELG G | LTERAGY v| [corE v [aaw v sz | (30
4] enaing for Lawrence Lee keng Soan €006 Fiandarin Language (Advanced) @ [DEF Tranig Contie P lld G | LTERAGY. V| [core v [adv | a0
ey
[] Penoing for Lawrence Lee Keng Soon 006 senmider  [TIWESTRAS Trainieg T [fimes Sofware Demo PeTid @ | TECHWOLOGY  v| [CORE v [ad v v s B
Spears
Britney
] Pencing for Liwrence Lee Kang Soon EQDE  senaiter  [TIRES Loawe Traiming @ [fimes Sofwar Demo PRl § | TECHNOLOGY _ v| [GORE v 04w 2w e[ >
Spears
Wihdraw Apply Course Export Page Size: (50~

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

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

O Approval Status Course Provider Category Core
O Pending for David Gan Deng Hai |TIME5 Payroll (Enterprise) Training Q |Time5 Software Demo Pte Lid Q| TECHNOLOGY W CORE W
‘Withdraw |TIME5 IRAS Training Q |Time5 Software Demo Pie Lid Q, | TECHNOLOGY W CORE W
[] Pending for David Gan Dong Hai |TIME5 Claim Training Q |Time5 Software Demo Pte Lid Q | TECHNOLOGY W CORE W
‘Withdraw |TIME5 Leave Training Q |Time5 Software Demo Pie Lid Q| TECHNOLOGY W CORE W
|:| Pending for David Gan Deng Hai |English Language (Intermediate) Q |DEF Training Centre Pte Litd 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 the learning needs have been approved you can apply training courses for them.

b Vi
Employes ALL C o
Year 2018~
Total Cost : $34,656.50 Balance : $-34,656.50 Total Duration{hrs) : 1336.00

Approval Status. Emp Na Emp Name. Course Provider Category Core. Start Quarter Start Month  CostS  Hours Remark Course Outline. Approved Date

saiy
Wl Approved 02 Cnong  [TIAES Payiol (Entermes) Tramng & [rines Sobwars DenoPla (4 G TECHNOLOGY | [CORE | a4 Wv 11235 |16 | Reteshercourss 20160531 161601 764 es300t Delete
o

e 1S Traming T [ sommomorn e @ TEGHNOLOGY  w| [GoRE  w| [Gav| [1iv] B8 (@ Vear end woanos ) 61601 24 167,06 Deiete

o [fres SommarDema e G TEGHNOLOGY | [GORE  ~| @3w| (88w 4105 |46 | (Toleam new software 23160831 161600 258 6500t Delete

a GemoPie [l G TECHNOLOGY | |GORE v| (a4 v 1w s |8 Vear end workshop.

& [DEF Tamna Cenma PR 8 Q| LITERACY v| [come  v|aaw| (1~ sz |38 | [Tomerovemymngusge
g for Davi Gen Dang M T [meSomwimOemo P G |TECHNOLOGY | [GORE  w| @dw|  d0w| A3 | [#6 | Tokam newsemware
[ Aperoved T s SoRwam Gemo Pie T G | TEGHNOLOGY | [GORE  w| (63|  [09%] (145 |46 | [Rekoshercourse 20160831 160920 914 194,001 Delete
Asoroved %2 IES Leave Training T [fmes Sobwow DemoPiE [l G [TEGHNOLOGY | [CORE  w| [6dw|  [12w] (318 |48 To learm new softuare 20160831 16160 507 B45001 Detets
cing for Omvid Gan Dorg Hai E00 [Enateh Lanauage (ntermediate) o [BEF Tamna Cenre PR G LITERAGY. v| core vl @av| v 2z | 300 | imorove my lanquaoe 20160831 161633 234 968001 Delete

T [LITERAGY v| [core v lasw v ez | 300
[m] @ [LTERACY v| [coRe  w] lodw " g2 | 308
Peacing for Lawrencs Lee Keng Soon ENJG [FIAES TRAS Traming & DemoPE M @ TECHNOLOGY | [CORE  w| [Gdw v s @
L] Pending for Lawrerce Lee Keng Soon EJE. [FIMES Loave Traiing @ [mesSomwareDemoPie L9 G TECHNOLOGY  w| |CORE v Q4w v ww 6 v
[ withdraw || Apply Course Export | Page Size: [50 v

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 13
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

Venue Classroom (Provider's Site) M Mode [Glassroom Training v
Core Core v

Learning Objectives™ Post-Course Performance Targets =

To renew knowledge on software. [Able 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 the employee will be attending.

Then click on the button to submit it to the employee’s supervisor for approval or click

Hack button to return to the previous web page.

/)
Depending on your organisation’s policy the employee 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 employees 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

¢ | Learning Analysis /é‘
[

Learning Apply

Learning Plan
Learning Review
Report

Click on the Learning Apply option in the Entry Officer menu to access the Learning Apply web

v b
Emploves Sally Cheng Mui Mui [£002)
Type iy Gl v
Search Apply New Course
Course Tralning Category Mode Hature Instructor Provider Totat Fee L Attachment

TIMES Pay f HA Training TECHNOLOGY cLassROOM xTERNAL ey

TIMES Len TECHNOLOGY INSTRUCTOR-LED XTERNAL viam 170

TS 7 TECHNOLOGY CLassROOM XTERNAL sett 1050

2
EEEREEE .

LTERacy Ewes Rabert 163
LTERACY Ewes Tina 2500
LITERACY Ewes Maria 12800
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4.1 Applying for a training course based on available courses and classes

Emplayee

Training Category Mode Mature Instructor Provider Total Fee URL Attachment

CHNOLOG

Class Setup Dialog x

b b 4500 iew view

Class Code  Start Date

az016 02

Choose an employee first.

Then click on the training course’s I:l checkbox to choose it.
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 the employee can attend and you will be

directed to the Apply Course web page.

23 kF
Employee No E002 Employee Name Sally Chong Mui Mui
Designation OPERATIONS EXEGUTIVE Department Operations and Logistics Department
Date Joined 01/01/2003 Employment Status Confirmed
Course * [TIMES Pay / HR Training Q
Provider = Times Software Demo®t Course Fee($) 749
Course Date * 02/08/2016 to |02/08/2016 Discount/SDF Grant(s) [
Duration * 8 hrs Cost($) 749
Planned Course No v Nature Extemnal Training v
Venue Website v Mode Classroom Training v
Core Coe v
Learning Objectives™ Post-Course Performance Targets =
To learn new software. |Rble to use new softwara.
Remark
Go paperless |
Course Detail 20160824 110925 439 349.pdf

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

button to submit it to the employee’s supervisor for approval or click Bk

button to return to the previous web page.

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

before the training course commences.
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4.2 Applying for a new training course not from the list of courses

ki (4
Employee Sally Chong Mui Mui [E002] s | )
Search | |ADDI',r Mew Course

To apply for a new training course not based on the available list of courses first choose an
employee and then click on the Apply New Course hyperlink to access the Apply Course web

page.
13 (33
Employee No E002 Employee Name Sally Chong Mui Mui
Designation OPERATIONS EXECUTIVE Department Operations and Logistics Department
Date Joined 010112003 Employment Status Confirmed
Course * qQ
Provider = —  a Course Fee($) |
Course Date * [ | to | Discount/SDF Grant(s) [
puraton — couts) I
Planned Course No v Nature Extemal Training ~
Venue Website v] Mode [ interactive Methods) Active Summaries v
Core Core v

Learning Objectives™ Post-Course Performance Targets =

Remark

Course Detail Browse...

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

employee’s supervisor for approval or click | B3¢ | putton to return to the previous web

page.
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Chapter 5. Learning Plan

You can view employees’ applied training courses at the Learning Plan web page.

>

Training

¢ | Learning Analysis /5‘
[

Learning Apply
Learning Review
Report

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

b
Employee ALL -
Caurse
Approval Status [ A1 ~
Date 7o
Year 2016 v
[ seamn
Total Cost (all pages) : §18,805.50 Total Duration (all pages) : 144.00hrs
[ Approval Status  ApprovalDate  Training Status  EmpMo  Emp Name Course Name Category Competency ~ Mode  Duration (Hrs) Start Date End Date Totalfee  Cost  Grant Type1
Penaing for Davia e NSTRUCTOR;
View : Bending £a02 Ehong TIMES Leave Training EXTERNAL = g 081272018 05122816 1700 131800 GOVERN
Gan Dong risi o LD
Pending for B Caristopher i
EE b perdes i o sy wsane  emame o e cowm
oo FaDet P a0: T EXTERAL CLASSAOONE 06/09/2016 06/09/2016 250 112350
Gan Dong Fisi E = il R e " 50
approved 0510872016 Pending ez medie DTERNAL  EwEs 0s/082016 077082016 4600 29200  PRNATE
Pending for David — i e osi0s ST e 5 o
e Pending a0: ediste) EXTEMAL  EWES 24 05/09/2016 070972016 600 292200  PRIVATE
gggggg
ewame reans S - S S —— oo ETCTOR, —— — e e G
Deren
view ang o = MES Pay 2 Trining e classioow 1o T m e
Lung
Agoroved 31062016 Fending B ay £ HR Training EXTERNAL  CLASSRO0OMS 03082016 037062016 o 74800
mity T ¥
Page Size: [50 v

At the Learning Plan web page choose your search criteria, such as “Company” and “Department”,
and click on the button to retrieve the list of training plans. If you have made multiple
selections you can click on "*’ button to see your selections.

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

plan.
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Chapter 6. Learning Review

You can view your employees’ training feedback forms at the Learning Review web page.

Training

¢ | Learning Analysis
Learning Apply
Learning Plan

Learning Review

Report

_&

Click on the Learning Review option in the Entry Officer menu to access the Learning Review web

" "
Employee ALL [l
veor wvis v
Seast ] Clonly Show Pendin Records
emp o - St te tnanete T tatus atre —

—

- R —— s s s pending srma oot
Petetr
-

- — s el penaivg srmw oo
oana

s o o - —

E002 Englth Language 08/2016 oprow EXTERNAL ORE

s s e e e cone

x N — e i s oo

o r— _— p— e smma cone

L — s e penaing ora oo

- TS Pl e - [ s v sra cone
: Pt

- R— — - P g s oo

v
Page Ses [

At the Learning Review web page choose your search criteria, such as “Department” and

“Employee”, and click on the button to retrieve the list of training feedback forms. If

you have made multiple selections you can click on

button to see your selections.

Click on the each training feedback form’s hyperlink under the “Evaluation” column to view the form.

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

You can generate reports from the Report web page.

&

Training

& | Learning Analysis /é‘
T

Learning Apply
Learning Plan

Learning Review

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

ki F
Report Type | Individual Lna v|
Department - ALL - R
Employee - AlLL - &

Lna Year
Report Format

Choose your criteria, such as “Report Type” and “Department”, and click on the button
to generate the report. If you have made multiple selections in the search criteria you can click on

button to see your selections.
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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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