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Disclaimer

This manual is provided for information purposesyoill information included is subjected to
changes without notice. Times Software Pte Ltd as mesponsible for any damages, direct or
indirect, arising from the use of this manual.

Copyright
© 1998 Times Software Pte Ltd. All rights reserved.
Printed in Singapore.

TIMES PAY SOFTWARE LICENSE AGREEMENT

IMPORTANT-READ THIS AGREEMENT BEFORE OPENING THE SE ALED DISK
PACKAGE! BY OPENING THE SEALED DISK PACKAGE, YOU AR E DEEMED TO
AGREE TO BE BOUND BY THIS AGREEMENT.

This legal document is a license agreement between and Times Software Pte Ltd BY
OPENING THE SEALED DISK PACKAGE, YOU ARE DEEMED TAGREE TO BE BOUND
BY THE TERMS OF THIS AGREEMENT. IF YOU DO NOT AGREEO THE TERMS OF
THIS AGREEMENT, DO NOT OPEN THE SEALED DISK PACKAGEND PROMPTLY
RETURN THE SOFTWARE TO Times Software Pte Ltd

In consideration of the right to use the SOFTWARGU agree to abide by the terms and
conditions of this agreement.

1. GRANT OF LICENSE: Times Software grants you the personal, non-exausght to use
the SOFTWARE only on a single computer. You maysitally transfer the SOFTWARE
from one computer to another provided that the SGRRE is used on only one computer at
any time. You may not install or use the SOFTWARE @ network, multiple site
arrangement, or any other hardware configuratioerasthe SOFTWARE is accessible to
more than one CPU or more than one user.

You shall not assign, sublicense, sell, rent, |elas@, convey or transfer to any third party, or
send or bring the SOFTWARE out of the country wheoe originally obtain it to other
countries without required authorisation of appiiea governments, or copy, duplicate,
translate or convert to another programming languéig SOFTWARE or accompanying
documentation, except as expressly provided herein.

You shall not alter, modify, disassemble or otheewreverse engineer the Software or
accompanying documentation and you shall also @&t lany third party to do so.

2. BACK-UP COPY: You may make one copy of the SOFTWARE solely ftraak-up purpose
or copy the SOFTWARE onto the permanent storagdceefe.g. a hard disk) of your
computer and retain the original for a back up psep Any other copying of the SOFTWARE
is a violation of this Agreement. You must reprogl@nd include the copyright notice on the
back-up copy.
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3. SUPPORT AND UPDATE: Times Software Pte Ltd will be maintaining and upuathe
SOFTWARE. A maintenance contract is required fotufer enhancements of the
SOFTWARE such as employment act changes and yelgporegram.

AUTOMATIC RENEWAL: Upon expiration of the initial term, this agreemesiall be
automatically extended on a year-to-year basis giding one month’s notice before expiry.
Upon termination of maintenance contract agreenwtiter party must give written notice
prior to actual date of contract expiry.

4. LIMITED WARRANTY AND DISCLAIMER OF INDEMITY: Times Software Pte Ltd
will not guarantee uninterrupted service, or abseoc correction of errors. Therefore, the
SOFTWARE is license on an “AS IS” basis without reauty of any kind. The diskette and
control key (dongle) on which the SOFTWARE is retsat is warranted against defective
material or workmanship under normal for periodnafiety (90) days from the date you
purchased the same as evidenced by receipt omasieerThe limited warranty does not apply
if the failure of the diskette and dongle resulfienin accident, abuse or misapplication of the
SOFTWARE and shall not extend to anyone other tharoriginal user of the SOFTWARE.

TIMES SOFTWARE PTE LTD DISCLAIMS ALL IMPLIED WARRANIES, INCLUDING ANY
WARANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICUAR PURPOSE, WITH
RESPECT TO THE SOFTWARE OR ACCOMPANYING DOCUMENTAOJN.

TIMES SOFTWARE PTE LTD IS NOT LIABLE FOR ANY LOSS ® DAMAGE INCLUDING
CONSEQUENTIAL OR INCIDENTAL LOSS OR DAMAGE SUCH A3 0SS OF PROFITS,
EXPENSE OR INCONVENIENCE, WHATSOEVER CAUSED BY ORRASING OUT OF THE
SOFTWARE, ACCOMPANYING DOCUMENTATION OR THE USE THEEOF.

TIMES SOFTWARE PTE LTD SHALL HAVE NO OBLIGATION TOINDEMNIFY YOU

AGAINTS ANY CLAIM OR SUIT BROUGHT BY A THIRD PARTY ALLEGING THAT THE

SOFTWARE, ACCOMPANYING DOCUMENTATION OR THE USE THEEOF INFRIGES ANY
INTELLECTUAL PROPERTY OF SUCH THIRD PARTY.

THE ABOVE IS TIMES SOFTWARE'S ENTIRE LIABILTY AND YOUR EXCLUSIVE REMEDY
IN CONNECTION WITH THE SOFTWARE AND ACCOMPANYING DOUMENTATION.

5. TERMS: This Agreement is affective upon opening the skdisk package and remains in
effect until terminated. You may terminate thisesgnent by destroying the SOFTWARE and
copy thereof. This Agreement will also terminaterglu fail to comply with any the terms of
this agreement. In addition to Times Software asifgy their respective legal rights, you must
then promptly destroy the SOFTWARE and any copyethie

6. ACKNOWLEDGEMENT: By opening the sealed disk package, you acknowle¢hlgt you
have read this agreement, understood it, and @grbe bound by its terms and conditions.
You also agree that this agreement is the complete exclusive statement of agreement
between you and Times Software concerning the stulbj@atter hereof and supersedes all
proposals or prior agreements, verbal or writtenl any other communications between you
and Times Software relating to the subject mateedf. No amendment to this agreement
shall be effective unless signed by a duly autedrigpresentative of Times Software.

Should you have any questions concerning this agget or if you desire to contact Times
Software Pte Ltd for any reason, please write to€l Software Pte Ltd in the accompanying
documentation.
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TIMES SOFTWARE

Times Pay 8.0

TIMES PAY is a Windows-based integrated payroll &dndhan resource management system. It is
cost-effective and designed with robust functidgaind performance. It is user friendly and
flexible, allowing payroll to be done accordingthe countries’ local authorities’ requirements.
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TIMES PAY 8.0 manages a wide variety of payrolliaties from simple straightforward
deduction categories to complex, multi-company pésr

It tracks all employee data related to payroll psing, print pay-slips and generates a wide array
of standard and statutory government reports tgsfgayour monthly, quarterly and annual
processing requirements. You can maintain full eygé details including staff transfers, job and
pay histories.
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Hardware Requirement

TIMES PAY Software is designed based on the latettchnology available. To maximise your
investment, the minimum hardware requirement is agollows:

Computer system : Pentium Il and above
Memory : 128Mb Ram & above
Hard disk : 50Mb hard disk space required for software, BQidr 500

employees per year
Monitor : Colour VGA
Video Display adapter : Video Ram 4Mb minimum, set at High color 16 bit

Printer . Any printers supported by MS Windows 95/TRQ/NT/XP

Recommended Dot-matrix Printers:
Panasonic KX-P1121
Epson LQ series

Remarks

1) TIMES PAY is written for 32bits operating systerttisuns on Windows 95 and above, as well
as Windows NT.

2) For maximum performance, Pentium Il 400Mhz andvabwith 128Mb Ram is
recommended.
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Installation

CDROM INSTALLATION

To install TIMES PAY 8.0,
STEPS:
1) Insert the installation CD into your CD ROM drive

2) Please wait for a few seconds. The CD will perfamAuto run until you see the following
screen appear.

3) Click “Next” button installation sep x|

g Times Pay 8 Setup is preparing the InstallShigld(r)

4) The Install Shield Wizard starts running ‘wizard which will guide wou through the rest of the

setup process. Pleasze wait.

A 1 >

x|

wielcome to the Times Pap 8 Setup program. This program will
inztall Times Fay 8 on your computer.

5) Click theNext button to proceed.

It iz strongly recommended that you exit allwindows programs
before running thiz Setup program.

Click. Cancel to quit Setup and then close any programs vou have
nning. Click Mest to continue with the Setup program.

WARMIMNG: This program iz pratected by copyright law and
international treaties.

Unauthorized reproduction or distnbution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prozecuted to the maximum extent possible under law.

InstallShield

< Back Cancel |

6) Enter your personal/company User Information
particular and click thidext button.

Tupe pour name below. v'ou must alzo wpe the name of the
compant wo work, for.

Mame: |User Marne

LCompany: |Times Software

< Back | MHest > | Cancel |
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7) Click theNext button to accept
the default destination or click
Browse to change directory.

8) Click theNext button and the
Setup wizard will create a
program foldePayroll
8.0/HR to contain the program
icons.

NOTE:
Click theBack button if you wish
to make any changes.

Choose Destination Location 5[

InstallShield

Setup will inztall Times Pay & in the following directory.
Toinstall to this directorny. click Mext.

Toinstall to a different directory, click Browse and select another
directorny.

‘f'ou can choose nat to install Times Pay 8 by clicking Cancel to
exit Setup,

Destination Directory
(E:\Timesoft\T PamM

Browse. .. |

Cancel |

Inztall5hield

Select Program Folder

Setup will add program icons ta the Program Falder listed below.
You may lwpe a new folder name, or select one from the existing
Folders list. Click Mext to continue.

Program Folders:

X

ITimes Payrall 2.0

Existing Folders:

Adrinistrative Toals
Advantage D atabaze Server
ticrozoft Office Tools
Marton Antiins

PayHR

Flainbow Techhalogies:
Starty

1

< Back I Mest » I

Cancel |

9) Click theNext button to confirm
the installation settings.

Decompressing Files In C:ATimesofthTPEM
time:zpayd. exe

Y

Start Copying Files

are zatisfied with the settings, click Mest to begin copy

Current Settings:

Setup has enough information to start copying the program files.
If you want ta review or change any settings, click Back. |f pou

X

ing files.

Setup Type:
Complete

Target Folder
C:ATimesofth TPEM

U ser Information
Mame: emily
Company: Times Software Sdn Bhd

=
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10) Click theFinish button to complete the installation.

Setup Complete

Setup haz finished copying files bo your computer.
Setup will now launch the program. Select your ophion below.

[ “es. | want to view the README File

Click. Finizh to complete Setup.

|rzkallS hield

< Back

To run the TIMES PAY 8.0
STEPS

11) On Windows DesktopClick the Start button.

A
12)  Select Programs><Times Pay 8.0>> ﬁ“};’;
TIMESPAYS
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How to Start? %ﬂ'&é
1) To launch TIMES PAY 8.0, Double-click the shortgzdn on TIMESPAYS the

Windows desktop.
2) Choose a company database indbmpany selection windowand open it by clicking the
OK button.

3'.’.'.’.' TIMES Payroll/Human Resource - |I:I|£|
Code |Cnmpany Hame |Staff Ho |;|
B TIMES SOFTWARE SON BHD g | companyCode
— CWE
Delete
_I [lEy
Save
| Disgnostic
Total Staff g
Yersion §.11 (08 May 2003) v’ Ok | x Exit |

Functions you can perform in the above startup windw

Click on Hew to create a new company database.
Click on Jave to save a newly created database.
Click on Delete to delete a selected database.

Click on to go into payroll program with a selettiatabase.
Click on to exit the program.
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Databaze Maintenance
[
[~ Backup with Indes files? Reuser
Backup Restore
Optimize || ﬁgluse
Click | pjagnostic | ON to perform data maintenance.

Click on to backup a selected database.
Click on to restore a previous backup database.

(For a full instruction on how to Backup/Restore database, see Appendix A)

3) On the Login Screen choose the pay period.

Login
Log in Entry
zer D :
Pazzword ; Ii
Period : |2':":'2|:'-I ﬂl'l |E ﬂ Change
Password
«" Login X Logout

e ID: User's ID - assigned by the system administrator.
Note: The default user ID IMASTER. A Master user has full access rights to the gyste
« Password:User’s Password - assigned by the system admituistra

Note: The default password is “1234". Month
Year selection ont
—

* Period: Salary Payment mode — selection

a) mid-month (M) AP
b) end-month pay (E). 2000 01

Clickon| « Login to activate the software main menu.

Click on| X Logout | to exit back to th€ompany Selectionwindow.




TIMES PAY 8.0

One-Time Setup for your software

¥ Company Parameter o ] 4

Compary Profile | Misc F'aramelerl Prorate ﬁ.llnwancel 0T Capping I Mizc I

System Setting

[iate Format DOAMMAYYY - Master D Audt trail [ Encazhment Code I vI

Frobation Period I 3 Mid Month Pay Subject to EFF W Rounding Farmula I j
Fietired Age I =] Mid Month Pay Subject to SOCS0 [ Encaszh Resigned Staff 7 [#
I— Auto Adjustment ? v
sl el il 12 WOL Round to I jv Auta Confirmation dug notice ? v
Link Leave To Modify Record 7 IND vl Previous month OT rate for Daily Rated Employee ? [
Combine EFF & Yal 7w
User Define Day I 27.00 Prorate Formula =

Carnpany |TIMES SOFTWARE SDM BHD [SAMPLE] LCa Registration Mo |TE5TING
Address [10-138, Wi Sha LDA I

MO 21 JALAN PINANG Fax |2?1 oooa

KLALE LUMPUR Tabung Haiitt|
Fost Code |5c|45u Phane | 27100030 sncsmﬂm 23456789
Home Page URL | Email |

. i i 7
Fapslip Messagel Prarate for Hire ar Temminate Employes 7 v

I Forrmula IEase Pay/Calendar Day j
b ethiod IDain Rate = Diay Worked j
I-'L Cloze

Company Profile

Company Profile - Fill in your company information accordingly.
(Note: Make sure the Co. Registration No., Income Tax A& SOCSO No. and EPF A/C No.
are filled up. This is necessary for printing of8mment forms)

System Setting

» Date Format: DD/MM/YYYY or MM/DD/YYYY
* Link Leave To Modify Record? : SelectYesto linkleave [Tikleave To T

applications to the Modified payroll records. Leaveay be Modify Record ¥ g

applied viaLeave Application. Otherwise, the user will have i

to enter the leaves taken for each payroll prooessually.

» Payslip MessageGlobal payslip message

» Probation Period: Global probation period

» Encashment:(Only applicable for resign staff)System will auto calculate annual leave
balance and pay back to the resign staff. If ihisegative(-) balance system willdeduct it
from the staff salary.

Step:

1) Create an allowance code in Allowance/Deductiotetahe first character must start
with “&”, e.g. &ANLP, this will allow user to selégrorate formula in GRP formula
column. (Refer to page 24 on how to create an altm&/deduction code)

2) Go back taCompany Profile, in “Encashment Code”, select the allowance codated
in step 1 above and tick the option “Encash Resigtaff".

10
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Prorate Formula

 Prorate for Hired or Terminated Employee?:
-Tick to apply auto-prorate formula for incomplete
month staff.

* Formula: Formulae to be used for prorated wages

* Method: Daily Rate * Days worked — calculation of
salary based on daily rate.

Prorate Formula
Prorate for Hire or Terminate Emplopes 7 v

Farmla |W0rking Dray/Mthe ﬂ
M ethiod |Da_l,J.-"Da_l,l Formula * Basze Salary j

Daily B ate * Day Worked

Day/Day Formulae * Base Salary — calculation ddigabased on
total days worked over total working days in thatnttn .

| Auto Confirmation due notice ¥ v | ) .
confirmation is

Checked — Enables system to prompt user when

du

| Auto Adiustment 7 IF.I_ Checked — Enables auto adjustment of negative ageéw

The payroll system will prompt the user to add & ©ede — ADJU.

This is used as an offset allowance for negativewage

Master ID Audit trail — TheMaster ID Audit trail allows the user to check from tAedit Trail
report what are the current activities that havenbgerformed by the MASTER user.

The following are the steps to set the Master |Rlitrail:
STEPS:

1) User will need to put a tick on tiaster ID Audit tra
Company Profile first.

il in the Master D Audit trail 7

2) If user wants to view the report, select it Report from theManagement Reports

under thePayroll Report.

Government Farm

Bank/Cash/Cheq Reports  #

3) User will need to key in thRIASTER ID and the date range

in the Audit trail dialogue.

2

Audit Report

Pay Higtor-W ariance Feport

Total Paid Dut Report

Stalf Movement Report - Straight method
Stalf Movement Report - Moving Average

& Audit trail M= |

From ID [MASTER v From Date [01/0172001 &)

To Date IU‘WUBQUW o] Range Selectiorr I|

Fange Selection

v

Audit Information

USERID [DATE TIME EMPCODE | OPERATION [PERIDD] CYCLE] &

M| MASTER 04/06/2001 | 313,05 M Misc Param Log in 200106 E
| MASTER 04/06/2001 | 9:20.12 M Misc Param Log in 200106 E
_[MASTER 04/06/2001 | 3:20:13 AM Update employes Log in 200106 E
| MASTER | 04/06/2001 | 9:20:40 AM Modified Pay record Log in 200106 | E 5

Details Record

[FIELD OLD_VALUE NEW_WALUE [ i’
M

|

LClear Audit | Frrint

| i'l_ LClose

User will be able to print out all the activitiesrformed by the MASTER user in tieidit

Report.

11
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MISC. PARAMETER

HOURS/DAY
=Y
Company Profile  Misc Parameter | Prorate Allowancel aT Eappingl Mizc I
—HoursDay 0T Rate Setup
Desc| Hour - Description | Factor| Status| EPF?| Vol?| EA#?| NPL?| Socso? PCB?|HRD?| |
M o 3 | |oT15C 1500 r - 1 v M
B 7 |oT20C 2000 © r - 1 FooFoT
BEE g T|oT30C 3000 ¢ r - 1. - v ¥
| |4 8 |
= 0T Rate Calculation base on I 12 Month OT CeilirgMirg 500
Howrz Worked per year ]
2496 OT ceilng ~[Mone] | T Ceilingthtas) 1500
—Select Formula———— OT Rate Setting I j
Daily Rate By .
IEIase Pay 26 j Founding Method |2 Decimal Places j Enable OT entry 7 2
NPL Daily Rate B Shift Setup
— ’:15 Y = SHIFT DESC |RATE |EPF?|Vol 2| EA#? 0T?|NPL?|Socso? PCB?|HRD?| =]
HIE Fa -
! - REGD 280 T 1 r F -
Abszent Daily Rate By BEGE 150 [ r T v - r _I
IBaEE Payizs ﬂ BEE o0 T 10T r r r
OT-Rate By B SHIFT4 sso0 T AN rr r «
IHDursNear j —
Working Day Rounding Methc Enable Shift entry 7 Il Average Shift Month ILast 3 Month ﬂ
- —RestDay Setup
|2 Decimal Places ~| [ TrD DESC | RATE| EPF?|Vol? EA#?| OT?|NPL? Socso?| PCB?HRD?| =]
Enshle MPL ertry 7 W ||_|HALF DAy os T 1O g C 0
Enable NPL Hour entry 7 [ || X ONE Dy A 1 - - 7 r.r -
Enable Absert entry 7 [V Enahle Rest day entry 7 v
j-'L LCloze

SE — SalaryExempt: employees under this setting cannot claiertone pay.

SN - SalaryNon-Exempt: employees under this setting can claiettone pay.

D1 — D8:Daily rated types. If you don’t have any daily-iteorkers in your company, please
ignore this part. 8 types (D1 to D8) of daily-ratedrkers are defined. The user may
choose to set the numbers of working hours perfatagach type.

D1 - Daily Rated Worker (Type 1) "“‘;“’ DT: =
D2 — Daily Rated Worker (Type 2) 5 D;“ o - :|
D3 - Daily Rated Worker (Type 3) g g
D4 — Daily Rated Worker (Type 4) “los 4
D5 — Daily Rated Worker (Type 5) |os 3
D6 — Daily Rated Worker (Type 6) _|o7 ® 4

D7 — Daily Rated Worker (Type 7)
D8 — Daily Rated Worker (Type 8)

HR1-HRS5: Hourly rated types. If you don't have any hourlyechworker in your company, please
ignore this part. 5 types (HR1 to HR5) of hourlyedworkers are defined. The user
may choose to set the numbers of working hourslggifor each type.

HR1 — Hourly Rated Worker (Type 1)

12
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HR2 — Hourly Rated Worker (Type 2)
HR3 — Hourly Rated Worker (Type 3)
HR4 — Hourly Rated Worker (Type 4)
HR5 — Hourly Rated Worker (Type 5)

Hours Worked per year: Used for overtime salary computation.

SELECT FORMULA Select Formula
. . Daily Rate By

Daily Rate By: Select the daily rate formula [iorking Day=/Mih ~]

NPL Daily Rate By: Select the No Pay Leave formula MPL Daily Rate By

Absent Daily Rate By: Select the Absent leave formula [Workang Days/Mih =]

OT-Rate By: Select the overtime formula OT-Rate By

Note: Choose OT rate formulae “Hours/Year” if the numbgr [Houssvear =]

working hours per week is unique in your company. Enable NPL enty? ¥
Hours Worked per year Enable NPL Hour ertry 7 [

Example: 24398 Enable Aheent ety ? [V

26 working day per month

Hours Worked per year = 26 X 8 X 12months = 2436 hr

Enable NPL entry? Tick to enable NPL-Day data input screen under MediPay Record
Enable NPL Hour entry? Tick to enable NPL-Hour data input screen undediffied Pay Record
Enable Absent entry? Tick to enable Absent-Day data input screen uMizdified Pay Record

OT RATE SETUP

OT Rate Setup
Description | Factor| Status| EPF?| Vol?| EA#?| NPL?| Socso?| PCB?| HRD?| = |

B|OT1 50 1.500 r 1 rd v o

" |ot20c 2000 C - 1T F W _LC

JoTanc 3.000 © - 1 I W ¥ | Double click or press

spacebar to TICK/UNTICK
Description: User defined description. the checkbox
Factor: Overtime rate multiplying factor.
Status: C- overtime computation based on the current basjcapd
L — overtime computation based on the last basidpé&yre the latest increment.

EPF? Is the specific OT subject to EPF? Tick = YES, tith-= NO
VOL? Is the specific OT subject to EPF voluntary fund?
EA# Set the line number where this amount would bec&dd in EA form
PCB? Is the specific OT subject to monthly IncomeTa
HRD? Is the specific OT subject to HRD?
NPL? Tick if you want the OT payment to affect NoyRaave deduction rate.
OT ceiling: User can define the OT ceiling as: none, basis aliowances or basic only

OT Ceiling (Min):  Minimum basic wage for computing overtime pay.
OT Ceiling (Max): Maximum basic wage for computing overtime pay.

Enable OT entry?: Tick to enable OT data input screen under Modiffeg Record.

13
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SHIFT RATE SETUP

Shift Setup
SHIFT DESC |RATE |EPF?|Vol 7| EA#?/ 0T?|NPL?| Socso?| PCB?|HRD?| «
| SHIFT1 soo BT 1+ O r -
SHFT2 so0 W 10 r -
BETGE 1w BT "IN i N e
| |FixeD 0T 1500 W RN = n N Y
Enable Shitt ertry 7 W Average ShiftMonth  |Last 3 Marth ~|

SHIFT_DESC (Description) :User defined description.

RATE
EPF?
VOL?
EA#?
PCB?
NPL?

Enable Shift entry?

:$/hr.
:The specify Shift subject to EPF ?
: The specify Shift subject to EPF Voluntary fund?

:Set the line number where this amount would becéfd in EA form.

:The specify Shift subject to monthly Income Tax?

: Tick if you want the SHIFT payment to affect No Ragave deduction

rate.

Average Shift Month:

- Current: Computation for shift allowances baseadwment month only.

- Last 1 to 6months: Computation for shift allowanbased on the average of months.
This will reflect the average gross rate pay fa st 6 months in your Gross Rate

Report.

REST DAY SETUP

EPF?
VOL?
EA#?
PCB?
oT?

NPL?

HeztDay Setup

RD DESC | RATE|EPF?|Vol?| EA#?| OT?|NPL? Socso? PCB?|HRD?| |

HALF Dy os [ N 1T N v v n
|| @ME DAY 1 N 1T N v v n

Enakle Rest day ertry 7 v

[

g |

Is the specific Rest Day subject to EPF?
Is the specific Rest Day subject to EPF volunfand?
Set the line number where this amount would bec&dd in the EA form.
Is the specific Rest Day subject to monthly Incorag deduction ?
Tick if you want the Rest Day payment to affect @fe.

Tick if you want the Rest Day payment to affect Ry Leave deduction rate.
Enable Rest day entry?: Tick to enable Rest day data input screen underifidddPay Record

14

:Tick to enable shift data input screen under MedifPay Record.
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Prorate Allowance

-l
Company F'mﬁlel Misz Parameter  Prorate Allowance | o1 Eappingl izc I
armula
Prorate Formuls IAIIDwanceICaIendar Da'fj
[MPLIABSENT Day Formula | - Use Fixed Amount from updste Employee Record 7 v
[GRP Formula] - Uze Fixed Amount from update Employee Record 7 [
Code |Description |HPL|Absent| Annual |Sick|+ |
CAR CAR ALLCWANCE r r r
I|Hp HANDPHONE &LLOWANCE r r r -
[
[
<F4>/<Right Click> - Delete code  <Inz> - Add code j"L Close

For any fixed allowance/s that needs to be pradridenewly hired or terminated staffs, you will
have to first declare the type of allowance here.

Prorate Formulad-ormulae to be used for prorated wages.
* [NPL/ABSENT Day Formula] — Use Fixed Amount from uplate Employee Record ?
-Tick to use Fixed amount for NPL/Abseny damputation. i.e. no prorate.

To add an allowance to be prorated, press the INSERkey

Code Select an allowance code.

Description Description of the selected allowance will beptiiged.

NPL Tick if you want your allowance to be prorated whieare is NPL taken.

Absent Tick if you want your allowance to be prorated whieere is an Absent
Day.

Annual Tick if you want your allowance to be prorated whieere is Annual
leave taken.

Sick Tick if you want your allowance to be prorated whleere is sick leave
taken.

(Refer to Page 120, appendifor an example)
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OT Capping

OT Capping is used to do the capping if a particatanpany has different OT Ceiling Formula for difént
group of employees. Here is the example if the amgas 2 different types of OT Ceiling Formula.

If the OT Ceiling Formula is a Fix Rate

1) Setthe OT Capping in Company Profile, e.g. CLA&8Fix Rate and the amount ($20).

E Company Parameter

Compary F'ru:ufile] hizc F'arameter] Prorate &llowance 0T Capping

OT Ceiling OT Ceiling |OT Ceiling
Formula {Min) {Max)

CLASST Fix Rate

Code Fix Rate

[ =

2) After setting up the Fix Rate, users need to indida Update Employee, the particular employee’s OT
Ceiling Formula under ‘Other’ in the ‘Class Code’

Update lEmpIuyment
Job Identification
Location |NONE ﬂ| Branch Code |NONE ﬂ|

Division |N0NE ﬂ| Job Cade |NONE ﬂ|

Biatch Mo Class Code |CL.B.SS1 ﬂ|

3) After process the payroll, user will be able todéve OT fix rate in Employee’s Modify Record.

Ove B ay leave 0.0o

l Confirm & Termination ] Bank ] Address ] Spouse l Allow Dedu ] Career ] lﬂ

oT1.0c 20.00 0.00| - OT1.0C = $20(Fix rate) x 1.0
0T1.6C 30.00 0.00 000 OT1.5C = $20(Fix rate) x 1.5
07200 40,00 0.00 000 — OT2.0C = $20(Fix rate) x 2.0

OT Ceiling Formula based on ‘BASIC & EXCLUDE ALLWES OT’

1) Set in Company Profile, e.g. CLASS2, Min OT @gjl600 and Max OT Ceiling 1500.

E Company Parameter

Compaty F'n:nfilel Misc F'arameterl Prarate Allowance 0T Capping |

OT Ceiling OT Ceiling (OT Ceiling _ ;I
Code Formula (Min) (Max} Fix Rate
| [CLASST Fix Rate 20.00
L CLASSZ Bazic & exclude Allw SubjOT GO0.00 R00.00

2) After indicate in Update Employee, under ‘Othiar'Class Code’ field, user will be able to see DT
Ceiling capping based on the minimum of 600 and)1f60 the maximum. For example in this case, the
employee salary is actually 1600 but because ofdlpping, his OT has been capped at 1500.

16
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—

Ove B Pay leave 0.00

0T1.0C .87 0.00 &
0T1.5C 11.80 0.00 0.00 J
oT2.0C 15.73 0.00 0.00

For any fixed allowance/s that needs to be pradrigenewly hired or terminated staffs, you will
have to first declare the type of allowance here.

PAYROLL SETUP

Pay Period (Pay Group)

Payroll Setup

A User may choose to define different pay groupsafoompany Pay Pariod (Pay Group)

with a variety of working patterns. All salariesr Employees SOCS0/EPF/HRD Table

within the pay group, will be calculated based lwaworking Bank Codss

pattern set in that group. Allowance/Deduction Table
Cthers Code Table

NOTE: . . . Zost Centre Table

A pay group is a template. You use it to generagevtorking Farmula Setup

formula, pattern and calendar for an employee. Eaoiployee | ..y schedue

record contains a working calendar and salary comafion Supervisor Setup

formula. Free Field Description

Examp|e; General Ledger »

5day-work week, 5 and 1/2 day workweek or 5 anddaf2with
alternating Saturday.

Payroll Period Maintenance %]
Global Pay Group Setting Global Weekly Setting
Pay Group ’T E 13t Week 2nd Week
MON [FULL = -
2496
Year | 2000 Hour'wWorked Pervear e [FOLL =] [FOL =
Start-Diate [01/01/2000 - End-Date |31/12/2000 WED l—_|FUL|- - l—_|FUL|— -
Daily R ate Formula - |\ orking Days Aweek hd FULL =] |FULL =
| - J ReGenerate THU
MPL Rate formula - [wWorking Days/Mth | FRI [FULL ~| |FULL =
0T Houwr formula |H0ursNear j Countwork Day || saT |OFF = |OFF -
OFF | [OFF =
Period |Start-Date |Mid-Date |End-Date |1st Half | 2rd Half | Total | j SUN
M| 200001 0140142000 15/01/2000 3140142000 11.0 1000 2
| 200002 /022000 15/02/2000  23/02/2000 11.0 a0 20
| 200003 /032000 15/03/2000 31032000 11.0 120 23
| 200004 01/04/2000  15/04/2000  30/04/2000 11.0 11.0 22
| 200005 0/05/2000  15/05/2000 31052000 100 11.0 2
| 200008 01/06/2000  1506/2000  30/06/2000 11.0 11.0 22
| 200007 O1/07/2000  15/07/2000  31A07/2000 11.0 11.0 22
| 200008 01/08/2000  15/08/2000  31,08/2000 100 120 22
| 200009 01/09/2000  15/09/2000  30/09/2000 11.0 11.0 22
200010 014042000 15/10/2000  3110/2000 11.0 100 21 [ Mare than two weeks setting 7
| 200011 01142000 15/11/2000  30/11/2000 11.0 11.0 22 ™ |5 altemate Saturday 7
200012 014242000 15/12/2000 311242000 11.0 120 23 ﬂ [+ Public Holiday as Off Day 7
Hew ‘ Save ‘ LCancel ‘ Delete ‘ j-'|_ Cloge
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Pay Group — Specify the pay period cut-off date. Usersaeafine more
than one pay-group to cater to their company needs.

Global Weekly Setting — Working pattern of the company.

Daily Rate Formula — Formula to be used to compute daily rate of athipmated
employee.

NPL Rate Formula — Formula to be used to compute no pay leave dietuct

OT Hour Formula — Formula to be used to compute overtime pay.

Click to create new working calendar after “GloW&eekly Setting” has been

modified.

.
Click

to recount the number of working days foretested individual pay period.

Remark:

When a user creates a new employee record for payrdatabase, Times Pay will generate a
new employee record with a default pay grouprp’”.

||:> Important guidelines:
1) DO NOT delete the STD pay group.
2) Do not modify the STD pay group. Instead, tgeanew pay group for the company.
STEPS:
1) Click the Payroll Setup icon. Fayroll Period Maintenance
. Global Pay Group Setting
2) Click the New button.

Pay Group  |5.004%5 D

3) Type the new pay

= group’s
Global Weekly Setting name in this field.
Tzt week 2rd WwWeek )
1 4) Set the weekly pattern using a two/four week scleedu
suy |OFF <] [oFF - -
wmon [FULL = [FULL - |W Mare than bwo weeks setting ?| ||_ I+ alternate 5 aturday 7 |
FULL ~| |FULL - ..
T 5) If the Is alternate Saturday? checkbox is tickedly o
wep UL -] [FuLL -] the T week’s work pattern is considered and all Sats are
THU JFULL - [FULL ~ alternated for the month.
Rl [FUL ~| |FULL -
su1 [0FF o] [oFF T 6) Click theSavebutton to generate the work pattern for the
whole year and save the new pay group.
Note: When you create a new employee record, you magtshie e
5.0DAYS pay group from the pay group combo box. pag

group is just a template for setting the workinttgra and payroll | | Calendar | 4 *
formula like NPL rate/Daily rate formulae. Eachiwidual =
employee will have a record of the payroll formatal working
pattern for the whole service year.

oup [ -
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Individual employee data (working pattern and pay goup)

Working Days/Hours
Days Work Ak 5 DalyRate [Woking Dapths — ~| g [CHIN +|  Fundtit [CDAC ~

Hrsworkedvr [ 22ag  MPL Daily |'W'Drking Day/Mths j Mationaliy |SING =] Fundit? -

IMPORTANT NOTE:

Please note that you may change any of the abdmeriation. Even though the above information
was obtained from the selected pay group, modifffregselected information is allowed. If you do
so, the pay group no longer corresponds to yotingst

Example:

To modify the work pattern for one employee witbpacific pay group,

STEPS:

Click on ‘Update Employee’ to reveal the shortcim shown below: _
.
Update Employee

Employes Record

Erployes Other Details

Emploves Bank Details

Emploves Confirm & Termination
Emplovee's Address

Ermploves's Spouze Detailz
Employes's Allovwance/D eduction

Ermployes's Career Progrezs
1) SelectEmployee’s Calendar Emploves's Calendar
Emplovee's Misc

Calendar l
Weekly SEt“'“:'First Week  Second'wesk
FULL - -
MON — |FULL J wWorking Calendar
TUE FULL hd| FULL hd|
wED |FUEE FULL -] Period [199903 -
THU FULL - FULL - -
= Il PERIDD[START_DATE[MID_DATE [END_DATE ]
FEI FLULL - FULL - T 1w
— = — otal Wd139901 01/01/41933  15/01/1939 310141599
5AT | = Il 199902 010241939 15/02/1999 2840241999
SuN [oFF - -] oFF =] 3 | 031999 99a| 31,/03/1993

139304 01/04/1939 304041933 _ |
199305 01/05/1993 150501953 31/05/1339
139306 01/06/1933  15/06/1993 30/06/1333
199307 01/07M1933 15/07/1993 31/07/11933
199308 01,/08/1993 150801993 21/03/11933 .

If the period is set at Mar 1999, the working patteill be
generated for this employee from March onward based
Recalc| atemateSaday T | the currently selected pay group in the employessrd.

et weekly Setup from Group Setting % W

2) Select the check bdo%set Weekly Setup from Group Setting?”.

3) Click theRecalcbutton to set the new working pattern for the geldemployee.
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SOCSO/EPF/HRD Table

34# S0CS0,EPF/HRD TABLE =10l x|
—EPF Table
Etmplayer % I 1200 Employves % I 11.00
—HRD Setup
HRD percent % I 000 Max Salary I 0.00  Mirimum Cortribution 0.00
—S0C50 Table
From To TYPE1 TYPE1 TYPE2 ﬂ
S0C50 Wages| 50C50 Wages | Employer | Employee | Employer
b 0.01 30.00 0.40 040
: 30 S0.00 oo 020 050
|| 0.0 vo.aa 1.10 0.30 .50
To.m 100.00 1.50 0.40 140
: 10001 140.00 240 0.60 1.50
|| 140.01 200.00 285 0.55 210
200.01 300.00 435 1.25 310
: 30004 400.00 G135 175 4.40
|| 400.01 500.00 7.85 225 560
S00.01 500.00 9.65 275 580
: 50001 o000 11.33 325 540 ;I

jI'L Cloze |

- EPF, HRD contribution percentage are set in thiketa

- SOCSO table is set according to the table from PERB, user are not advisable to make
changes here.

Bank Codes

Users may define a new bank detail whenever negessa

& Bank Code Maintenance
Browse l Cietail ]
BAME, | BRAMCH | MaME | =]
07az 011 BAME OF CHIMA
' IREET 002 BAME OF AMERICA,
| B00& 051 GREAT PACIFIC FIMAMCE LTD
| B00& 052 GREAT PACIFIC FIMAMCE LTD
| 5031 oo SIME FINARCE LTD
| G032 oo UMITED OWERSEAS FIMAMCE LTD
| G032 me UMITED OWERSEAS FIMAMCE LTD
| 5034 oo DES FINAMCE LTD
| 5034 o4 DES FINANCE LTD
| Fon oS0 ABMN AMBD BARNE MY
| 7029 oo KEFPPEL B&ME FO SINGAPORE LIMITED
| 7029 020 KEFPPEL B&ME OF SINGAPORE LIMITED
| F03g oo BAMN HIM LEE BAMNE BERHAD
| 7047 7oz BAMNGKOE BAMK, PUELIC CO. LTD
| FOES 210 BAME OF AMERICA MT & 54 ﬂ
<F4:/<Right Click> - Delete code <lnsert> /<Double Click: - &4dd Code j'_|_ Cloze
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The diagram below shows tdetails of a bank with a code: 1234

A user may do the following:

1) Create a new bank code by pressing the
<Insert> key or Double Click.

2) After modifying or adding bank details,
click theClosebutton and clickresto
save.

Delete an existing bank code by pressing
<F4> or Right Click.

3)

Information

@ Bank Code Maintenance

Browse  Dhetail l

Bark [1234 Branch [IiE

M- [olx]

Name  [BANK OF AMERICA

Officer |

|
Tel Fau
Address |

|
|
|
Postcode ,7

<Fd>/<Right Click> - Delete code  <Inserty /<Double Click - &4dd Code J=-|_ Close
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Allowance/Deduction Table

Allowance / Deduction Code Maintenance |
Search Code Sorted byIﬁLLUW_CUDE 'l Fixed Cal IU 3:
ALLOW_CODE| Description EPF|EAH#{ OT|NPL|¥OL|SOCS0|PCE | Fregi GRP|GRP Formula
| |aaNLP ANNUAL LEAYE PaY CA i AN N R W~ [T BasePap/26
| |anPL @NO Pay LEAVE Vo1 r ™ working Days/Mtt
@NPL | WO PaY LEAVE DEDUCTION 15 o | ™ |MaME
B ADJUSTMENT r o r ™ NONE
| |anLe ANNUAL LEAVE PAY » T A S R R [T NONE
| |aTTH ATTENDANCE ALLOWANCE -1 R S R T [T NONE
BALCK, BACK PAY OF BASIC A i [~ |HONE
BADT BACK PAY OF OYERTIME Mo e ~ ™ |MONE |
| |BONU BONUS - Vo 20 F W 1 HOKWE
| |cam CAR ALLOWANCE r rrr r r ™ NONE
CP3g PREVIOUS YEAR Ta% DEDUCTION| Y om0 [~ |NONE
CP3a MAMLIAL INCOME Téx DEDUCTION [~ Y Y 0 I~ |NONE
| |HP HANDPHOME ALLOWANCE r r-rr r r [T MHONME
| [MEAL MEAL ALLOWANCE CA-i N NN . M ™ MHONME
| FPcE | MONTHLY INCOME Tax DEDUCTIOl [ | i i | ™ |MaME
[« | _'IJ
¢<F4x/<Right Click> - Delete code <Inzert:/<Double Click> - Add Code .Sys’[em Code ﬁ;lose |

Code -
Description —

EPF -
EA# -

oT -
NPL -
VOL -
SOCSO -
PCB -
FREQ# -

User-defined allowance and deduction code

Description of allowances and deductions whidhhe displayed on the
payslips.

Is the allowance and deduction subject to EPF?

Specify the line number of the allowances/dednstito which the amount
would be reflected on the IR8A form.

If set, the allowance/deduction will affect thmnputation for overtime rate.
If set, the allowance/deduction will affect theputation for NPL rate.

Is the allowance/deduction subject to EPF voluntang?

Is the allowance/deduction subject to SOCSO?

Is the allowance/deduction subject to monthlpme tax deduction?

This is only applicable for bonus code. For bornde, the FREQ# must be
“1”, with this indication system will calculate tfCB based on special
Bonus Tax Formula, which is set by LHDN. Pleaser#d PAGE ??

GRP formula — This is only applicable for those allowance/dgitun code start with “&”,

e.g. &ANLP. For this type of allowance/deductiomuymay select formula in
“GRP Formula” column to let system auto-calculdie tate; in “Modify Pay
Record’screen, user may just need to select the and enter the frequent (No.
of day) in “Amount” column and system will calcudathe total pay according to
the formula and frequent entered.

To Add a new Code

« Double-click on any record field or press tHAISERT> key
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To Delete an existing Code

» Press the function key> or click the right mouse button when the mouseteoiis on the
selected record

NOTE: If the code has been assigned for any empl@yggardless existing/resigned employee) in

any pay period/pay record, system will not allowru® delete it, it will prompt “Sorry! Allowance

Code Existed in Transaction”

Group Code in Allowance & Deduction Table allowsemus$o combine 2 separate codes with
different amount into a single figure. For examplgé,user wanted to combine Medical
Reimbursement and Training Reimbursement figureras single amount in payslip, user may
assign one common code e.g. REIMBS under ‘Group eCddr Medical & Training

Reimbursement

Group Code
ALLOW_CODE|Description GRP Formula Payslip
Group Code
T&P TOL AND PARKING NONE REIME
T| TReNS TRANSPORT CLAIM NONE REIME

After that, the user will have to set up a codthimallowance/deduction table in order for the
codes to appear in their payslip.

4# Modify Pay record =10l x|

1
‘ Employee # |llll? 'I Mame # IJAMES LYE -]
Leave Ret:nrdl Period IZUEGEIS vl

Pay Group TD  Cycle Run | Paid Morthly Period JSE Type: 2SN EPF Class CLASST
Days Worked I 2200 Bagic Pay I 1600.00 Daily Rate (RN Hourly Rate
|HPL Day-€ | 115,38 0.00 0.00 = Allowances / Deductions

e |

I“PL Hr-C | 14-42| 0.00 0.00 =5 Code I[Iest:riptiun |Amnunt I;I
|Absent-c | 115.38 | 0.00 000 =5||_|pce MONTHLY INCOME TAX DEDUCTI 0.00
[T Total Ho Pay leave oon||_|Tap TOL AND PARKING 100.00
OT1.5C 21.63 0.00 000 «||[MTRANS  TRANSPORT CLAIM
0T2.0C 28.85 0.00 000 |
0T3.0C 43.27 0.00 0.00

m Total Ouertime 000

10000 |
i
—EPF & S0CS0 Contribution Total Wages
SHIFT1 3.00 U-DDWH EREE | 36000 -330.00| Total mlnw| 200.00
SHIFT2 5.00 0,00 0,00
Er/Ee Vol | 0.00 | 0.00 Total I]edl 0.00
SHIFT3 10.00 0,00 0,00
+|| Socso ErJ'EeI 3415 | a7s EPF Wagel 3000.00
RestDay Total Shift 0,00 HRD | 0.00 50CS0 Wagel 3000.00
HALF DAY 57.69 0.00 0.00 il 1z O I—Sg.;..;._gg
OHE DAY 115.38 0.00 0.00
Hett W
OHE & HALH  173.07 0.00 000 o Hl 4 | 4 | M | “Qel 2880.25

o Save

Rest Day Pay 0.00 &3 Recalculate X cancel | ] Close
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When printout the payslip, the 2 figures will bedad together & grouped as REIMBS code.

E Report Yiewer

Preview Size |E| j Frink | Setup | LCancel | j"L C
+ ____________________________________________________________________________________
| TIMES S0FTWARE - TEST DATABASE DEPT#: SALES END'
| NAME: JAMES LYE EMF #: 007

I

| ____________________________________________________________________________________
|DESCEIPTION HOTUR DAY RATE EARNINGS I
|BASIC TAGE [ le00.o0 ) le00.00 0 EMPLOYEE CPF

|FETMEURSEMENT Z00.00 N CHINESE DEV'T AS53T. FUND

I

GL Account# allow user to specify the GL code nundmethat the user will be able to link to
particular allowance code with the GL program. NOTERis is only applicable if you purchase the

GL Interface program from Times Software.
GL Accountit
Other Code Table
_ Branch
Categony
Career Progreszion
Pay Petiod (Pay Group) Clazsification Code
SOCSOEFFIHRD Table Cozt Centre
Payroll Setup Bank Codes _ Divizion
Allowance/Deduction Table Department
Others Code Table Education
Cosk Centre Table Job Grade Code
Farrula Setup LEmeties
galary .Sche;utle M ationality
uper\.ﬂsnr = ""_:' ) Docupation
Free Field Description Race
General Ledger k Feligion
Sechion
User can define all the above codes accordir —|  Temination Cods
their own company setting (Maximum 8 characters _
for the code). Example: For Department table, to |
create Sales Department code you may create ag’®=* == e T |
SAL or SALES or SALESDEP
ode |Descliplinn |ﬂ
How to create a new code? ADHI | ADWISTEATIN DEPARTHENT
- You may press <Insert> button from the NONE  NONE

SALES SALES DEPARTMEMT

keyboard OR double click at Code/Description
bar here, a blank row will appear, enter the new
code & description. _

How to delete a code?

- Highlight the code you wish to delete, then
press <F4> button from the keyboard.

* |f the code has been assigned for any employe
in Update Employee screen, system will not <Fé>-Delete code dlnser> - Add Code i
allow user to delete it.

®
K

o

lose
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Cost Centre Table

<Payroll Setup><Cost Centre Table>

@ Cost Centre Allocation =] E3

Employest ooz )
Period : 199302g Click here to

select an
employee.

Cost Centlel Dezcription |Pemenl |ﬂ
C1 COST CENTRE 1 50.00
b C3 COST CEMTRE 3 50.00

User may change
the cost allocation
for each cost centre.

Ll

Allocate loze

Save | LCancel | i

Project costing— Users can specify cost centres to which an iddaliemployee belongs by
percentage For example, employee 001 belongs to two diffecest centres,
namely; 75% allocated to cost centre 1 and 25%atléml to cost centre 2. Once
the respective percentages have been definedrdfeepcosting report based
on the specific distribution may be printed.

STEPS:

1) Select the employee
2) Edit/modify the cost allocation (percentage) focledems (e.g. Cost Centre 1-2)
3) Specify the starting period to apply the new/amentest

allocation. Employeei a0e -

4) Click theAllocate button to assign the cost allocation for Period : 133802 ﬂ
the entire service year from the period indicated. I

5) Click theSavebutton to confirm the allocation and save the setti

Note: By clicking theSavebutton but without clicking thallocate button, it will merely
allocate the costing for that

particular period only. =10 x|
From Perind| 193202 ~ To [133803 =
E.g.: To preview the cost allocation Qoyes [0z ~] [oo3 =]
for Feb’1998to Mar'1998, and from
employedD:002 — 003 provide the
selection on the rigt _
Process E xit

To preview/print a report of the costiak the Processbutton.
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oimfm uldsiv slel el

TIMES SOFTWARE PTE LTD
ok Centrn Alloss i repart
Ay - By 55s

T [T

Page: 1

Date 12000592

USERIC: 1
Periad Cost Centre  Des cription Parcentage
19002 1 COSTCEMTRE A S0.00
L1 N e COST CEMTREZ S0.00
19eE02 o1 COSTCEMTREA 2500
198203 .2 COST CENTREZ Faoo
19eE02 o1 COSTCEMTREA 100,00
19802 1 COSTCEMTRE A 100,00

=
Fagmict i
|[Sremotvemnsn 50 Tam

Wiren| @2 Y | D e Wl i | S it P

Note that for employee 002, from 199803 onwardsaftyglied cost allocation is:

COST CENTRE 1:
COST CENTRE 2:

Important Note:

When creating a new employee record, the user dladwihys select a default cost centre for the
employeeDo not leave it as “NONE

Project Costing Report

25%
75%

Section

Progreszsion Data

Departrient |MOME -
Cost Centre [COSTT1 -

CODE

COSTA

CasTz
MNOME

DESC

COST CEWTER 1
COsT CEMTER 2

MNOME

1) You may print out the project costing report from <Payroll Report>
<Management Reports><Project Costing Report>

Sample Report :

TIMES SOFTWARE SDN BHD

Total Paid Out Report -

(06/2003 To 06/2003)

Page 1 of 1

Date

Userid : MASTER

o 02/06/2003

Queny t ALL

Employee# Name Percent Gross Wage Er. EFF ERSOCS0 HRD  Total Paid Out
Cost Centre : COST! (COST CENTER 1)

007 JAMES LYE 50.00% 2.800.00 336.00 2732 0.00 3,183.32

Headcount 1% (30.00% = 0.80) Cost Centre Subtotal 2,800.00 336.00 2732 0.00 3,163.32
Cost Centre ; COSTZ (COST CENTER 2)

no7 JAMES LYE 2000% 700.00 54.00 5.83 0.00 790.63

Headcount 17 (20.00% = 0.20) Cost Centre Subtotal 700.00 54.00 6.683 0.00 790.63
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Formula Setup

Individual allowance/deduction can be defined vaittormula based on the predefined fields in
provided in this setup.

For example & Formula Setup |_ O] x|
] | Drezcription | [ [u} | Description | MO | Drezcription | d
_ | |va0l Base Salay Wal2  Increment WaAlZ TotalwWage
M eal allowance - | [&04 Bonus Factor VADE  Hour Wark Mear WVADE  Day'wWork M eek
i W07 Service Month WADE Service Vear WANT Sick LY Entitlement
numpoer of working days H
. | |10 Annu LY Entilement Wa11 Paid Base Wage$ Y412 NoPaid Leave$
of the pay peri od * $5.00 [ [wa13 Total Overtines Yald Tatal Shifth VA15 Totsl Restdayt
| [WA&1E GrossWaged Wa17 CPF'wage$ WATS Mett Payd
| |¥a13 Employee CPF W20 Employer CPF Wa21  Total CPF
| |¥a22 Bonus Employer CPF WazZ3 Bonus Emplopes CPF Waz24  Total Bonus CPF
H R | [¥&25 Special Emplaoyer CPF W26 Special Employee CPF WAZT  Total Special CPF
ASSumlng the COde The | [+&28 SOF Fund VA2 Puil WA Sick Leave Taken
CodeMeaI |S aI ready | [¥Aa31 Annual Leave Taken Wh32 MPL Day W33 NPL hour J
. | [WAa34 Absent Day WA3E  Dayp'wiork in 1t Half WA3E  Daywiork in 2nd Half
aSSIg ned as an a”OWance L Wa3F Total Day work, WA3E  Owertime Hour #1 WA39  Overtime Hour 32
WAAD Overtime Hour B3 W1 Overtime Hour #4 WA42  Overtime Hour #5
type " You may now | |¥&43 Owvertime Hour HE Wiadd  Overtime Hour #7 WA4E  Overtime Hour #3
assig n a formula to that | [wads Shift #1 Wad7 Shitt #2 WA4E Shift #3
| [WAd3 Shift #4 WASD Shift #3 WAL Shift HE |
code:
Formula Cods
STEPS MEAL | [wa3Teg
Save j'|_ Cloge
1) Onthe Formula Code

group, click the ellipsis button
User defined allowance type.

Farmula Cade You may set up allowance type in

ﬂ- the Allowance/Deduction Table.

Paytoll Setup

. Pay Period (Pay Group)
2) Choose the desired code from the lookup table. SOCSO/EFF/HRD Table
Bank Codes
3) On theFormula Field, enter the desired formulae. (E.qg. Allowance/Deduction Table
VA37*5 = Total Day Work * $5) Others Code Table
Cast iZentre Table
NOTE: Faormula Setup
Codes with formulae assignment assumes the highiesity as Salary Schedule
compared to prorated formula in the payroll process Supervisor Setup
Free Field Description
Process and modify pay record. General Ledger R

The results are shown below:

VAST™5 =20 % $5 = $100.00

Iﬁ Code | Dezcription |Amuunt |ﬂ -
ElpEs U B[ATTN | ATTENDANCE ALLOWANCE &0.00 [
Pay Record | Leave Record _|BACK  BACK PAY OF BASIC 54.55 0
CDAC  CHIMESE DEW'T ASST. FUNE 050 N
Pay Group [STD Cycle —
_|INco INCOME T DEDUCTION 50.00 M
DEERLENL | 2000 Basic _|LOAN  LOAN REPAYMENT -100.00 N
' MEAL | MEAL ALLOWANCE * 100.00 [
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Utilities

User Password Setup

ser Password Setup
Zhange Master Password
LockfUnLock Period

Leawve Lklity
Global Change
Initialize Mew Year

Transfer Emploves Record

User ID —User ID

User Name -Name of
User

Password — User's
password

Hide Wages — Hide

employees’ wages

Query Access —User's

access right by query method

View Data Only - Read only
mode
Audit trial — Audit trial

report enable

Password Setup

Paszsword Setup l Menu Access ]

User Hame |
Password

Hide Wages

Query Access ’—_I
View Data Only

=

Select Printer |

Employee ID#

Restrict User's Record access ¥

Password
Uszer ID

Audit trail

=

Accessed Date
Password Effective Date -
-

Password Expired Date

Mew | Delete | Save ‘ LCancel ‘

Select Printer

— Microsoft Windows' support for multiple printéreluding network

printer. A Specific printer can be assigned tovidiial users.

Restrict User’'s Record Access

allows the MASTER user to set whether the paldicuser is

allowed to amend their own information once thayiltto the system. For example, the user
JAMES when he logged into the system, he will be &tochange other employees’ information

but not his own information.

Pazzword Setup l Menu Access ]

Password

Uszer ID IAMES I
Uzer Hame JARES LYE
Pazzword JAMES

hlm -

11 8 L.F
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In order for this to take effect, the MASTER useit w Employee 1D |DD?‘—
have to put in the JAMEEmployee ID#which is 007

and put a tick ofRestrict User's Record Access?’ Restrict User's Record access 2 v

ULISENE EGIENGEIT R EE N | JAMES will encounter this error message

when he tried to change his own information

e Modify Record iz denied by access contral | because the system will not allow him to
amend his own details.

Accessed Date- will capture the latest login date of the u3dnis is for the MASTER user's
information on the login date.

Accessed Date
Password Effective Date hd
Password Expired Date ~

Password Effective Date- allows MASTER user to set when is the effectiage of the password
assigned to the particular user.

Password Expired Date- allows MASTER user to set expired date of thespard assigned to
the particular user

TIMES Payroll/Huma...

FPazzword already expired |

Menu Access  — Select menu access according to user's needs.

Change Master Password

Old Password — Enter current user’s password
OdPassword | New Password — Enter new user’s password
NewPassword | Confirm Password — Confirm new user's password
Canfirm Paszword li I]:> Remark:
= It is important that the Master user password holde
Ok | JIL Dlese remember his password once it is changed.
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Lock/UnLock Period

Iser Password
hange Master
LockfUnLock Period

Setup
Passwiord

Leawe Lkility
Global Change

Initialize Mew Year

Transfer Employves Record

B Lock Period

Period

13330E -

Pay periods can be locked or unlocked to prevetat fdam being
adjusted accidentally or intentionally. To toglglek/unlock
function, confirm with your master password.

STEPS:

1) Click theUtility button.

2) Choosd_ock/Unlock Period.

3) Enter the master password in thasswordfield.
4) Click theOK button.

Paszzword Dialog

Pazzword ]

" OK . Close ‘

. Close

Tick to lock payroll records from
January 1999 to June 1999
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Leave Utility

The default settings for sick/hospitalisation leavay be

overridden as shown below.

User Password Setup Leave Utility Click theOK button to
“hange Masker Passward ] e | recalculate the leave
LockfUnLock Perind From Enplojee  J001 = e o R entittlement, leave taken
—— FromLeave CodeJBSENT =] T [SICK hd and leave balanc’e for the
Global Change Oveide Sick Entilement ? Ve current company’s
Ovaiide Hospitalzation Entilement 7 7 [B0 database.
Initialize Mew Year Overide other lsave Enlitement? [~ [100
Transfer Employves Record
Biosess | I Close
[T

Any other leave can also be overridden by selecting tesrsfecdeusion | Leave Froces: | oF cucoi]

the particular leave as what is indicated on thbtri From Employee [ =] To [mm =
E.g. EXAM Leave = 10 days, user can set the leave| ke e cosfemi E
the Overide other leave Entitlement field.

To [ExaM =]

I
Overide Hospitalization Entitlernent 7 [~

Overide other leave Entitlement 7 [ [10]

Overide Sick Entitlement ?

Process ﬁ Cloze

To add/delete leaves taken:

Leave Utility
1) Select the leave process tab page L ] R s [0
2) SeIeCt the Ieave COde' Operation Add Leave taken A
3) Select the number of days.
A From Employee |DU1 ﬂ To |EI1E| j
4) Enter the reason (optional).
5) Click theOK button to proceed. LeoveCoe NI ]
Start Date 05/06/2001 ~
Day 1 3
Feazon |
Leave Utility Process ‘ J='|_§Iose
Leave Hecalculation] Leave Process  BF Cut-Off ]
Annual Leave BF leave cut-off Formula
it ¥TD leave taken == BF leave then NOTE:

Adjustment :=YTD Leave taken - BF

For those companies using the anniversary method,
the user will have to use tiB# Cut-Off dialogue

and clickProcess User can also set thvdax Day

B/F after leave cut-off.

Max Day B/F after leave cut-off 0.0
Zero if not applicable

Process J='|_ Llose
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Global Change

Global change
Change Field ] Update Allowance] Bank ] hize ]
No |Descriptinn |No |Descripti.on |Nn |Descripti.on |i‘
01 Pay Tyvpe 02 Career Record 03 Increment Amount
04 Increment By percentage 0% Bonus Factor 05 Paid Semimionthly
07 Hide Wace 05 Hours Warked Per Year 09 Davs Worked Per Week
10 Daily Rate Formula 11 MPL Rate Formula 12 Race
13 Mationality Code 14 Fund Code 1 15 Fund Code 2
16 Education Code 17  Religion Code 18 Branch Code
18 Location Code 20 Divigion Cocle 21 Joh Grade Code
22 Clagsification Code 23 Supervizor Code 24 Department Code
25 Cost Centre Codes 26 Section Cods 27 Cateory Code
28  Ocoupation Code 29 Emp pazs# Period 30 Paszsport Period
31 References 32 Remark 1 33 Remark 2
34 Payzslip Message 1 35 Pavyslip Mezsage 2 36  Change CPFRISDFFWLT
37 Probation Period 38 Motice Period 39 Particulars j

Global Change Entry
Crperation | Field | Description “alue |

Career Detail/Calendar
Frogreszsion Code

EfiectveDate  [77 1= Duery Selection [LL ~ | [SELECT &LL EMFLOYEE

Huery ‘

When a need to adjust/change/delete employee sldtaila department/section or all employees in

a company arises, TIMES PAY easily accomplisheshifianeans of &lobal Changefunction.
For instance, an annual increment might be addeatl emnployees in the sales department.

NOTE:
Insert and deleteoperations are applied only to Career Progressrivdtion.

1) Increment by percentage (based on basic wage)
2) Increment by fixed amount

For example, the following will assign an incremeh$50 to all employees in a company starting

from 31 Aug 1998.

Global Change Entry

Operation | Field | Description Walue
Change 3 Increment Amount i
Career Detail
Progression Code [IMCR
SlEe i e I /151235 [ Query Selection [ALL | [SELECT ALL EMPLOYEE

Guerny ‘ Process ‘

32



TIMES SOFTWARE SDN BHD

Initialize New Year &% Initialize Hew Year

At the start of each new financial

. To round Carry Forsard Annual Leave |Found A
year, TIMES PAY provides a Y | M
means of initializing the system | Camy Forward Leave Methods |4l [Balance Leave) » |
parameters and to choose from
how balance leaves should be
acted upon. o 0K | Close

[atabaze v'ear

To round Carry Forward Annual Leave:

- Round: Leaves carry forward will be corrected to thanest whole number
- NotRound: Carry forward actual amount of leaves

Carry Forward Leave Methods:
- All (Balance leave)

- One year (Without B/F)
- Maximum days C/F (Manual)

- Maximum days C/F (Allocation)

- None

: Carry forward all balance leaves
: Carry forward the earned leave for one year only
: Carry forward the balance of annual leave by user-

defined day. (Need to be defined in “Initialize New
Year” screen, Max Carry Forward column during
initialise new year process only)

: Carry forward the number of balance leave specified

in Leave Setup, Leave allocation table.

[ atabaze vear

@ Initialize New Year - O] x|

To round Cary Fonward Annual Leave |H|:uunu:| j

Cary Fonward Leave kMethods |Ma:-:imum Days ':""Fﬂ

bdaw Carry Forward [0..180 daysz) 5

1333

0K ‘ . | Close |
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Update Employee

To complete your payroll, the minimum data entril & to update employee record, which
consists of all the necessary information, needaexinplete a normal payroll process.

Quick Tools
Zf;)(l)éf-cut to code maintenance
Calculato
UPDATE TAB
Update Tab
Update l Other ] Bank ] Con

Employes # (001

Hired date 1040241993 15 7 manth B azic Salary 3R00.00
BithDate  [12/12M1967  151| 30 wear 9 manth |mcrement Q.00
Type |SE-Mtth Rated-Mon0T ﬂ Semi-Manth ? T Total'wage 350000

kid bt Pay 0 %/ Qoo
Bonuz Factaor 1

CPF Max. 291.67

Hide wage Data ? v

Hired Date — for prorated computation on the basic salary

Birth Date -

Type — different types of employegSee Misc. Parameter)
« SN - monthly rated employee who can claim OT.
e SE - monthly rated employee who is not entitledd claim.
- D1-D8 - daily rated worker
e HR1-HR2 - hourly rated worker
Semi-Month? — tick if employee is

Hired date  |01/12/1996 :|1__5| 1 year 2 matth

paid twice monthly

(For monthly rated
employee, please ignore
this)

specify the mid-month
pay either by percentage

Mid Month Pay -

Bith Date  |18/12/1368 18| 29 vear 2 month

Type |SE-Mthly Riated-NonOT = | Semi Month 7 @
MidMthPay | 40 %7 | 000
Borus Factor 1

or by a fixed amount. (Only applicable whe®emi-month? is ticked)
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How is Semi-Monthly payroll processed?

STEPS:

1) SelectUpdate Employee Record

2) Tick theSemi-Month checkbox.

3) Enter theMid Month Pay. (E.g. by percentage: 40% or by fixed amount $600)
4) Click theSavebutton.

NOTE: If the mid-month pay is subjected to EPF/SOCS@ontributions and it ideducted
during mid-month, please follow the step below:

5) Go toCompany Profile Tab. Mid tonth Pay Subject ta EFF [W
6) Tick theMid Month Pay Subject to EPF & SOCSO Mid Month Pay Subject to SOCS0 W
checkbox.

7) Click theSavebutton.

If the mid-month pay is subjected to EPF/SOCS@ontribution but it is only beetleducted
during End-Month (together with end-month salary), ple&® NOT tick the checkbox
mentioned in item No. 6 above.

In-order to process a mid month payroll, the user W have to login in Mid month cycle.
8) In theLogin Window, enter the required password and selectoytite (M).
9) Click theLogin button.

Login
Log in Erirty
D - [MASTER

HHHNM

Paszwiord ;

Period: [199801 | 2|/ [l ~]
E

Select the payroll cycle

here.
J Login x Logout ‘
Bonus Factor — Sets the bonus factor for an employee (Unit imtmg)
Basic Salary — Employee’s basic salary. Any future adjustmeny trmade in the
“Career” tab page.
Increment — Increment display
Total wage — Basic salary plus increment

Hide Wage Data?Checkbox — If ticked, the hide wage facility is dable in user-password
setup. The system administrator will set this pastam
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Login asMaster

1) Click Update Employeeand selecEmployee Record
2) Tick theHide Wage Data?check box

3) Click theSavebutton lide Wage Data % W

4) Click theClosebutton to exit to main menu.

Employes Recard

Erployee Other D etailz
Employes Bank D etailz

/‘ To log in as a different user other than the
¢ ag Master user,
i n 1) Onthe Login dialog, Key in the user ID.
Change Period E.g.(ABC)
om0 | 2) Enter the correct password.
Log in Enrty 3) Click theLogin button.
o : 4) Click Update Employeeand select an

Pazzword ; Employee Record

1 5) The Wage data are now hidden from the user.
Perod : [199801 J"l - Note: See page 35User password setup

Basic Salary
- Increment

J Login x Logout ‘

Total Wiage

If Hide Wage Data?is set, the display will be

Hide Wage Data 7 [v
as shown on the right after logging in as a normal

user without access rights to view wage data.
Working DaysHours

Diays Wiorkiik 5 Daily Rate |Elase Pary/28 j Race CHM = | Socso Type [TYPE-1 =
HrsWorked! v | 2495  MPL Daily |E|ase Payi26 j Mationality [M&LA = | Socso Mo# [¥1234567X

The above field®ays Work/Wk, Hrs Worked/Yr , Daily Rate andNPL Daily are retrieved from
your settings made kPayroll Setup> <Pay Period (Pay Group)>

You are still allowed to make changes in here. §éténg here will be used in your computation of
Payroll.

Socso Class — Class 1 : Standard SOCSO deductittrodhevhich is follow the SOCSO table
from PERKESO. You may refer to payroll setup, EB-FRCSO table.
Class 2 : For retiree only.
None : No SOCSO contridwit
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<UPDATE TAB PAGE>

Note: Change Employee code

Always click theSavebutton to save any

changes made. 0ld Employee Mott

To change an existing employee’s ID, New Employee No#t 004
click theChangebutton.

Replace the old Emp No with the new X Cancel
New Emp No.

EMPLOYMENT

Allow user to put in additional information on thebstantive designation of the staff if they are
holding two different job titles in the company.

3+=’.' Update Employee Record - Period ;200304 - |EI|5|
Empioyee # |00 | nName Jrames LivE KoK SENG ~ | ‘

Update Employment |0ther | Confirm & Terminatinnl Bank | Address | Spouse | AllowDedu | Career I 1 | ’l

Subsztantive Designation IASTMGT j IASSIST.&NT MARNAGER

Job Level INONE j INONE
Service Grade INONE j INONE
Uinit = | [honE
Currency Code -

Tenure of Service

I ]v

Tenure Expiry Date I "'I
—_—
—
Mo

Dete Reappointed Ertry Level Qualification |

Dete Reempinyed Highest Academic Qualfication |

Shift Warker Incdicator ) . L
Highest Profeszional Quallflcatlnnl

i Chinese Mew
FesiE SEEeE [chinese hew Vear v | Highest Statutory Qualfication |

Restrairt Clauze ko -

Cancel | Change | | Nl ‘ |L| Nl ﬁguse

[y | Save | Remove

Festival advance- allow user to pay out any festive payment insambe. NOTE: This field is
important as an indicator for the processing ofatieance festive payment.
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OTHER TAB

Update Other lBank ]

Job Identification:

Within this group, the user may specify the loaatidivision, branch, job code and so forth for a
particular employee record.

Job Identification
Location |NONE ﬂ | Branch Cade |NONE ﬂ|
Divigion |NONE ﬂ | Joh Code | ﬂ|
Batch Ma Spproval Status = Class.Code |NONE ﬂ|
Note:

Approval Status is important if the user is using Times E-Leavednoie. Please contact Times
Software Pte Ltd for the details.

Personal/Additional Info:
This group contains employees’ personal data.

PersonaliAdditional Info

SexiThie |male | [mr =] Marial [Merried ¥ | Reiigion Code morE ||
Dz pemifeni = e = Education Code [NOME
Children 0 Blood Type | Supervizor 7] | J|

Income: Tad | Foreign Tax Formuls 7 1t SuR |NONE J |
i I TR TR

E.leave Approval Status | |z SpouzeWorking ?[ 2nd Supl | |

- “Supervisor?”, this is only applicable with E-leasygstem. Please tick this option, if the
employee is a supervisor to approve leave for disghbordinate.

- “1% Supervisor”, only applicable with E-leave syst&alect the employee’s'supervisor.

- “Foreign Tax Formula?”, this is only applicable those expatriate who contributes PCB
based on certain percentage (according to LHDNjalegion).

* For married woman, dependent Children shouldlaakoor zero unless her spouse is jobless.

Foreigner Info:

This group contains foreign employees’ data.

Example:
Work permit/Employment pass number, Issued andrgxjaite —

Foreigner Info.

Wwhortk Permit/Emp Passt lzzued Date | ExpiredDate PR Approval Date | hd
Valid Periad[s) 3 | veails) Effective Dats| || | Pl to PR Date ~

Permanent Resident date, foreign workers levy date.

If an employee’s work permit pass expires withia thonth, the system will prorate the FWL
based on the number of calendar days fronkEffective Dateto theExpired Date.
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Passport and Service Points groups (optional)

A Company may choose to have a special incentiverse base on service points especially for
those in service industry such as hotels, restsjratc. TIMES PAY easily implements that for
each employee as show below.

Passport

Pazsport # S0384119/G |szued D ate [08409,/1997 1 Remark |Hema[k 1
Walid Period(s) |10 ™| Vearls] Expired Date [07/09/2007 T |Remark 2
Service Points .
Semvice Poinks 200 Amovunt/Point 100.00 Pa_'.JS|I|:| MESS&QE |EMPLDYEE ParSLIP MESSAGE 1
llowance Code [AHTO hd Total Amount 200.00 |EMPLDYEE PATSLIP MESSAGE 2

TIMES PAY provides a means to print custom messfmesach employee vidayslip Message
entry.

BANK TAB

Other Bank |Confirm & Termination ]

The user may change the bank information by cligkiredrop down button or theDther Banks
button.

Bank Info
Bank |?1?1 _vJ |DE‘JELEIF'MENT BaME OF 5'POR

Branch (003
Accountd [D08672301

Drop down
button

Reference |

Farticulars |

Click this button
to select multiple banks |
if the payment is made
to more than one bank.

—> Note: You may create a new bank code by typing in the cede at thd@ank field.

Employee’s Other Banksz Details
Bark ID | Branch | ccount Mo, | sMOUNT | Percent [ % ]| « |

|n7m o oos 008678901 50.00

Irars 0w 008372534 50.00

After the user has click c
Other Banks, user will be

able to allocate the amount
of money or the percentage
in two separate account or
bank.

5
] Clase
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CONFIRMATION & TERMINATION TAB

“ Bank Confirm & Termination |Address ”

Note:

The Termination codes and descriptions are lodatdte Termination codes tablegyroll setup)

;.'.'.'ﬁ Update Employee Record - Period ;200305

=10l x|

Employes # |UU?

ConfirmiTermination
Prakation Period
Matice Period
Resignation Reason

Resignation Date

| name [samEs LvE ~]

Update ] Employmerrt] Other : Confirm & Termination ‘ Bank l Address l Spouse ] Alluw.l'ﬂedu] Career l bl L

]
—
=

Confirmation Due IM Hired date ’7 3 year 1 month
Confirmation Cn Ii Retire &ge ’7&]
Lazt Paymert Date Retire Date  |11/0572047
- Wiorking Status |ctive Annual Leave I—L|

effective Date

Termination status —

Hired date -

Confirmation Due -

Confirmation On -

Terminate Date -

Last Payment Date —

No (Not applicable)

Yes (Payment record will still be created for the terated staff for
Outstanding salary payment such as commissiom i dist
Payment Dateis set to a future date.)

Notice that TIMES PAY automatically compute anspthy the
number of months worked from the hired date.

If you have set the system to auto alert you whepleyee(s) is due
for confirmation, the date here determines thedhie for confirmation.

For user to put in the actual confirmation datethitiis date

entered, those employees who has been confirmédatilbe listed in
“Probation Listing” report in Payroll Report, HireConfirm &
Termination.

Once the termination (terminate) date is entatexdsystem will

prorate all the incomplete-month payments accoigiagd suggest users
to deselect the bank code if the company pay sdiry through bank
GIRO so as to avoid double payments through baf{O&nd cheque.

Once the “Termination Date” is entered, Last Payndaite will
automatically assigned with the same date. If st payment date is
later than the actual termination date, user mangé the last payment
date here.

E.g.: Employee resigned on 31/05/2002, but thesélisome
outstanding payment like commission, last montho@im which will

be paid in the following month, June 2002. Userdneeenter
“Termination Date” = 31/05/2002, “Last Payment Date€30/06/2002.
For June pay record, the basic salary for the eyaplavill be “zero”, but
user may still able to make payment mentioned above
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* When theTermination Statusis set toYes the system will prompt user whether they want to
change employee salary payment mode. When usks dies, user will be able to set the bank

details to either cheque or cash payment.

[

\clp) Do you want to change employes zalary payment maode ?
-,

T
Farticulars . CASH

. CHASE MANHATTAM BANE

|| CHUNG KHIAW BANK LIMITED
| | CITIBAME Ma
| | CREDIT SUISSE FIRST BOSTON

Other Banks

Sort By Code Sort By Mame

. x| =5
=]
| BeMk_ID] BANK_BR&NCH[ < |
702 oo
FAR A
7126 0m ]
7E43 00D
74lE 000
CasH
7153 001
Cen ||
7iez oo
7Z4om
7451 ool Rd|
« DK X Cancel

Leave effective Date
This field allows user to set when is the effective

Leave effective Date |mtl?.|‘2tltl1 -

date

the employee can start taking their leave. E.thdf

hired

date is 01/04/2001 and if the user set the ledeetefe date to 01/07/2001 (after 3 months
probation), then in the leave entitlement user éllable to see tHeffective Dateindication in the
Leave Entitlement. That is, the employees’ entitlement will startake effect only after July.

At the same time, the system will also show the lmemof service month he is in, E.g. in Jun, the
service month will show ‘0’ as the leave entitlemnemil only take effect in July.

Service Month = ‘0’ because

the leave start in JulEfective
Date — 01/07/2001).

Effve Date (01072001 [0 manths
| [-un/200m I3 0o oo 0.0 ono oo 0,00 <
| [-uli2a0 07 0o 0a3 1.00 100 oo 1.00
|| Augi20m 05 0.00 0a3 2.00 200 0.00 200
|| Sepd200 1] 0o 0a3 2450 240 oo 2580
|| Qet200m 10 0o 0a3 250 340 oo 350
Tor 2001 11 0o 034 450 440 oo 450
b 12 0o 034 5.00 500 oo 500 E‘

‘0’ entitlement for
earlier months.
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ADDRESS TAB

|] Confirm & Termination Address | Spouse ]|

AddressiContact i -
Aligs |James Caurtry of Birth - Crvnershin Indicator -
Address |E|LK 456 ARG MO KID 2VE S Oversess |

Address
|JALAN ANG O KIO 1M |

|PETALING JAN A CSELAMGOR |

Fhons | Postal Code  |560456 Postal Code

hobile Phone |9|:|1 32445 Pager |939E|8?ES EL |iames@‘timesoftsg.ccum
Emergency Contact

Contact | Alias

Person

Address |EILH 456 AMNG MO KID AVE S Cther

|J.&L.ﬂ.N ARG MO KIS 1M
|F‘ETALING JaN S, SELAMGOR

Postal Code |S60458 Postal Code Same &ddress Indicator 7 W

Relation - I Mumber
Contact Mo [4551324 Contact Mo I—

|
|
Address |
|
|

Same Address Indicator?Allows user to indicate the Emergency Contact esslthe same as the
employee’s address/ contact in the case wherertipgdyee’s Emergency Contact person is
staying in the same place as the employee.

Note:
Email is important if the user is using Internet Payslithe E-Leave module. Please contact the
sales consultant of Times Software Pte Ltd fordibiils.

SPOUSE TAB Spouse Details

Spouse Mame |NLLIAM CLINTWC DD
| Address Spouse |Allow/Dedu | Address [SAME AS ABOVE
The user may enter any details |
related to the employeespouse Postal tode
in this entry form. Ocoupation [SMGR v | |

Income Tax |52345445m\
WO (5234844508

Date of Birth [0B0BM B850
Phone ||

Makile Phone |9n345234

Pager |94552:345

Fax |

Email A/C |
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ALLOWANCE/DEDUCTION TAB

Spouge Allow/Dedu l[:areer ]

The user may insert recurring (e.g. a period ofoditims) allowances/deductions in thikow/Dedu
tab page.

Allow/Dedu ]

Code |Descriptiun | Amount ‘St ch“r’eal |Times‘M!E |End ch‘Yeal‘Tnlal Amt
| MEAL MEAL ALLOWSHCE * 100.00 1 1999 £ End B 1335 B00.00
1| Loen LOAN REPAYMENT e 20000 01, 1993 B Enld F 1999 -1200.00

A negative sign KeyinaTwO  Select either M/E.
preceding a number DIGIT number M —Mid Month
indicates thatitisa for the start E — End Month
deductior month.

NOTE: You may leave out the St Mth, Year, Times, End kitkd Total Amt if the item is

recurring for unlimited period. *(St Mth = Start month to pay/deduct

Code Descrption Amount |5l ch|‘|"eal ‘ Times ‘ M/E |End Mth“r’eal |Tutal Amt

- |aTTH ATTEMDANCE ALLOWANCE 100.00 End |

| D_ALLWA | D_ALLDWANCE 0.00 End |

| LoenM LO&M REPAYMENT -200.00 11938 3 End 12 2000 -7200.00

- |MEAL MEAL ALLOWAMCE * 100.00 End |

P|5vEEWD | SERVICES YEAR INCENTIVE 000 End |

| TRaN TRANSPORT ALLOWAMCE 800,00 End |

Yellow - Prorated Code

Blue — Formula Code (Arithmetic formula applied to code:g. MEAL = (VA37*5)

M/E - Allowance/deduction applies at the end of the m@hmid monthi! for Mid month
or E for End month) .

A pop-up bill provides quick help on record funciso
<F4> — Delete record
Double click — Add record

F4 - Delete record
Double click - Add record

To select an allowance/deduction:

STEPS:

TRAM TRAMSPORT aLLOWwWAMCE

—— Ellipsis button
1) Click theEllipsis button to reveal a table of codes.
2) Inthe Search Characters field, enter the chamtbesearch. (E.g. Let's search for Meal)
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Lok

Search Characters 3) Select how this allowance will apply to the
[t employee’s payroll by making the desired
choices

Code Dezcription | T
| BacK BACK P& OF BASIC NOTE:
_|BADT  BACK Pl OF DVERTIME Tick the checkbox to apply the properties of the
_|BONU BONUS allowance/deductions.

AR CAR ALLOWANCE

[ FREWVIOUS YEAR T DEDUCTION
CP33 FMAMUAL INCOME Tae< DEDUCTION

HP HANDPHOME ALLOWANCE
D MEAL  [MEAL ALLOWANCE B
|Fce MOMTHLY IMCOME T4 DEDUCTIO
TeF TOL AND FARKING

| TRAMNS TRAMSPORT CLAIM

Example:
ALLOW_CODE|Description EPF|EA#|OT|NPL|VOL|SOCS0|PCE  |Freqlt
| |ATTH ATTENDANCE ALLOWANCE g <10 I R I v
| | BACK. BACK Py OF BASIC g Wririr| = v
| |BAOT BACK P&y OF OVERTIME ¥ Wririr| = v
BOMLU BOMUS * A B 1
EPF . Tick if the allowance is subject to EPF :
SOCSO : Tick if the allowance is subject to SOCSO. i
PCB . Tick if the allowance is subject to PCB. :
EA# . To specify the EA line number for EA form,iymay refer to our EA .
guide in Appendix A i
OoT: . Ifticked, system will include this allowance/destion in OT i
calculation. i
NPL . Ifticked, it will affect the unpaid leave B\L) rate. System will )
include this allowance/deduction in No Pay Lavegkition. i
VOL . If ticked, this will affect the EPF voluntary doitoution. i
l.e.: Basic + The Allowance x Vol% :
Freg# : Need to enter value 1 for Bonus Code aylgtem will calculate Tax !
for bonus by applying the special formula whichtsgt HDN. Please !
refer to your PCB table for the BONUS TAX FORMULA. :

To add a new Allowance/Deduction Code:

STEPS:

1) Double-click on a record or press thdSERT> key to add a new code.
2) Type in a new code and its description.
3) Click theOK button to exit the dialog.

Under the Allowance/Deduction table, user cantseeimployee’s allowance or deduction based
on either amount or rate.
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EUpdate Employee Record - Period :200202

Employee # |007 7| Wame [JaMES LYE =] g

Update ] Empluyrnent] Other l Confirm & Termination ] Bank ] Address ] Spouse AllowDedu lCareer l R L

Amount |5t Mh‘?ear‘Times‘MJ‘E End Mth “n’ear‘TutalALl

Code ‘Descriptiun |Type |
B[ MEAL MEAL ALLOWANCE rat= SN
| TRaN TRANSPORT ALLCWIANCE At 100.00 Ere

If the employee’s allowance is set based on thes teter can keyed in how many times the
employees has the meal allowance and the systewooapute the total amount. For example, this
employee has the meal allowance of RM5 per mealthfeauser can specify in ‘Modify Pay
Record’ under frequency field in Modify Allowancable and the system will generate the total

amount for the employee.

EHndif}l Pay record
Employee # Ma

TOTTLT |I:|' T IO T IIPE [ i L | L™l | n'LE'"_? ) P P P |

I Allowances / Deductions :

o — When user click on the
|| |Code |DE*“""““" |‘E'““““"t |T |ﬂ three dot button, user will
= |coac CHINESE DEW'T A55T. FUMD -050 N1 | see the ‘Modify

1| [ mEsL MEASL ALLCWANCE = o Allowance’ table.

b LI TRaN TRAMSPORT ALLOWANCE 100.00 EJ

N

For e.g. in this case if the rate is $5, when es¢er 15 times for the frequency, automatically the
software will calculate the total amount.

Code | Description |RATE  |[FREQUENCY |Amount [T [ 4]
ADVCRAY  ADVANCED HONG BAQ PAY 50000 N

[ |coac CHINESE DEY'T AS5T. FUND 050 N

B[ MEAL MEAL ALLOWANCE = o0 SN 75.00 6

|| TRanN TRANSPORT ALLOWANCE 100.00 5
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CAREER TAB

Career Ta

Allow/Dedu Career

l Calendar

Progression Data

|

]

Department | J| Category |
Cozt Centre | J| Ciccupation |
Section | J | Company |

|

On the left is a portion of th@areer Tab section.
Notice that the user can change the career progngsarameters here.

Allow/Dedu : L

l Calendar ]

Progreszsion Code
Department
Category
Ccoupation

Cost Centre

Company

Career Progression |

COSETT

L]

Note:

New codes may be defined within payroll seti@ther Codes Table)

Remark:

to reveal its description.

Codes — Click the drop down arrow

All fields are
disabled.

Once all the career progression data has beeredrdaad saved, the user will not be able to change

the particulars on thepdate tab section. The user will need to proceed to the
Careertab section to edit/modify the particulars if necessary

To modify a career record (Example: Modify Hire Date, Department, Cost Centre,
Occupation, etc)

1) Select the record to modify.
2) Click theEdit button and proceed to modify the record.
3) Click theSavebutton to update the changes made.
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To add a new career progression item to an employef@Example: Salary Increment)

@' Progrezzion Code | - Section |S-I
; Department |AINCR  ANNUAL INCREMENT -]
1) Click theNew DEMOTEl DEMOTED |
button Category | EXTRAN EXTERMAL TRANSFER
. - Oecunation |FIOIN FIRST JOIN
2) Drop theProgression Coddist R FSTART FIRST START LPDATE
and select the preferred code CostCentre |INCR INCREMENT
INTRAN INTERNAL TRANSFER
E.g.INCR CODE ‘De MERIT  MERIT INCREMENT v
3) Enter the increment amount, ' ' '
e.g.:300in the Increment field.
4) Enter the Increment Effective
Date and Increment Paid Dat. Section |7 - Old Salary | 506000
. | b Effectiveliate 0140341938 15 Incremett 300.00
5) Click theSavebutton to e e ER e

update the changes

Increment Paid Date |01/04/1338 :IE

Mew S alary R3E0.00

RE&SONS |

REMARES |

Increment Effective Date: Effective date to include increment in payroll cartation.

Increment Paid Date:

Date indicates actual payment date of increment.

As of the above setting$)MES PAY will do a back pay adjustment in April’98.

Process April'1998 payroll and go

Allowances / Deductions

to Modify Pay Records

The increment is added to
the payslip in April as shown

on the right.

Code |Des-::riptiun |Amuunt | T | -
L BALCE, BACK PaY OF BASIC 0000 0
| CDAL ‘ CHIMESE DEW'T A55T. FURC .00 M
_|DIR DIRECTOR FEE 300,00 ﬂl
_|EMTE EMTERTAIMEMT EED.DDE
| TR&N TRAMSPORT ALLOWANCE A00.00 m

NOTE:

Certain leaves taken within the duration betweendment Effective Date and Increment Paid
Date will be taken into consideration BIMES PAY when computing the payroll in the month
when the back pay of the (accumulated) incremeattigally paid.
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Leave Code Start Date Day |Hour End Date Approved
MNP ~]| =] 100 | [19/0311938  [res =]
Code |5tart Date|End D ate |Da_1,l |Huur |Appmved|Heasun
| HPL 194031938 1340371993 1.00 ez
Suppose a monthly-rated (Working - ——
days/mth) employee took a NPL(No —
Pay Leave) on 19/03/1998. > Code |Descnptlun |.hmuunt |T |
The Sack pay il be proratedas [P ST T
shown on the right. — : —
|| DIR DIRECTOR FEE 300.00 m
_ | |ENTE EMTERTAIMEMT 250,00 [T
(21/22)x $300 = $286.36 | |TR&M | TRANSPORT ALLOWANCE 50000 [T

CALENDAR TAB

Alluwaedu] Career Calendar

Each individual employee record contains a workialgndar of his/hers working pattern. The
calendar option provides a means to manually chdreye/orking day’s state (OFF, FULL,

HALF).

A user can also change the working pattern foreangloyee by modifying thé/eekly Setup

group or each calendar days.

NOTE:

Any changes made to the Weekly setup must be rdasdd. Click the Recalc” button to do this.

Calendar
Weekly Setup i veek  Second Wesk
pom FULL =] [FuiL -]
TUE [FULL -] [FuiL -]
wED|FULE ] [FuiL -]
Ty [FuL -] [FuiL -]
FrI [FULL -] [FuL -]
saT |OFF =] [oFF ]
S |DFF ﬂ |DFF ﬂ
M Lilternate S aturday »
TGetWweekly Setup from Group Setting & [V

Fay Group  [5.0D45E <Update Tab>

5 ODATS The Selected pay-

B RDAYS group is 5.0DAYS
ST

When this option is set, the second week is
ignored.

To reset the working pattern of an employee to
the selected pay group, tick here. Then click the
Recalcbutton to effect the change.

48



TIMES SOFTWARE SDN BHD

IMPORTANT NOTE:

Working Calendar Please make sure that the working calendar i®gbetcorrect
period before you recalculate the working calendar.
As shown on the right, clicking tHeecalcbutton will set the

working pattern for that employee to 5.0DAYS pagugy
starting from April 1999 to the end of the year.

Period 193304 |

Total Working's Day - 2600

. . Date Work Eudelﬂ
If a company has shift-workers, the user may chemseodify 03/0471999 | 04
the working pattern for each week by editing thierdar days 0470471999 | O
in the month as shown on the right. 0570471999 | Full
06/04/1999 | Full
07/04/1999 | Full |
1| 08/04/1999 |Full i
09/04/1999
Half
MISC TAB 10 u3e1 29 ot
11/04/1999
i Career ] Calendar Misc ]
Voluntary Fund
Waluritary Func |
Employer %
Employes %
Change EPF/SOCS07 [
Voluntary Fund will add on to the normal EPF cdmttion rate.
Voluntary Fund - Aremark of the voluntary fund.(Optional)
Employer % - The additional percentage for Employer EPF cbuation.

E.g. The original % for EmpdoyEPF is 12%,

If the employer wish to increase it to 15% need to enter 3.00 at
Employer % field.

Employee % - The additional percentage for Employee EPF couation.
E.g. The original % for EmpéeyEPF is 11%,
If the employee wish to increase it to 15%) can type 4.00 at
the Employee % field.

Change EPF/SOCSO ? If this option is ticked, system will allow uster modify the
EPF/S8X@amount manually in Modify Pay Record screen.

In theMisc Tab, user can define whether a particular employeeiligect to HRD, by default is
subject to HRD. If the particular employee is nabject to it, please un-tick in here.

Calculate HRD? [
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Process Payroll

Pay Record — In each pay period, before you can modify a gayecord, you will need to
process/initialise the payroll first. There aresthdifferent ways to process
your payroll as follows:

EXAMPLE:

To processthe pay record:

STEPS:

Process ﬁaymu 1) Click theProcess Payroll icon
2) SelectPay Record

E=y e 3) Choose either option 1,2 or 3.
CAERS e 4)  Finally, click theProcess button
Special Recard

Leave Transfer W' Process

Claim Tranzfer
Leave Encazhment
Festival Advance

The Process Options:

1. Reprocess earlier Selected Staff without cleavaripble entries (Reprocess payroll)

2. Reprocess earlier Selected Staff with clearingaldei entries (Redo payroll)

3. Do not reprocess earlier Selected Staff (Procespdlyroll of staff who has not yet been
processed — E.g. Newly hired staff)

What arevariableentries?
The user may set them up when modifying the pagrdsc E.g. OT entries, Ad-Hoc
allowances/deductions.

EXAMPLE:
[ 2200 BasioPay | 125000 As shown on the left, some variable entries are:
NPL Day-C 56.82 1.00 -56.82 = , .
:NPL H:“:: : - 55: — —=| + NPL Day-C: 1.00 (If leave is not link to

g ] _ = )

modify records
|AbsentC | 56.82] 0.00 0.00 = . OTLO0C: 1.00 fy )
Tl Total Ho Pay leave 0.00 OT15C 200
0T1.0C 6.56 1.00 B.56 =] el :
0T15C 983 2 1 || ¢ OT20C 1.00
or2.0c 13.11 1.00 13.11 e SHIFT1: 1.00
0T4.0C 0.00 0.00 0.00 |
m Total Overtime 3833 NOTE:
AU L 1.00 3.00 i‘ The user may not modify leave records for
gmgg g'gg ggg ggg NPL/Absent if the records are linked to the leave
) ' ' - application module iCompany Profile.
[ RestDay | Total Shift 0.00
0.5D Day 28.85 1.00 2885~ |Link Leave To l__" Yes — Linked to Leave
1.0D Day 57.69 0.00 000 ~|| |Modify Record 7 Tes ¥ applicatior
Rest Day Pay .00

50



TIMES SOFTWARE SDN BHD

Bonus Record — Process the bonus payment for selected engsoye

Special Record  — Process special payment for selected employagdtEstive gifts in cash)

Leave Transfer — Transfers leave applications to the payroll “ffyoday record” (E.g. No
Pay Leave, annual leave and sick leave.

Medical Claim Transfer — Transfer medical claim from the medical clairoarel to the

payroll.

Process Payroll (Bonus)

Bonus Record — TIMES PAY provides an efficient way to process @alendar year/service
period bonus for a company’s payroll.

To process bonusrecords.

STEPS.

L 1) Click theProcess Payrall icon.
Process Payroll 2) SelectBonus Record.
Pay Recard 3) Select the desired settings.

Bonus Record 4)  Click theProcess button.
Special Record
Leawve Tranzfer

airn T rarsfer
4% Bonus Run for Period 200305 10| x
Y

Bonus Parameter IGruup I Individual I Update Bonus Factor I

Bonus Code IEIONLI vl

Bonus Mettiod IEI\; Calendar j

Cut Off Bonus (WMthPericcd) I 12 |2002
Bonus Factor |—1
default Bonus Factor From Update BEmployes

it '0* bonus factor entered. T B el
ey Base Salar
Bonus Payment by I ¥ j

Bonus Amaunt I

Deduct PCE Tax 7 =l

Vhich Period ta pay Bonus Iseparately j
Bonus Calculation By ISerVice tonth j
EPF rate fcurrent vear cPF - |
Service Maonth Cut Off Day 15 =

-

0" Mo Cut off Day apply,
31" must works for full complete marnth

Rounding Formula I j

“ariable Bonus 1 I | “arishle Bonus 2 I I

Exclude Bonus Conditior

"Variable Bonuz Code Setting

Excludes unconfirmed staff 7 v
[~ Excludes Employves Hired after I j
[~ Excludes Employes Fesigned After I j

Cleat Recard | e — | <Fd>-Delete code <Inzert: - Add Code I'-L Cloze |
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Bonus Code: Choose a defined code from the code table.
Bonus Method: By Calendar/pay period
Cut Off Bonus (Mth/Period): Denotes the cut-off month/period for bonus compaoitat

Bonusfactor: define the multiplying factor for bonus computatidfrset to zero, the Bonus
Factors specified in the Update Employees’ recardsused instead.

Bonus Payment By:

New Base Salary

Base Salary

New Base Salary (Last year)
Fixed amount

New Base Salary + (Svs pt)
Base Salary + (Svs pt)

Base Salary + (Svs pt) Last Year

Service Month cut-off day :
If set to 15; that implies any staff that joinedanpany after the 15of that month will not earn a
bonus service month for that month.

Which period to pay bonus:
e End-month period

e Mid-month period

e Separately

Rounding Formula:
¢ To select the rounding method for bonus amount.

Variable Bonus Code Setting

e If has more than 1 type of bonus to be paid (asdme time), user may select another bonus
code to use.

Exclude Bonus Condition:

¢ Allow userto exclude certain employee (s) who is not entitle for bobase on
- Unconfirmed staff (Tick to exclude unconfirmed $taf
- Hired date (Please specify a date to exclude)
- Resigned date (Please specify a date to exclude)

NOTE:

Click theClear Record button to clear all processed bonus records ftapayroll.
When the start of a company’s service year is dter January, the user may compute bonus
payments usingonus M ethod: By Pay Period.
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Below is a sample display of bonus pay process output:

TIMES SOFTWARE
Bonus Run for 01/2002 To 12/2002 Paie Mo 1
Pay Bonus Based on Baze Wage Date : 15¢ 202002
Bonus Payment Method By Calendar USERID | MASTER
Bonus Code BComMU :
Bonus Factar 2
Query  TEST
Employee Mo. Employee Mame Type Base'Wage Factor Hire Date Service Mth/Days Bonus
a1 AMELLL BEMSOR s 300000 2 01M2M996 25.00 B000.00
ooz BEMSOM LEE = 100000 2 01011995 12.00 2000.00
oos CHARLIE PANG s S0s0.00 2 011993 12.00 10120.00
aos L0E TAY = 4332000 2 01011995 12.00 70000
Total Processed ;. 4 Total 26520000
To process special records:
i L T
: STEPS:
1) Click theProcess Payrall icon.
2) SelectSpecial Record.

Pay Record 3) Select the desired settings.

Bonus Record 4) Click theProcess button.

5 i ord e

Process Special Hun bt

Leave Transfer 2 x|

Claim Tranzfer Code LanwsD -

Leave Encazhment

e Payrnent method  |By Base Salay Percentage -
Festival Advance v | J

Amaunt 45.00
Code: Choose a defined code
from the code table. Fay F'_eri-:d
Payment Method: ® Rl

* By base Salary Percentage
« By Total Wage Percentage
e By Fixed Amount

i Separately

LClear Record Process ﬁ Cloze

Pay Period:

« Mid Month: If this is selected, payment will be lnded in the mid-month process payroll
cycle.

« End Month

» Separately: If this is selected, the payment valréflected iVl odify Special Record’s
Window.
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EXAMPLE:

For an employee with the following settings:

- Basic salary: $800

- Code: Long Service Award payment (LAWD)
Payment Method: By base Salary Percentage
Pay Period: Separately

TheLAWD payment is as shown below:

Modify Record
Madify Pay Recard
Code | Description | Amount |H <7 Madify Bonuz Record
M LewD  LONG SERVICE AwWARDS 360,00 Madify Special Record
The formulae is:
45 . $800=$360
10C

Leave Transfer — TIMES PAY’s flexible payroll process allows a use add/modify leave
records even after processing a payroll. To uptietehanges, all that the user needs to do is to
transfer the leave to the processed payroll records

Assuming that the month’s payroll has just beercgseed. However, a
: ' leave record for an employee was omitted in thegss. Below is the
iptcas Bl NPL record that wasn't processed.

Pay Record

Bonuz Recard
Special Record

Leave Transfer

Claim Tranzfer
Leave Encazhment
Festival Advance

|Leaue Code Start Date Day Hour |End Date Appr AMPM Reasun“

| R EEEE [ta/mi/z000 [ves »|| = |merr ||

Code |5tart Date |End Date |Day |Hnur |Apprnued|AMJPM|RBasnn |Rﬂferei‘
l HFL 18/01/2000 184070./2000 1.00 es

To transfer that leave record:
1. Reprocessthe pay recordswithout clearing variable entries

OR Leave Transter for period 200201
2. Transfer theleaves Leave Transfer for period 200201

Parameter |
TOtranSfer Ieavesto proce$ed Do you wish to prorate Allowance 7 r

payroll records:

=

i Process |

Lloze
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STEPS:

1) Click theProcess Payroll icon.
2) Selectleave Transfer.
3) Click theProcess button.

_ RESULTS
Do you wish to prorate allowance?

Tick this , assuming you set NPL for any fixed almce Enployee Code [001 ] ok!
that was defined as prorated allowance after hadomg the ~ [Employee Code [002] ok!

payroll, if you wish to recalculate the proratetbaance. Employee Code [003 ] ok!
Enployee Code [004 | ok!

lm Employee Code [005] ok!
Employee # - END OF PROCESS -

2200 Basic m
INPLDayC | 3636 (100) 36365
INPLHC | 4.20] Ny 0.00 =
|Absent-C | 3636 ofo 0.o0=—

Updated leave reflected
accordingly

Medical Claim Transfer — Similar to Leave Transfer, medical claims cai &ls transferred.

Assuming that the month’s payroll has just beert@ssed. However, a
medical claim record for an employee was omittethéprocess. Below
is the medical claim record that wasn’t processed.

Process Payroll NOTE:

Leawve Transfer Reimbur sement?:
Claim Transfer * Checked: Medical payment is an allowance payable t
Leawe Encazhment employee.
e Unchecked: Medical payment is a deduction from an
Employee payable t® émployer.

Claim Info

Claim Code  [MEDICAL * | Clain Date 0722002 | Jok crade Max. Claim

“igit Date 07022002 = Category YTD Claim
Claitm Amount 100.00 Benefit Scheme Balance

Remark | Service Year ;1 year S manth

Clinic & Doctor Info

Hosp AClinic [MUH | Doctor's Mame |NUH HOSPITAL
Disgnoziz [FEYER * | Insurance ND.| Sector |Public Sector ﬂ OFD Eligikiity 7 [

Preilness Indicater [ Dep D ~ Type [Out patiert - GP = | HIC Eligikilty 7 [V
Co-Payment & Transferring To Payroll
Employes Reimburses Reimb
Co-paymernt 7 [+ Employes einburzef
Transfered to payrall 7 [ Pavaklese FeyelE Bty Employer By Employer

Reimbursement 7 W Approved 7 Vo AllwDedu Code *| Transfer period - -

Code |Date Diagnosis|Sector |Claim Amount| Approved|Clinic | Allow.Ded.|EE Amt [ERAmt | =]
DENTAL 2022002 FEVER  Public Se 15000 es KiH D00 15000
weDicaL i PrevER  Publicse 10000 ‘es MUK 50.00 50.00

e

- |
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Totransfer that medical record:

1. Reprocessthe pay recordswithout clearing variable entries
OR
2. Transfer Medical Claims

Totransfer medical claimsto processed payroll records:

ﬂ Medical Claim Transzfer for period 200201

Medical Claim Transfer for period 200201

1) Click theProcess Payroll icon.

2) SelectMedical Claims
Transfer. Do you wish to prorate Allowance 7 r

3) Click theProcess button.

Parameter

RESULTS
Employee Code [001 | ok! -
Allowances / Deductions

lovee Code [002 ] ok!
E!I;lﬂ}}:e Code [[gl]ﬂ } ak! Code Descrption Amount |H -
Employee Code [004 ] ok! t &TTM ATTENDAMCE ALLOWANCE E0.00 m
Employee Code [005 ] ok! | |DENT DEMTAL REIMBURSEMENT 4000 M
- EMD OF PROCESS -

L eave Encashment — This option allow user to pay employees theivéebalance.
STEPS:

1) Select ‘Leave Encashment’ option from Process Rayro

A . 2) Another screen with ‘Leave Encashment for periocgppear.

Process Payroll Under the parameter, user can key in the numbeaysf annual
leave that need to be paid e.qg. in this case 8.dden, user are
required to select the annual leave code to be aiseé
encashment method.

Claim Tranzfer

Leave Encazhment

Festival Advance

Leave Encashment for penod 200112 %]

Leave Encashment for period 200112

Farameter I
Mo of Days Annual Leave 3.00] =
Encashment
Annual Leave code EAML =
Encazhment tethod by |Current Year BF ﬂ

=
Process 1 Claze ‘
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Current Year BF — only encash for the brought fodiaave.

Last Year BF with last year basic — encash onlybtimeight forward with last year’s salary if there
is any recent increment

Current Year Balance — encash for the current gzae balance.

3) Click on the ‘Process’ button and user will seertheber of staff that has been processed.

e Process End Month Pavroll

Employee Code [001 ] ok!
Employee Code [D02 ] ok!
Employee Code [004 ] - Terminated 18/02/2001
Employee Code [005 ] ok!
Employee Code [D06 ] ok!
Employee Code [007 ] ok!

When user selected ‘Close’ button after the prqabssfollowing report will appear showing the
balance of annual leave that need to be paid dsas/ghe amount.

TIMES SOFTWARE - TEST DATABASE 2001 197012002 11:33:07 Fid
Leave Encashment Report Fage 1 of 1
Encashment hethod @ 3.00
hwix Day Encadhument *Vear BF

Employeed Name Fctual Balance Paid Leave Balance Faid Leave Amourt®
005 &y MrOMGCPRY 5.00 3.00 214.62
oov JAWES LYE 10.00 3.00 221.55
1] SUMNHY LEE (Daily Rated Wiorer) 1.00 1.00 30.00
048 ZOE TAY 4.00 3.00 TH1.55
Total Employes : 4 total 10.00 1227 .72

4) Select Modify Pay Record if further amendment tuieed.

EHudiI‘y Pay record ;I_[
Employee it (007 ~ | Hame # [VAMES LYE =]

Leave Record| Period |200112 «

Pay Group =TD Cycle Run Paid Monthly Period 12E Type: 2-SM  CPFlLewy CLAZS
DETERVETE| | 21.00 Basic pay 1600.00 Allowances / Deductions
INPL Day-C | 76.19] 0.00 000 =5 [Code  |Description
|NPL HI-C | g.39| oo 000 = || M| &AnL EPAID AMMUAL LEAYE
[ I I i rpae CHIMESE DEW'T ASST F N nan k
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Festival Advance — allow employer to pay the special payment fotred staff during festival
season in advance or enable automatic deductibe teade for the advance payment in the
following month.

1) Select ‘Festival Advance’ from Process payroll.

Leave Transfer
Clairn Tranzfer
Leave Encashment

al Adwvance

Festival advance for period 200201
Festival advance for period 200201

Farammeter l

Advance Allovwance Code |5

Advance Deduction Code | Alowance | Description
ERES GREST DAY PAY

Fesisl ailerse BEICK  @PAID SICK LEAVE
Pavment method EEMSPCPF MEP Yariable Allowance

BT, ACTING ALLCWEANCE * [
Amount A0 ADJUSTMENT

Advance Calculstion By

ANLP AMMULL LEAWE PAY *
Re-paymert Frequency

ATTH ATTEMDAMCE ALLCWANCE -
Pay Period
" Mid Monith
" End Month
% Separately
Process ﬁ LCloze

2) From the parameter, user will need to selechance
Allowance Code e.qg. in this case '‘ADVCPAY’ for @bise New Year.

3) User are required to select the Advance Dedu@iathe so that this will be reflected in
employee’s allowance/ deduction table forfdiwwing month deduction.

Advance Deduction Code (218
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4) As for the type of festival advance, user needsetdhe type of advance payment that need to
be made.

Festival advance

Payment method chnas -

Deparealli
Fix Amourt Hari Raysa

Note: In order for the system to detect the typpayfment, user need to set in ‘Update Employee’
under ‘Employment the ‘Festival advance’ field.

Update

Festival advance

5) As for the payment method, user can select
whether it is based on Percentage or Fixed
Amount. So, user is required to key in the Fire &mount
percentage or fixed amount in the following field-
E.g. if user is paying by percentage and user defn50%, the system will give according to
half of their salary if user selected thedvance Calculation By based on ‘Base Salary’

Fiz Amount m

6) User will have to define whether the advance catia is by ‘Base Salary’ or ‘Grosswage’.

Payment methad ixed amourt
F'eru:entage

C.r.

Advance Calculstion By

Re-payment Fregquency

Grozswage

7) User can later define what is re-payment
frequency for e.g. whether it is 1 month R A= monith= repayment i
repayment or 2 month repayment. If user hag _
selected 2 months repayment, user will be apfending Farmula
to see the deduction is split into two separate
month as shown below.

EUpdate Employee Record - Period - 200201
Employee # |IIIIII?' ﬂ Mame |-.l.ﬂ-.r-.-1ES LYE j

Update ] Employment ] Other ] Confirm & Termination ] Bank ] Address ] Spouse AllowDedu lCan

1 month repayment
(2 months

Code Description Type Amount (5t Mth|Year| Times|ME |End Mth Year
_|ADVCPAY  ADVANCED HONG BAG PAY -50.00 2 2002 1 End 2 2002
| SDVCPAY  ADYANCED HONG BAO PAY 50 00 SR 1 End 3 2002

MEAL MEAL ALLOWANCE Rate 5.00 End

Pay Period
8) User can select whether this payment will | ¢ i horith
be made separately or together with ™ End Marth
employees mid month or end month. + Separately
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Modify Pay Record

Modify Pay Record )

After payroll processing, a pay record will be ¢esbfor individual *
staff. Users can modify the pay record accordinghis may be i L
necessary to adjust/modify certain data. TG R

todify Pay Reco

todify Borwz Record
b odify Special Record

To madify the pay record:

STEPS:

1) Click theModify Pay Recordicon
2) SelectModify Pay Recordfrom the shortcut menu.

3) Select an employee to modify from either the emgddy ID combo box or the employee’s

name combo box.

Employee # [002 * | Hame # |BEN5I]N LEE ﬂ

L Employee ID combo box —— Employee name combo box

3&' Modify Pay record ;IEIEI

| Emplopee # |nnr vl Mame # IJAMES LYE ~]

Leave REcurdI Period IEDDSDS vI

Pay Group STD  CycleRun | Paid porthly Period DSE Type: E-SN EFF Class ELASS1

IR | 2200 Basic Pay | 3000.00 11538 14.42

|HPL Day-C | 11538 0.00 000 = Allowances / Deductions

=
I“PL Hr-C | 14-42| 0.aa 0.00 =5 Code IDescriptiun IAmuurrt
|absent-c | 11538 0.00 000 =5 ||#[rca MOMTHLY INCOME T DEDUCTIC 0.00
T Total Ho Pay leave oon||_|Tep TOL &HD PARKING 100.00
oT1.5C .63 oo ||| TRAMS TRAMSPORT CLAIM 100.00 _I
oT2.0C 26.95 0.0 0.00 ]
0T3.0C 43.27 0.00 0.00
B Towovetime| oo o =

—EPF & SOCS0 Contribution Total Wages

SHIFT1 3.00 0.0 000 || eREE | 260,00 | 33000 | Total mluw| 200.00
SHIFTZ 5.00 0.0 0.00

_||EerEevar | ooo| oo Total I]edl .00
SHIFT3 10.00 0.0 0.00

v || Secso Er.'Eel 3415 | 975 EPF Wagel 3000.00

RestDay Total Shift 0.00| HRD I .00 SOC50 Wagel F000.00
HALF DAY 57.69 000 oo | L Cross W"QEI 90000
OHE DAY 115.38 0.0 ooo |
Hett W

OHE & HALF  173.07 0.00 000 o 4 | 4 | 4 | 4 | a’3"*| 2HE0.25

Rest Day Pay 000 e Eecalculste \/ Save x Cancel j-'L Close
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(Shift Entry)

The shift setup are shown on the right Dompany Parameter<MISC Parameter>
The shift payment is computed based on the aveatgfienonth setting.

Shift Setup

SHIFT1

You may
change Shift
description

NOTE:

—]

Ld

T2
SHFTS
SHIFT4

SHIFT DESC | RATE | EPF?|Vol 2| EA#?|0T?|NPL?|Socso? PCB? HRD?| «
r i v o r

M 1T v o | ]
r 1T r v WV T

r 1T F F |
Average Shift Month  |Last 3 Month |

o0 W
500 W
1000 W
1500 W

Enable Shift entry 7 r2

The average Shift Month may be set&st 1 Month to Last 6 Months with increments of one.
When set taCurrent Month , the formula will be as follows for computationarfnual paid leave:

Shift

(Basic + Allowance + OT +  Factor ) x 12

52 x workingdaysper wee!

Based on the formula aboveIMES PAY 8.0 computes, for example, the paid annual/sick leave

accordingly.

Daily Rate:  Working
days/Month

26.36 304
Allowances / Deductions

Basic wage. $580.00 Code |Des-::riptinn |ﬁmuunl |T |i‘

Days Worked: 22 BsANL PAID ANNOAL LEAVE 2815 A

Daily Rate:  $580 +22 = $26.36 || |cpaC  CHINESE DEW'T ASST. FUND 050 N

. Shift | Total Overtime 0.00f However, for the cod&ANL , the
computation will not be the same.

SHIFT1 3.00 10.00 ED.DDi‘ P

SHIFT2 5.00 0.00 0.00

SHIFT2 7.00 0.00 0.0o0 $30

($580+0+0+—)x12
1 = 815

52x5

TIMES PAY computes thBaid Annual Leaveamount and computes the result: $28.15, as shown

above.

If the Average Shift Month is set tast 2 Months, then TIMES PAY will use the average of the
last two months shift payment when computing thevaldformulae.
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(Recalculate Manual Entries)

Whenever an employee record is modified, TIMES PAY| ﬁ EI
provides a means to update the payroll recordtheia ,
special function iconsg

“d EI Calculato—— —— Transfer medical

Prorate the salary and transfeflaims from the
allowances/deductions from tHgedical records.
NOTE: employee records.

Sﬂecalculate \/ Save x Cancel

When changes are made after a payroll is processed:

CASE 1
When medical claims are added/adjusted:

1) In Modify Pay records, click the icon| (%
2) Click theRecalculatebutton.
3) Click theSaveButton.

CASE 2
When allowances/deductions are added/adjiGted
When a salary is adjusted/prorated due to: Pay Record Leave Record |
- resignation/termination of contract Pay Group STD Cycle Run
- newiy hired staff T
1) In Modify Pay records, click the icon, ke el oo
2) Click theRecalculatebutton. SickLeave QT
3) Click theSaveButton. _
[ Cloze

Click theSavebutton to save the changes
OR click theCancelbutton to discard any changes

i . i

] __ H
To view the number of pay record leaves taken: .

- -

1) Click theLeave Record tab SpAsteEmployee

Emplovee Record

(Changing EPF/SOCSO) Employes Bank Details

If you need to manually adjust the EPF/SOCSO domtions Employee Confitm & T ermination
Emploves's Contact

Emploves's Spouse Detailz
Employee's Allowance/Deduction

1) In Update Employee, seleEmployee Other Details

2) Put atick on th€hange EPF/SOCSO 2heckbox . Emp:ovee:s Ealfee'dpmgress
3) In Modify Pay Record, click the Change EPFIS0CS07 Y | B
Recalculatebutton. EPF & SOCS0 Contribution
4) Edit/modify EPF/SOCSO. EREE S
. ErEe Vol 0.00 0.00
5) Click theSavebutton to Save the changes O s
HRD [ oo
9
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(OT Entry — Increment)

If there is an increment/salary adjustment within the month

Code Depaltment‘ Eategoly| Inc Date |Paid Date ‘ Old Pay |In(:lement ‘ Hew Pa_l,l‘ Section |j
FSTART|MOMNE HOME 06/04/1995 0B/04/1935 1000.00 0.00 1000.00 KOME
F|INCR MHOKE HOME 0M./03/1938 01/03/1933 1000.00 100.00 110000 KWOME

Basic pay: $1000
Increment: $100
Increment Effective Date:  15/03/1999

Increment Paid Date: 01/04/1999
LTI Total No Pay leave 0.00

OT1.5C —5hrs (after increment) 0T1.0C 577 oo e
OT1.5L — 10hrs (before increment) - - ' '

) 0T1.5C 8.65 5.00 43.25
Pay penOd: 199903 Im Total Mo Pay leave .00
In Modify Pay Record enter the data as |O0T1.0L 5.24 0.00 0.00 =]
shown on the right. OT1.5L 7.87 10.00 #8.70

Change period t©99904
Process the payroll.

Allowances / Deductions

In Modify Pay Record, you will see Ledfe | Denic sl |Amount [T |i‘
the back pay of basic and back pay ¢f|{B4CK  BACKPAY OF BASIC 56.52 A
OT in the Allowance/Deductions _|BADT  BACK PaY OF OVERTIME 395 A

entry section.

_Overine [T

oT1.0C 5.77

The new rate foDT1.5C is 8.65

The previous month’s rate w#&s87. UL L
The back pay of OT is calculated as follows:
Increment12
x OT Factorx OT hours

52 weeksx hoursworkedper week

$100x12
52x44

x15x5=0.79x5=%$3.95
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If the Increment Effective Date and the Increment Rid Date is the same:

Example:
Increment Effective Date:  15/03/1999
Increment Paid Date: 15/03/1999
Pay Record ] Leave Record ]
Pay Group STD Paid |Monthly Period 03/E Type: 25HM  CPF/Lewy|CLASST

DEVERGL| | 2300 Basic Pay 108652

50.77 577

Notice that the basic pay is now adjusted (proddi@othe month of March 1999.

In theModify Pay Record, the OT rates
for both OT1.5C and OT1.5L are now

different.

The rate folOT1.5L is based on the old

basic pay - $1000

BT Total No Pay leave 0.00
0T1.0C LK 0.00 oo =
0OT1.5C 8.65 R.Oo 4325
m Total Ho Pay leave .o
0T1.0L 524 n.oo 0on
0T1.5L ¥ 87 10.00 78.70

The rate folOT1.5Cis based on the new basic pay - $1100

The basic of $1056.52 is computed as follows:

[(13 + 23)X $100] + $1000 = $1056.52

Sun|Maon| Tue

"ed

Thu

Fri

March 1933 4 [ *

Sat

28 23 30

3
10
17
24
kil

4

1

13

25

il

12

13

26

E

13

20

27
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Modify Bonus Record

Processed Bonus records may be adjusted/modifiadcaeshen the need arises.

To modify the bonus records: >

STEPS: : '*

Modify Record
1) Click theModify Pay Recordicon :
2) SelectModify Bonus Recordfrom the shortcut menu. 5' E :
3) Select an employee to modify from either the emgédy ID Aadiy Bonus Hecar

combo box or the employee’s name combo box. Modiy Special Fiecord
4) Edit the bonus amount field to make any changesined,

Modify Employee Pay Transaction

NOTE: Employee # [004 | Mame 1 [CHRISTOPHER LEE =] Mﬂﬂm
Modify Bonus Recordis por Hecord | Leave Rocor|

Pay Group STD Cycle Run E Paid |fonthiy Period [1/B Type : 2-5M  Class|CLASST

only applicable when bonus [ Daity Rate | IEEM Hours Rate | IEE
record/s are processed
Separately Code |Descliplion |Arﬂ)unt V T |d

_|BONU BOMNUS * wﬂﬂ.ﬂg.&
L EUCF ELRASIAMN COMMLUMITY FU 40 N

CPF Contribution Total Wages

Employer ,W Total Allowance ’—w
Employee| 22000 | Total Deduction| |00
SOF cPFwage| | 1600.00

(Rl Gross Wage Tm
KeET Hett Wage rm

cBecalculate o Save X Cancel ﬁglosa
Amount
1600.00
To Clear/Delete Bonus Record: ——
Bonus Code : m i
. By Calend. -
1) Please backup your database first. soustietes ,%a;%'
remove all bonus records from the o e (MiFeriod) —
payroll, click the Clear Record’ 1 bones tactor v,
T —— |New Baze Salary ﬂ
button. If you want to delete only a —
particular employee’s bonus record, Fenus Amourt .
! . 5 =
you may do so by selecting that relute NEVE pacden
b ‘Which Period to pay Bonus separately b
5 'Fa)\eisort] tthuery' d click th Bonus Caloulation By Service Month M
) clivate € query an chc € . CFF rate Current Year CPF -
Clear Record’ button to remove it. Service Morth L Off Dy ]
‘0" Mo Cut off Day apply, —
'3 must weorks for full complete month
Contribute Community Funds 7
Excludes unconfimed staff ? v
Cleat Record Process ‘ J='|_ Close
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Modify Special Record

Processed special records may be adjusted/modsieshd when the need arises.

To modify the special records:

STEPS:

1) Click theModify Pay Recordicon
2) SelectModify Special Recordfrom the shortcut menu.

combo box or the employee’s name combo box.

NOTE:

-3

Modify Record

todify Pay Record

todify Bonwe Recornd
3) Select an employee to mOdIfy from either the enm ID todify 5 pecial Record

Modify Special Recordis only applicable when special record/s are presgseparately.

EXAMPLE-

Code L&D

-

The special records are Arnourt 45.00
processed separately as show _
on the right. Pay Period

" Mid Manth

" End Month

&+ Ceparately

Clear Record
buttor I Clear Recaord

Payrnent method |E_I,I Baze Salary Percentage

~

Procesz

jl'|_ Cloze

IMPORTANT NOTE:

Please backup your database first. To remove a&tish records from the payroll, click tigear
Record button. If you want to delete only a particular dayee’s special record, you may do so by
selecting that person by query. Activate the qaeiy click theClear Record button to remove it.

4) Edit theLAWD amount field to make any changes required.

Allowances / Deductions

Code | Description

| Amount |H

| Laiw/D LONG SERYICE &waRD5

260,00 [
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LEAVE SETUP
LEAVE ADMINISTRATION
STEPS:

1) Click theLeave Setupicon.
2) Choose Leave Administration.

Leave Allocation
Extended Sick Leave allocation

Leave Code

G Leave Setup
Leave Adminstration

Annual Code  [2001

MethiodMoliday Takble

Start date (010122001 -

|- (O] x]
R

End date

FProrate Entitlement |Servic:e hdorth j Holiday |Descri|:rtil:ln |i|
B 0101 /2001 Mewy Wear's Day
Current Leaves |Pr0rate ﬂ : 24/01/2001  Chingse Mew Year
— 25001 7200 Chinese Mewy ear
Leare L @ Deny 1500 : 0BM03/2001  Hari Raya Haii
T (5 [Category ~] | |1mazom Good Friday
01 ass2001 Labour Dary
Saturday as Full day |YeS| ﬂ : oFms200 wesak Day
0aus2001 Mational Day
Leavs BWF method | =l |ramtzom Deepaval
160 252001 Hari Raya Puasa
: 17 252004 Hari Rava Puaza CiF
| 251 252001 Christmas Day
=
<Fd= - Dslete PH =insert=i=Right Click> - Insert News PH P | L giose |

PRORATE ENTITLEMENT

Leave entitlement may be computed based on:

* Service Month .

e Full Entitlement .

» Calendar Day — (Entitle
in 1°' month)

» Service Year .

» Service Year — (Cut off
July)

« Anniversary — (1 .
Prorate & 2 Full)

Service Month (Entitl
in 1° month)
Calendar Day
Calendar Day — Full

Service Year —
Financial
Anniversary — Full

Anniversary

Leave Adminstration

Annual Code (2000

tethodMoliday Table

Start date 014

P Prorste Enttlemert  |[SelomEE AR j
Service Month -
Current Leaves Service Month - (Entitle in 1=t month]

Full Entitlemert

Leave Cut Off Day

Calendar Ciay - (Entitlz in 1=t month)
Calendar Day - Full

Service Year

Saturday as Full day Service Wear - Financial 7

Entitlement by

Service YWear - (ocut off July)

Anniversary -Full
Anniverzary -1t Provste & 2nd Full |
Anniver sary =
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Explanation for the different leave entitlement potation in PRORATE ENTITLEMENT:-

Service Month

The employees’ leave entitlement will be proratecading to their service month and the
leave cut off is based on their anniversary. @ffgoined on or before the 15th of the month,
the employee’s entitlement is equal to 1 servicatinand staff joined on or after 16th of the
month their entitlement is equal to 1/2 month, tteuser will have to set theave Cut Off

Day in the Leave Administration to 99.00).
Leave Cut Off Day 93.00 $|

Service Month (Entitled in 1°* month)

The employees’ leave entitlement will be proratecoading to their service month but they
will be entitled to the full number of earned leanghe first month they joined the company.
The leave cut off is based on their anniversary.

Full Entitlement

The employees’ leave entitlement will be proratecbading to their service month but they
will be entitled to the full number of earned leanéhe first month. Their full number of leave
entitlement will start from the"2year and the leave cut off for this method is ec@mber.

Calendar Day
The employees’ leave entitlement will be proratecoading to their hired date which is on the
calendar days (365 days) and the leave cut offisedh on their anniversary.

Calendar Day (Entitle in 1° month)

The employees’ leave entitlement will be proratecoading to their hired date (by calendar)
but they will be entitled to the full number of rad leave in the first month they joined the
company. The leave cut off for the employee wilblyeanniversary.

Calendar Day — Full

The employees’ leave entitlement will be proratecbading to their hired date (by calendar)
but they will be entitled to the full number of rad leave in the first month. The difference
between this method witBalendar Day (Entitle in 1* month) is that the employees will have
their full number of leave entitlement startingrfrehe 2° year and the leave cut off for this
method will be in December.

Service Year
The employees’ leave entitlement will be proratecoading to their service month and the cut
off is in December.

Anniversary — Full

The employees’ leave entitlement will be proratecbading to their date of join but they will
be entitled to the full number of earned leavehmfirst month they joined the company. The
leave cut off for the individual employee will bethe month they joined in the following year.

Anniversary — (1% Prorate & 2™ Full)

The employees’ leave entitlement will be proratecbading to their date of join in their first
year and they will be entitled to the full numbéteave in their second year. The leave cut off
will be in the month they joined in the followingar.

Anniversary
The employees’ leave entitlement will be proratedoading to their date of join. The cut off
for their leave will be in the month they joinedtire following year.
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CURRENT LEAVES
Prorate: computations based on either month/day (Prorsti#teanent) correct to 2 decimal
places.

Round: computation for monthly earned leaves corre¢théonearest whole.
E.g.205=1.0
Round up (1.05 => 2.0Q)computation for monthly earned leaves based onding off
anything more than 0.01.
E.g.20.01=1.0
Quarterly : computation for monthly earned leaves correthéonearest quarter.
E.g. >0 and0.25 becomes 0.25, >0.25 antbecomes 0.5.

Half (>= 0.25 & <= 0.75) computation for monthly earned leaves where anyés fall in
between 0.25 and 0.75 will become 0.5

E.g. 0.25to 0.75 = 0.5, anything greater than2 @r 0.75 will be
0.5 but anything below 0.25 will become 0 and aimglabove 0.75
will become 1.

Half (<0.5:=0 or >= 0.5:= 1) computation for monthly earned leaves where aayé less
than 0.5 will be 0 and if anything greater or egod.5 will be
round up to 1.
E.g.04=0,05=1,06=1

Half (<0.5:=0 or = 0.5:= 0.5) computation for monthly earned leaves where anyé less
than 0.5 will be 0 and anything greater and ecqual will
remain as 0.5.
E.g.0t00.499 =% 0.5t0 0.999 = 0.5

Half (> 0.5:= 1 or <= 0.5:= 0.5)computation for monthly earned leaves where angtless
or equal to 0.5 will remain as 0.5 but anything ikayreater
than 0.5 will be rounded up to 1.
E.g.04=05,05=05,06=1

Half: computation for monthly earned leaves correthéonearest half. E.g. 0.15=0.5, 0.58 =

1.00
Full: full earned leave entitlement depending on the proetgtlement type (same as
prorate).

None leaves entitled backdated to the end of the semériod.

Example:
When leaves entitlement is proratedservice : _
month: Prorate E ntitlernent |Serw:e Manth j
A leave day is earned if an employee completesCunent Leaves |F'f'='fc'ItE j
more than 15 days in a service month. (Leave Cut
Off Day = 15.00) Leave Cut OFf Day 15.00 %

Entitlement by |Category |

As for theLeave B/F method this is only applicable
to those using the anniversary method.

When the user initialise the period, user can selec
eitherAll or carry forward employee’s leave for the
Current Year.

Leave BUF method
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If the user choose to initialise the period Adkr, then all the remaining leave balance for the
particular employee will be brought forward. If theer seledCurrent Year, then the leave
balance for the year will be brought forward.

SETTING UP PUBLIC HOLIDAYS IN A SERVICE PERIOD

. Click to show the
STEPS: calendar below.

1) Click the right mouse button or press thelP[13/10/1998 ~ Deepaval | |
insert key to add a new holiday.
2) To choose a date, click the drop-down

aun Mon Tue "Wed Thu Fri Sat Enter the name of

arrow to show the current calendar. Pick T 3 | aholiday in this
date from the calendar. 4 5 g 7 a g 1p|field.
3) Enter the name of the holiday inthe name;y 5 13 14 15 15 17
field. 12 @R 20 21 22 23 24
25 26 27 28 29 W N
DEFINING A SERVICE PERIOD 2 Today: 10/19/98
Click this button to select a
The user might choose to define a starting month from the
service period other thd1/01/Year — calendar
31/12/Year.

This probably applies to a compantart date |01./01 11 938 E—l End date

with a service period beginning
from, for example, the month of
April. Enter the starting month of a
service period here and the
end date will be updated
accordingly.

NOTE:

Before a user can administer the leaves for asepériod, the service period/new financial
year must be initialised.

SEE Initialise New Year — pg. 36
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LEAVE ALLOCATION

Before allocating leaves for each category of epgs, the user must first setup the categories
for a company.

STEPS:
1) Click thePayroll Setupicon.
2) ChooseOther Code Tables e EE
3) ChooseCategory. Branch Pay Period (Pay Group)
Cormmunity Funds/SDF
i CFF Tablesz
To add a new category: pel=efyaissan
. Clazzification Code Bank Codes
4) Double-click the Bl Bl Fareign Lewy Worker Table
mouse button or press Divizian M ational 5 ervice Pay
theinsert key. Diepartment Allowance/Deduction T able
E ducation Other Code Tables
To delete a category: Job Grade Code Lost Centre Table
5) Click the right mouse | Location Formula Setup
button or press the Nationality
key. Deccupation
Race
Fieligion
Section

Termination Code

To allocate leave entitlement for a category:
STEPS:
1) Click theLeave Setupicon.

2) Choosd_eave allocation
3) Choose a category. E.8JJNI.

Entitlement Allocation
Categary Code :|JUN| ﬂ
Category Code [~ 7|
ategory Code | Service vear  Service Year Entitlement Brought Fonsard
Code  |Description Form | Tu| Day| Max B!F\i‘
JUNI [JUNIDR g ?gg 12 gg 1 ?gg
MGRI  MGRIAL B 500 30 1200
NOME  NOME B 00 400 1300
SEMI SEMIOR N 400 93.00 14.00

4) Enter the allocation desired.

Max B/F:  Specify the maximum number i Do you want to recalculate the leave entitlement 7
of leaves that may be carried \n)
forward to the next service
period.

5) Click theclosebutton.

6) Click yeswhen prompted to recalculate the leave entitlement.

o |
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LEAVE CODE
@ Leave Code Maintenance
. . Search Cods | Sorted by |CDdB j
1) Click theLeave Setupicon.
2) Choosd eave Code Cade  [Description [Method Saturday Full _|Entitlement| =]
To add a new leave code: b|aBsENT  ABSENT winrking days -
. B AMMUAL LEAWE Working days
3) Double-click the mouse button or | |come COMPASSIONATE LEAWE Working days
. HOZP HOSPITALISATION Calendar Days
press thensert key. fwere waremry Leave Colend Days
To delete a leave code: et o vom arng o -
. . MSP MSP whiorking days
4) Click the right mouse button or pres$ Hue  sarcurvicae i
theF4 key BE:S SICK LEAYE Working clays
Note:
Do not remove the following system -
codes:
<Fd>-Delete code <Inzerts - Add Code j-'|_ Cloze
LEAVE CODES
e ABSENT ¢ ANNU
e HOSP  MATERNITY
« NPL ¢ NPLHOUR
* NSP e SICK

. Saturday Full |Entitlernent
In the leave code maintenance, the user can setetieod of the leave|> ¥ ™ eme

computation whether it is based on working daysabendar days.
Besides this, user can also specify if the empldymens to apply
leave on Saturday, the particular leave will bated ag-ull working d .00

day or Half working day . E:IIITEE?:Y

If you are using a leave code other than thoseigeohby the system, user can either specify
the entitlement in thEntitlement column in the leave code maintenance or you vamehto
provide an entitlement value ireave Entitlementrecord for each employee.

LEAVE ENTITLEMENT x|
Empcode  [001 | Mame [JOHM |

Hired Date [11/06/1338 [ 1 years 5 months ]  Teminated Date Category [JUMI Departrnent |0 I
| Code Deszcription Full | Entitlement BfF | Current Entitle Taken Balance |
[Exap = | [EXAMINATION LEAVE Ma | | 500 | 5.00 BO0) 0.0 5.00

Enter the entitlement in

this field
If your company’s leave policy for Sick leave ordgalisation leave differs from the standard
settings:
STANDARD
Sick Leave: 14

Hospitalisation leave: 60

You may choose to override the default settin§ge Leave Utility - page 34
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LEAVE APPLICATION

Leave Application

Leave Record

LEAVE ENTITLEMENT
To view leave entitlement:

STEPS:

1)

Click theLeave Applicationicon.

TIMES PAY provides easy management of leave recofdsiser can
quickly access the overall leave entitlement, lsataken, leave balance
for any individual employee in a company/department

2) Choosd_eave Entitlement
3) Select an employee
from theemployee Empeods  [003 A
codecombo box. CODE | HAME HIRE DATE | TERMDATE =~
0ot AMELI& BEMSON 02/02/1393
Code 002 EEMSOM LEE 014011398
CHARLIE PANG or/mAasssl 00 |
v 004 CHRISTOPHER LEE 014011997 31401 /1998
CODE |De$cri|:utiu:un =
ABSENT ABSENT

ANMNUAL LEAVE
COMPA  COMPASSIOMATE LEAWE

HOSF  HOSPITALISATION LEAYE
MATERIT MATERITY LEAVE

4) Click the leave code combo box.
5) Choose Annual Leave (code: ANNU).

Times Pay displays an overall view of leaves aitl
to employeeCharlie Pang

MPL HPL DAY
MPLHR  MPL HOU (M EE i =5 x]
MEP MSP LEAY Erpoods  [003 - Mame [CHARLIE PANG =]
Hired Date [02/10/1996 [ 2 years 3 months ] Teminated Date| Categony |5EN| DepartmentlADMlN
|Code Description Full | Adju |Entitle B/F Current Entitle |Taken |Balance |
[AMMUT ¥ ] [ENNUAL LEAVE 16.00 1525 1525 1525 000 1525
Leave Entitlement Breakdown Current Period - 199812
Mthivear  [Period [BF  [Current  [YTDTotal [YTDEntitled  [YTDtaken |YTD Balance| ﬂ
b|Jani1008 01 0.00 1.27 1.27 1.27 0.00 1.27
_|Febr1998 02 0.00 1.27 2.54 2.54 0.00 2.54
_|Mari1998 03 0.00 1.27 3.81 3.81 0.00 3.81
_|Apri1008 04 0.00 1.27 5.08 5.08 0.00 5.08
_|Mayi1998 05 0.00 1.27 6.35 6.35 0.00 6.35
|Juni1998 06 0.00 1.27 7.62 7.62 0.00 7.62
|Juli1008 07 0.00 1.27 8.80 8.80 0.00 8.80
_|Augr1998 08 0.00 1.27 10.16 10.16 0.00 10.16
_|Sepit998 09 0.00 1.27 11.43 11.43 0.00 11.43
_|octi1908 10 0.00 1.27 12.70 12.70 0.00 1270 ~|
Save | Bemaove Cancel | H ‘ | } | H | j='|_ Cloge
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NOTE:

The number of leave entitled to each employeetsroéned by the following factors:

A) Leave allotment based on category type or Job | grpjpe=t [ME 0 7]
Grade _

For example, Update | Other | Bank | Confiy

Charlie Pang (Employee Code: 003) is assigned as a|| Career Frogression

Senior General Manager. (See the diagram on the Progression Code |—_|FSTﬁHT -

right). His category code BENI.

Department A0 il

Category SEMI il
Docupation m
Cost Centre m

based on categoSENI :

Leave Code

STEPS:
1) Click theLeave Setupicon.

2) Choosd_eave Allocation. = =
) Entitlement Allocation

3) The leave allocation table shows the T

number of leaves entitied RENI Category Code | A

category based on the number of Service Year  Service Year Entitlement Brought Fonward

service year completed with the Es To| Day] MaxBIF|=

company. »| 0.0 100 1400 \:‘
4y The Employee’s record shows that | 1.00 200 1500

Charlie Pang has worked for 2 years | |_| 2.00 200 1E00

and 1 month for the company. | 4.00 400 1700

Therefore higull leave entitlement | .00 500] 1300

is 16 and hisActual leave entitlement | |- :gg ggg ;ggg

for the year ig15.25 (See Case 1 pg. 66) B -0 w00l 2100

0.00 0.00 0.00
Update Employee — Update tab Current | YTD Total
Employee 8 [003 ~| Mame [CHERLIEA 1;; ;E:

Update lu[hg[ ] Bank ] Confirm & Termination 27 3.81
27 5.08

Employes # (003 Marme |CHARLIE 97 615

1
1
1
1
Hied date  [02/02/15%6 B1| 50801 month :g ;ZES
1
1
1
1

Bith Date  [01/01/1953 15 | A0 year 2 month 27 1016

27 11.43
Notice that the current earned leave is displayateuthe 27 12.70
Current field (Leave Entitlement). 27 13.97

1.28 15.25
Leave Entitlement

Based on the formula: 1—12 x 1525days = 127
For each month, the leave earned is 1.27.

However, to ensure that all earned leaves forehgce year are added up to 15.25days, a 0.01
offset is added to the last month.
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Leave allotment based on settings inltkave Setup(Leave Administration).

To change to a different
, 1998
annual code, click the |2l Code | | | Stant date 01/01/1%8 g
Annual Codeellipsis | |
button.

Set during the initializeA user may set the start date on different
New Year process. months. But the start day is fixed on the
first of each montl

Leave Setup
Leave Adminstration
Annual Code (1933 Start date  |01/01/11933 15 End date

Methoed/Holiday Table

Prorate Entilement  |Full Entilement -] Holiday |Descriptiun | i|

L 07./01/1933 Mew Year Day
Current Leaves Prarate hd | [19/0/1939 Han Rapa Puaza
— | [16/0241333 Chinese Mew vear Day
Leave Cut Dff Day 1500 5 17/02/1999  Chinese Mew Year Day

23/03/1939 Harni Raya Haji C/F Day

Entitlement b Category = —

e by | |02/0441999  Good Fiiday Day
Alternate Saturday Mo - | |01/05/1333 Labour Dray
as Ful 29/05/1999  Wesak Day

100341993 Matianal Day - CAF
| 0841113339 Despaval Day CAF
| |&8M12M1333 Chrriztras Day

=F4= - Delete PH <=Inzert=/<Right Click= - Insert Mew PH Ser | j'-L Hlae

Alternate Saturds
Lookup az Full s |NI:| j
Search Characters
! NOTE:

rerioD]sTarT_DATE[EMD_DATE[«] | If the Alternate Saturday as Full is setvtes you may apply a full
1337 LA /1837 30 241957 day leave on Saturday for a 5.5 day work week.

Do [msmnages [s14241998 y y y

| (1993 /011933 3141241333 i .
[Jzoo0 mmzezom esmzeom | | Leave entitlement may be prorated in:

e Service Month
e Full Entitlement

Current Leaves Ful 2 e Calendar Day

Prorate Entitlement |Service anth ﬂ

e Calendar Day — Full
15.00 = .
ﬂ Leave Cut Off Diay - . Service Year
7 K X Conce ‘ ATt Gy Category - e Service Year-Financial

e Service Year-(cut off July)
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CASE 1: When the leave entitlement method is s&etvice month

Based on the above example, each leave day isckifiiame employee completes 15 or more days in
a service month. (Leave Cut Off Day = 15.00)

Current Leaves iBrorated: Leave computation for leaves earned (year-to-deitepe prorated
based on the number of service months completeshdbdent on thieeave Cut-Off Day setting)

EXAMPLE:

Below is the leave setup for an employee.

Prorate Entitlement: ServiceMonth
Current Leaves: Prorate
Leave cut-off Day15.00

Employee hired date01-Jun-1998
SENI

Category:

Leave allocation
1* year: 14 days
2" year: 15 days

Logging into TIMES PAY 5.0 in Dec’1998, you will gthe following leave entitlement:

LEAVE TAKEN: 4days (In 1998 service period)

| x| THIMAITITHI I¥AI]
[~ 02133 ALIIME] smeM - #00]  sboogm3
HIMOAiramhegald IM32| yiopsied 5160 baderinma T [zdtream: T SEEMIOND| ate baiH
| saneled naAsT | aliitnd ns1wd T4 alfitnd wvibad | 1A noirqinazal sboD
Thh PSR B A [ =ra | | ooer Fvadddapuinal [ Ukua)
SI8eer : boinad tnamud nwob:sa18 tnamsaltitnd aves_|
[« |sonsis@aTY| nedstary|  bebinAary| IstoTaTY|  snemwd| 78| boisd|  [isevubM
00.0 00.0 00.0 00.0 00.0 00.0 €0 peerisM| |
00.0 00.0 00.0 00.0 00.0 00.0 kD Beeragh| |
00.0 00.0 00.0 00.0 00.0 00.0 [i-1] eeHyEM| |
ak.r 00.0 ar.r —dak.F ak.r 00.0 a0 Feerml| |
cEl 00.0 LN N LN ar.r 00.0 0 8eeriul.|
BLEE 00.0 BLEE 2kE AL 00.0 80 peeMpuA| |
oot 00.0 .k il B SEE 00.0 1] peehgad| |
£g.e 00.0 £d.e £g.e AL 00.0 or Beeri0| |
00.% 00.0 00y 0g.% SEE 00.0 I Beervol| |
* ShE 00.k R b & AL 00.0 <r BeeMoaad 1
azald fl_ 4140 M ‘ laare ] ‘ avamaf | aveld
7 For June 1998 to Dec Taken Balance
—x14days = 817 1998, the total
12 i i 4.00 417
entitlement is 8.17 . .
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1% year period
TIMES PAY will automatically
01 June 1998 31 May 1999  prorate the leave entitlement for

the cross-year period
(From 01 June 1998 to 31 May 1999)

2nd year period

01 June 1999 A Initialize MNew Year

Database vear 1333

Taoround Carry Forward Annual Leave |Mot Bound -
Carry Forward Leave Methods &l (Balance Leave] +

Initialize new year:

W OK 1 Close

From 1 Jan 1999 to 31 May 1999, the leave entifled 1—52 x14days = 583

From 1 June 1999 to 31 Dec 1999, the leave ent'ettee:ilz2 x15days = 875

LEAVE EMTITLEMENT x|
Empcode  [004 =l Mame [4MELIA BENSOMN -]

Hired Date |11/06/1938 [ months ] Teminated D ate Category |SEMI Departrment S0
‘Cnde De=scription Full | Adju Entitle BJF Current Entitle Taken Balance |
[SMHU =] |aNHUAL LEAVE 15.00 | | 1458 | 417 1.21 538 0.00 538

Leave Entitlement Breakdown Current Period : 199901

MthiYear  |Period [BF  [Current  [YTDTotal  |YTDEntitled  |YTDtaken |YTD Balance| ﬂ
»|Janit99 01 117 1.21 121 5.38 0.00 5.38
|Febrigoo 02 417 1.21 242 6.59 0.00 6.59
|Marioos 03 117 1.21 3.63 7.80 0.00 7.80
|apriigoe 04 417 1.21 4.84 9.01 0.00 9.01
_|Mayit000 05 117 1.21 6.05 10.22 0.00 10.22
|Junitose 06 417 1.21 7.26 11.43 0.00 11.43
|Juiitees 07 117 1.22 8.48 12.65 0.00 12.65
|Augnese 08 417 1.22 9.70 13.87 0.00 13.87
|seprogs 09 117 1.22 10.92 15.00 0.00 15.09
|octiieee 10 417 1.22 12.14 16.31 0.00 1631 ~|

Save ‘ Bemave | Cancel | H | ‘ | } | H | j_l|_ Cloze

TIMES PAY will provide the leave entitlement ford®service year as (5.83 + 8.75) = 14.58 days
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CASE 2: When the leave entitlement method is stk Entitlement :
An employee is entitled the full amount of leavasdd on his/her category.

For exampleSENI category:
For the f'year, the entitled leave is 11.

The above is not true only for:

a) Newly hired employee
b) Resigned/Terminated staff

Both (a) and (b) will be entitled leaves basedhmndettings in
1. the Prorated Entitlement and
2. the Leave cut-off day

input fields in the leave administration Window.

Leave Setup
Leave Adminstration
Annual Code |1999 J Start date
Method Holiday Tahle
Prarate Entitlerment |Fu|| Entitlernent ﬂ
Curert Leaves |P“:'f'3t3 ﬂ
LEAVE ENTITLEMENT ﬂ
Emprode |DUE ﬂ Mame |Chri$ty Chung ﬂ
Hired Date |11/0B/1938 [ 1 years 4 months ] Terminated Date Categary [JUMI Department|A0MIN
|Cnde Description Full | Adju Entitle B/F Current |Entitle Taken Balance |
JAHNU =] [MMUAL LEAYE 11.00 | [ 11.00 | 100 100, 000 100

Leave Entitlement Breakdown Current Period : 199909

Mthear  |Period [BF  |Current  [YTD Total  [YTDEntitled  |YTDtaken |YTD Balance| ]
_|Marit908 03 0.00 0.00 11.00 11.00 0.00 11.00
_|apri1oon 04 0.00 0.00 11.00 11.00 0.00 11.00
_|Mayi1900 05 0.00 0.00 11.00 11.00 0.00 11.00
_|Junitgos 06 0.00 0.00 11.00 11.00 0.00 11.00
_|Jurgee o7 0.00 0.00 11.00 11.00 0.00 11.00
_|augrtoos o8 0.00 0.00 11.00 11.00 0.00 11.00
»|Sepi1998 09 0.00 0.00 11.00 11.00 0.00 1.00 _|
_|octiees 10 0.00 0.00 11.00 11.00 0.00 11.00
_|Nowtgos 11 0.00 0.00 11.00 11.00 0.00 11.00
_|pecitoss 12 0.00 0.00 11.00 11.00 0.00 11.00 ~|

Save | Bemaove | Cancel | H | ‘ | } ‘ H | j-|_ Close
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CASE 3: When leaves entitlement is prorateddalendar Day.

Assuming:
The entitled leaves for an employee is 10 for thgehr.
Current Leaves: Prorate

Current date for pay roll computation: Dec’'1998

Employee hired date: 11/06/1998
Service period: 7 months.

Theleave administrationis as shown below:

Aethod Holiday Tahle

Prorate Entitlerment |Ealendar T

Curent Leaves |F'r|:|rate

Leave Cut OFF Day 15.00 %

|Eategu:ur_l,l

[

Entitlerment by

The number of calendar days from 11/06/99 to 38A2# (30+31+31+30+31+30+31) -10
= 214days — 10 days

204
Number of leaves entitled: 3—2,: x10days = 559days

~

LEAYE EMTITLEMENT x|
Empcode (006 - Marne |Christ_l,l Chung ﬂ
Hired Date |11/08/1338 [ 7 months ] Terminated Date Categary |J LM Departrient |ADM 1M
|Code Description Full | Adju |Entitle BF Current |Entitle Taken |Balance |
[8HNU | [ANMUAL LEAVE 10.00 | | 559 | 553 BE3| 000 5.53
Leawve Entittement Breakdown Current Period : 199812
Mthvear  |Period [BF  current  |YTDTotal  [YTDEntitled  [YTDtaken |YTD Balance| =]
_|Mar/1998 03 0.00 0.00 0.00 0.00 0.00 0.00
| Apri1998 04 0.00 0.00 0.00 0.00 0.00 0.00
_|Maw/1998 05 0.00 0.00 0.00 0.00 0.00 0.00
| Jun/1998 06 0.00 0.70 0.70 0.79 0.00 0.79
_|Juli1998 o7 0.00 0.80 1.59 1.59 0.00 1.59
| Aug/1998 08 0.00 0.80 2.39 239 0.00 239
_|Sep/1998 09 0.00 0.80 319 3.19 0.00 319
_ | Octi1998 10 0.00 0.80 3.00 3.00 0.00 3.00
| Now/1998 1 0.00 0.80 4.70 4,79 0.00 4.79
L Dec/1908 12 0.00 0.80 5.50 550 0.00 550 -
Save ‘ Remove ‘ Lancel | 4l 4 | [ | [ | ﬁ Cloze
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MODIFYING LEAVE ENTITLEMENT

If a user need to modify the leave entitlementrof

employee:

STEPS:

E ntitlement

1) Within theLeave Entitlementwindow, click theEntitlement field.

2) Enter the desired number of leaves.
3) Click theSavebutton to accept the change

12}

Save

WARNING: If you chose to modify the leave entitlement, péeaste that the leave utility -
recalculation method wilet the modified value to its computed value.

To reset the user-defined leave entitliement t@folhe default settings in theave Allocation

table:

STEPS:

1) Click theLeave Setupicon.
2) Choosd_eave Allocation
3) Choos€eSENI category.
4) Click theClosebutton.

5) Click Yesto recalculate the leave entitlement. Lezwz leeelicn

Leave Setup

Leave Adminztration

Leave Code

ServiceYear 5

Category Code ;| SENI -

Code | Degoription

The above steps will reset the leave

COMF COMF
Form |

entitlement for the company to its default
settings based on the entitlement allocation.

L T 1T I 1T 11 |w

- DR DIRECTOR
i |EXEC EXEC

2o0 [JUNI JUNIDR
a0 |MGRI  MGRIAL
400 |MOME  NONE

BO0|5up SLUPERVISOR

7.00 35.00 21.00
0.00 0.00 0.00

IMPORTANT NOTE

You may not use any other types for the followinges:
ANNU, SICK, NPL, NPLHOUR, NSP and ABSENT
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LEAVE RECORD
To add/modify/delete a leave application:
STEPS:

1) Click theLeave Applicationicon.
2) Choosd_eave Record
3) Choose an employee by code/name.

Leave Record - 199810

Leave Application

Leave Enfitlement

Emploves Code - Employes Mame
Ciode |Name | Leave Code Start Date Day | Hour
Departme o1 AMELIA BENSON M -] | |
00z BEMSON LEE
Categ CHARLIE PANG ABSEMT  ABSENT
COMPS  COMPASSIONATE LEAVE
: HOSP  HOSPITALISATION LEAVE
4) Choose the desired leave from the leave | |, eriry MATERITY LEAVE |
code combo box. (E.\ANNU) MPL MPL Dy
NPLHR  MPLHOURS
_ New NSP MSP LEAVE =
5) Click theNew button. —
Thestart date is automatically added.
‘ Leave Code Start Date Day Hour | End Date Appr AM/PM R.EHSDI'I“
| ] [1e/101998 .|| 300 | [21/10/1398 [ves « || Reft ||
Code |Start Dte |End Date |I]a].|r |Huur |npprnued|nM fPM|Rea|snn |Refere -
Tanny 1BA0/0998 211041938 300 Ves — Choose Am/Pm |

Edit this field to manually enter
the leave application start date.

— Click the ellipsis button to — Choose Yes/\
select a date from the calendar.

For example, Charlie's leave application is fromtd@0 Oct'98 (3 days annual leave).

6) Edit theStart Date field and enter 16/10/1998.

Press the enter key. Holiday |Description E
7) Edit theDay field and enter 3. Press the enter ke||_|01/01/1338  New YearsEve
. . 20998 Chiness Mew'Y
8) TheEnd Dateis updated accordingly. i1 1538 Chtae Mo oy
i Save i : a0/01/1558 Hari Raya Puaza
9) Click theSavebutton = to confirm 07/04/1992 Hari Fiapa Hai
the leave application. |10/0441998  Good Friday
Note: 16/10/98 is a Friday and 19/10/98 is a public ||-{"/?/19%  Labour Day
holiday | |10/0541938 Wesak Day
- . | |10/0841938  Mational Day - CAF
1341041338 Deepaval P[1910/41938  Deepaval
| 2541241938 Chriztrasz Day

LEAVE SETUP - Leave Administration
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To select the leave dates from the calendar:

STEPS:
Start D ate
1) Click theStart Date 05/05/1992 EI— —— Ellipsis button

Ellipsis button.

Select Leave Day

[ « | October 1998 Movember 1998 December 1998 [ |

Sun Mon Tue Wed Thu Fri S5at  Sun Mon Tue Wed Thu Fri S5at Sun Mon Tue Wed Thu Fri Sat

1 2 3 1 2 3 4 H B 7 1 2 3 4 5

4 &5 B ¥ 8 9 10 g8 9 10 11 12 13 14 B ¥ 8 9 10 11 12

1 12 13 14 @ 15 16 17 18 19 20 21 13 14 15 16 17 18 19

22 23 24 22 23 24 25 26 27 2B 20 21 22 23 24 25 26
28 26 27 28 29 30 AN 29 30 27 28 29 30 AN

= aToday: 10/15/98

2) Click on 16/10/98; hold the mouse button down araydo select the desired number of leave
days. (Example: 16/10 — 21/10)

‘ Leave Code Start Date Day Hour |End Date Appr AMPM Reasnn“

| B CGEEEE | [21101398 [Yes v || ~|Ref |
3) Click theOK button.

NOTE:

TIMES PAY intuitively sifts out non-working days dinolidays, as set out in the weekly settings
(working pattern) and Leave Setup (Leave adminismarespectively. The days counted are
16,19-21 Oct'98 (4 working days).

If leaves are in terms of hours, the user shouldreh5 (4 hours) or 0.25 | Day
(2 hours) in the Day input field. (If a day consisf 8 hours) Iﬁ
|

The user must always click the Save button in ordeio confirm

the leave application. Assuming there is 8 hrs

in a working day:
0.25X 8hrs = 2hrs

To delete a leave application:

STEPS:

Code |5tart Date |End Date |I]a].|r |Huur |Appruued|AMJ’PM|Rﬂasun

1) Click on the » | 1641041998 211041998 4.00 Yes
application that T
is to be deleted.

2) Click theDeletebutton to delete the selection.

Theselect arrow indicates that this
record is selecte
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Postpone a NPL deduction to the next month

1) Select the leave record.
2) Click the Leave breakdown button.

| Leave Code Start Date Day Hour |End Date Appr AMPM Reasun|

[~ 2 | IR B (| B L
Code |Start Date |End Date |Day |H|:|ur |Approued|AM.fPM|Reason

P ANNL 1641041993 211041998 4.00 ez

— Leave Breakdown button

3) Choose the next Pay period from &y Prd combo list.
4) Choose Last Month from theurrent Mth? Combo list.
5) Click theClosebutton

6) Click Yesto save the changes.

ELeave Details Breakdown O] x
Date |Da_l,l |Huur |Appmval| Pay Pldl Cycle |Eunent Mth?|‘|’eal| Munthl i‘
Tztminges 100 om0 M EEEN -JE Current Marth 1999 1

|F‘eriod |Start Date  [micidate  [EnciDate =

199901 01011999 151999 310141999
01/02/1999 [15/0241999 | 28/024999

Last Month
Last Mornith-M
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Human Resource

Claim Record

TheClaim Record function facilitates record keeping of
employees’ medical/dental/hospitalisation claims.

Toenter amedical record:
STEPS:

1) Click theHuman Resourceicon.
2) SelectMedical Record.

Medeal N
7] Name [AMELA| 4

EMP_MAME 5)

SMELLS BENSOM
el 6)
CHARLIE PAMG

Employes #

EMP_NO

Claim Info
Medical Code )

noz
003

Clairn Armount

a P B =Y

Select the desired medical Change the date for
Medical leave taken.

type under th€laim I nfo.

Claim Record

Claim Record

Claim Report
Claim Repart - Landszcape

Choose an employee by code/name.

Click theNew button.

Select aM edical Code.

Key in the relevant details for the employee.

Maximum claim
entitlement per monﬁ‘

Claim Info

Medical Code [DENTAL - Date |26/09/1938
Clairn Aot 5.00 Approved ? W

b ax. Claim 500.00
5.00  Balance 495.00

T Claimn

Total amount Tick this if claim is
claimable approve

Choose a Clinie—

Year to date claim  Remaining Claim
Entitlement

Type in doctor’s
name

Chinic & Doctor Info

Type of Medical
Treatment

Hozp. Clinic: [CLIMIC -
Diagrnoziz [DEMTAL -

Doctar's Mame |

|nzurance Mo

Select Sector—— 5 actor Code |F"u|:u|i|: Sector

M

Code Remark. |

Type in
Insurance No.
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Employer reimbursement Employee reimbursement
In percentage/dollar In percentage/dollar

Co-Payment & Transfeming To Payroll

Co-payment ? W Employer | 75.00 % / Amount 3.75 Employes | 25.00 %/ Amount 1.25
Transfer to payroll ¥ W

Reimbursement ¥ - Alw/Dedu Code |[EI3EN) - Trarsfer period (133303 =[JE =

Co-payment? - Tick this if payment of medical bill is made by hdhe
employer and the employee.

Transfer to payroll? - Transfer medical payment to payroll for computation

Reimbursement? - Tick this if reimbursement by employer is apgl

Allw/Dedu Code - Select the desired type of medical allowance/déatuc

Transfer period - Change the month for the medical claims to besfearto the
payroll.

FembeEreri s O | When tickec  The employe will reimburse claim:

to employees.
When unticked: The employer will deduct the amdtmin the
employee if it is a co-payment.

Medical | Date Diagnosis |Sector Cudt:| Claim Amuunt|Appruvﬂd |Clinic |Alluwance
l DEWTAL  28/03/1333 DENTAL Public: 5 ectar 5.00 “es CLIMNIC DEWT
7) Click the| Zave button

If the user keyed in a new medical record aftecessing the month’s payroll MES
PAY allows transfer of that record/s via a special fiomcin M odify Pay Record.

Medical Claims Transfer To Payroll for Salary Computation.

STEPS: o)
1) GotoModify Pay Record. " * Modify Pay Fe
2) Select the desired employee/ | E Modify Borus
Code Modify Record odify Special Record
.
3) CIICk on theT r ansrer - ] Code | Description |Aounl | T | =l
: P COAC  CHINESE DEW'T &55T. FUNC 050 N
Medical claim icon. P|DENT  DENTAL REIMEURSEMENT 50.00 M
Dental
reimbursement J
CPF Contribution Total Wages -
Empluyer’ﬁ Total Allowance 50.00
Employee| 12200 | Total Deduction 050
4) Click theSave button. sl o0 S I
l’% FwiL 0.00 Gross Wage EED.O0

“ J Hett Wage 537.50

‘/ Save x Cancel ﬁglose

c Recalculate
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H.R. Setup

Medical Code, Diagnosis Code, Hosp./Clinic Code

Changing the M edical Code, Diagnosis Code, Hosp./Clinic Code

STEPS:

HR Setup

1) Click H.R. Setup icon.
2) ChooseHR Code Setup.
3) SelectMedical Code.

Courze Fee Table
HFI Cod

Emploves's Panel Doctar

HR Code Setup Code Maintenance
Search Caode | Sorted by [ CODE

v O 1 E D CAL CODE ﬂ
Code DESCRIFTION Ny
p|oEnTAL  |JOB LEVEL CODE H

enTer  |/OB OCCUPATION CODE

“Hosp LEAVE SCHEME CODE

| Herone M_}
warrueay | DAGANISATION CODE

4) Double click on the empty space below the last n@diode or press the Insert key to add

new entry.

5) Click theClose button and
save changes made.

j-'|_ Claze

HR Code Setup Code Maintenance

Search Code | Sorted by |CODE l
R M DICAL CODE |
Code |I]escriptiun |Alluw Code |
B|DEMTAL DEMTAL CL A
EMTER EMTERTAINMEMT CLAIM

<Fdr-Delete code <Inzert: - Add Code

NOTE: The above applies to Diagnosis Code and Hosp.fGoide
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Medical Claim

You may set different limits to medical claims fhifferent
category of employees.

STEPS:

HR Setup
Course Fee Table 1) Click H.R.Setup icon.

HR Code Setup 2) ChooseMedical Claim Table.

3) SelectMedical Code.

Employee's Panel Doctor

4) Select the scheme code to change.
5) Double click on the empty space Scheme Code  [E[ENEaN -

below the last medical code or press SR Fo—"
- phiom
the “Insert” key(from keyboard) to | <™ “°% w_

add new entry.

M 6) The user may key in the maximum

Claim Prorate by~ [Mone - claim amount for each medical claim.

Cat b & Claim Allocation .
— l 7) Click theClose button to complete

the settings.

| »

Max Claim$| From Service Year | To Service Year

1 0 19

||:> Important Note:
A maximum claim amount must be entered into théesyso that the particular claim may
be recorded in the system.
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H.R. Reports

Claim Record

Claim Recaord

Claim Repart - Landscape

Medical reports can be easily generatedlifl ESPAY.

Claim Report dialog
Sorted By Bt EMPLOYEE CODE .
Printing Range -From To Claim Code STEPS. EPS .
From Claim Cade|DENTAL =] [tReveL =] || D ClicktheH.R. Reportsicon.
Empcode |UD1 j |E|48 j
Department  [ADMIN ~| |surP =] 2) ChooseM edical Report.
Date o
Period 3) Choose the printing range and
printing method.
Report Format [Detais =l
Fiint By |ALL RECORD =]
New Page for each Emplopes ? v
Process | j-'|_ Close
Sort By:

- By Employee Code

- By Employee Name
Printing Range By:

- Medical code

- Employee code

- Department Code

- Date

Report Format |DEtE‘"S ﬂ
Sheg Ll RECORD

Mew Page for |vTD PERIOD
Included termin DATE RANGE

Print Annual and Sick leave only [

Date |EI'|£EI1£1E|EIB 15]

/M998 1

Print By:

- All Record: Print all medical records in range.
- Last Record: Print the last medical records fbemlployees in range.
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- Current Record: Print all current month medicabres in range.
- YTD Period: Print all medical records for all ermyptes in range.
- Date Range: Print all medical records dictatethigydate range.

Mew Page for each Employes ?

4) Click theProcess button.

W —— Tick this option if an employee’s medical record
overflows onto another page.

TIMESPAY generates a preview of the report as shown below:

TIMES SOFTWARE PTE LTD Fage 1
Medical Details Report Diste : 031111308
Medical Code :From DENTAL To MEDICAL USERD : MASTER
Sorted By : BEnployes Code
Query ALl
hedic al Code Date Aoy Dredu Code Trare fer Period Diagnisis Claim Amount
Emp loyee Mo o4 ANELL BENSON
DERMTAL DEMTAL CLARM Plz:¢imum Claim  500.00 10 Claim .00 Balance <25.00
22000002 DENT DENTAL a.00
Sub Total 5.00
Employes Mo : oo ANELLA BENSON
HOSP HOSPITALUSATION PER DAY tiaimum Claim 250,00 1D Claim 4000 Balance 340,00
uyFalety e ] [ =] 199200 E FLU )
[u=Ealetyie =) FLU a0
Sub Total 1000
Employee Mo : wz BENSON LEE
HOSP HOSPITALSATION FER DAY Pz imum Claim 100,00 STC Claim 2500 Balance 7500
049 WD F.Bhd 123501 E FLU 2500
Sub Total 2500
Employae Mo [nuic) CHARLIE PAHG
WEDIC AL WED ICAL CLAIR Plz:¢imum Claim  500.00 ST0 Claim 20,00 Balance 2000
0020 1S WED w|eE0z E FLU jranfulu]
8071933 =] 1923207 E FILL 4000
Sub Tetal &0
Grand Total 460,00

Maximize preview
window

Navigating buttons

R Medical Report

@ Fl =

124 %

4 4 [

Cloze

(2 4!

Printer Setup

Navigating buttons

Page preview

)
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NOTE: Click theCLOSE button to cancel the report.
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Query

The Query function enables user to retrieve rectiraismeets certain
criteria. It provides a means to work specificaltyemployees that
satisfies the user-defined conditions.

EXAMPLE:
To view all Employee records whose birthday fallsmthe month
of January:

Query Selection

Query Generator x|
Mo |Descripﬁ.on |No |Descripiion |Nn |Descr‘i1)ti.on | =
| | 1 EMPLOYEE CODE 2 EMPLOYEE MAME 3 PAY GROUP
| | 4 BATCH MO 5 BASE PAY & IMNCREMENT J
| | 7 TOTALWAGES G CPF halx 9 BOMUS FACTOR
| | 10 P&Y TYPE 11 SEMIMOMTHLY (TFY 12 MID MOMTH AMTE
| | 13 MID MOMTH %5 14 HIDE'WaGE (T 15 PR APPROWAL DATE
| | 16 FUND CLASS 17 CHARMGE CPF (T/F) 18 Pyl TO PR DATE
| | 19 RACE 20 MATHOMALITY 21 FURD 1
L 22 HIRED DATE (DA™ 23 BIRTH DATE 24 FUND 2
| | 25 DAY 'WORK PERAMEEK 26 HOURSWORK PERMEAR 27 SERWICE MONTH
| | 25 DALY RATE FORRMULA 29 MPL RATE FORMULA 30 SERMWICE YEAR
| | 31 KNRIC 32 MRIC EXPIRED DATE 33 AGE =
Query Name : [BIRTHD&Y Description : |
[ |N0 |DESCRIPTION |0P |VALU'E |) |RE[. il
23 BIRTH DATE = MCNTHO) |
=l
Hew ‘ Delete Save LCancel "{: Preview ‘ j'|_ Close ‘
STEPS:
1) Click on theQuery icon
2) SelectQuery Expert to get intoQuery Generator.
3) Click onNew
4) TypeBIRTHDAY at Query Name : No | Description
5) Double-clickNo. 23 2 EMPLOVEE MAME
- , 5 BASE PAY
In thgvalue column type in “MONTH(01) lCPE max
Note: YEAR(1999) and DAY(12) may be used. 19 SEMIMONTHLY (T/F)
6) Click thePreview button. 14 HIDEWAGE (TF)
17 CHAMNGE CPF (T/F)
20 MATIONALITY
— |23 BIRTHDATE
OP - Logical Operator
> Greater tha < Lesser tha
<> Not equal t = Equal tc
Like Select by wild car >= Greater or equal
<= Lesser or equal
Select all employees whose surnan
is “CHUA". The “%"” sign is the { |NO DES CEIPTION OF | VALUE
wild card string. » 2 EMPLOYEE NAME Like CHUA%
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REL — Relational Operator

AND Used to combine different criterion into one.
criterion linked with “AND” operator must be
fulfilled.

OR Select by either criterion within the query. Se

by either this condition or that condition.
Report Generated

TIMES SOFTWARE PTE LTD Fage 1

QueryListing Date : 20401953
USERID: MASTER

Emp Mo Mame [nep artment Category

o0} CHRIS TOPHER LEE ADN JUHI

fullu] LEE HAN 2N ADhdA SEHI

014 Fhilis Al JUM

Total Employes : 3

for the current payro

Select this if you wih tc use Boes IS[=] B3
the created Query L—What bo do with this quey

Select this if you wish to us — & Curent Query remain unchanged.
the Current

Query for the payroll. -
ILEIDSE |

To open up a specific Query to work with

1) Click theQuery Icon.
2) ChooseQuery Selection
3) Select the preferred query.

4)  Click theOK button.|¢/ 0K m@m e

When you need to include multiple-condition critera:
- Use the parenthesis or brackdts)” for each AND group if you use “OR” in the query.
E.g.(Employee Code > 001 AND Employee Code <)QR Base Pay >= 1600

Query Name : [JUERYDT ... Description : |
{ |N0 ‘mzscmpnom |0P |VALU'E |) ‘REL ‘ﬂ
e 1 EMPLOYEE CODE = a1 AND
n 1 EMPLOYEE CODE = oo 1 OR
Ld 5 BASE PAY == 1600

IMPORTANT NOTE:

1) Do notinsert any extra lines in the query. Sedext blank line and press the F4 function key
to delete that blank line.

2) Remove any trailing relational operator in the guecord (E.g. AND/OR) if it is not used.
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Report Writer

> ﬂ Report Writer is a powerful, robust and flexible report generdtaift into
L i TIMES PAY. The Report Writer generates reports ay period:
Report Writer

- Eﬂné}l h'\/l/loml? - SMid 'a?ldD EnddMonth 5 beriod =elect Pay Period
- | ont - pecial Ferio - onus rerio ™ Mid Manth
. L &+ End Maorith
NOTE: If Mid and End Month option is selected, the usaym £ Mid and End Motk
choose to include either Special Period/Bonus Berio ™ Special Period
records. ™ Baonus Period

Select Pay Period

™ nicd Month

i~ gﬁ)emal Feriod Included Special Period I
™ Bonus Period Included Bonus Period I

Reports may be sorted by a user defined key eitbegnding /descending.

User definesa—
sort key here.

Sort report by LB

. DEw

. Maritaz Status

Race

. Mationality

. Department

. Docupation

9. Category

10 Baze YWage

11 . Type

12 Dept+Categary+Mame
13.1st Calumn

1415t and 2nd Columns |

W W R

Merwy Page After Each Group
Included Terminated Employves

If this is ticked, the user may set the preferraggy size

pser Defined paper size & for the report via the printer setup dialog.

Exclude Zero Yalue 7

I e
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To set up the preferred paper size: Pant N TP
Frirter
ST EPS Mame: HP Lazerlet 6L PCL Properties
i A i i E Status: Default printer; Feady
1) Click the printer dialog icon= Type:  HP Laserlet L PCL
to display theprint dialog Where:  LPTT:
2) Click theProperties button. Femment M P ol
Frint range Copies
& 4110001 pages Mumber of copies: [T —]
" Pages  from: o
rpg o R
(]S | Cancel |
HP L Jet 6L PCL LPT1: P ti Tl
3) On thePaper tab, select St = il = 21}
the desired paper size for | Paper | Graphics | Fonts | Device Options |
the user-defined/default
printer type. Paper size;  Letter 31/2% 11 in
(E)fample: HP LaserJet 6I._) j 410
4) Click theOK button to exit B j bl
the Properties dialog. Legal  Executive A4 Ervelope  Ervelo
5) Click theOK button to exit | L]
theprint dialog.
Report By A report may be generated as:
Dretailed report i - Detailed report
Summary report & - Summary report
Grouped By SubTotal W And it may be grouped by sub-total.
Report Wr_lter provides four Gt Destiation
output options as shown on
the right. [W Previews [ Prirter [T Export [ File [ Cliphoard

(FORMAT: filename.prn — The file may be exportedexcel for analysis purposes)

Preview:  Preview report before printing.

Printer: Send the report to the assigned printer.
Export: Export the report as a delimited text file.
File Export the report as a formatted text file.
Clipboard:

Export the report to the Windows clipboard. (Shauarh data with other applications.)
NOTE: This option works in conjunction with tH eview option.
i.e Preview option should also be tickedseg Appendix C)
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To preview a custom report:

STEPS
1) Click theReport Writer icon.

2) Choose th&€ustom Report.

CODE TITLE |TYPE -

A, FAYROLL REPORT T

ACHK ACHK LIST T J
AREPORT FAYROLL REPORT T

AREPORTZ REPORT T

CHELIST CHECK LIST T

Emplist Bk Ac# Term.Date | Hire Date T

LIST EL=MPLOYEE DETAI T -

3) Choose a report from ttieeport
Name Combo box. sizgmiivee ||
Sort report by |1 . Employee Code j

Select Pay Period

o | To set the report font size, | & gk
Character Size - set the character size field L nsﬂ;]c; and End Marth Included Special Period —

Included Bonus Period r

" Bonus Period

Sotted by © |1, Ascending Key  w | Use Query : [ADKIN -
4) Choose the preferred ouput S

deStInatIOFI Second Column sort | ﬂ |

Mewy Page After Each Group r R
Output Destination Included Terminsted Employes [ | Detailed report v
-
I

¥ Previewe [~ Printer [T Export [ File [ Clipboard Exclude Tero Yalue 7 Grouped By SubTatal W
Prirt Megative Yalue as Postive 7 [ Summaty report -
Character Size ,T:|
. save paper size 7 3
5) C“Ck theGO BUttOﬂ Paper zize : defaulticustom

Cwtput Drestinstion
[V Previess [ Printer [~ Export [T File [ Cliphoard

Output Directory [CTIMESOFT =]
Samplereport in preview Window g0 | Mo |
TIMES S0FTWAERE PTE LTI 04/11/19938 1l:15:54 AM PAGE : 1
CUSTOM REPORT : RBEPORT FOPR THE MONTH OF JANUAPY IM FULL DETATLS
BEPORT TITLE : BEPORT BEPORT
QUERT : ALL
EMPLOYEE CODl} EMPLOYEE MAME EBASE PAY PATD WAGE#
0ol AMELIA BEMEOH z000.00 3000.00
0oz EENSOM LEE 14aaa.a0o 1000.00
[nlue) CHARLTIE PANG L50s0._00 EQe0.00
004 CHRISTOPHER LEE 700.00 700.00
0ok ZOE TAY 4350._00 4350.00
oaes JAMES LYE 14aaa.a0o 1000.00
oog JEAM LEE Lzz.00 LEEZ3.00
oog ANN HKOK a70.00 970,00
o1a LEE MAN XIN looo. o0 l000.00
011 LINGD 11 &&0._00 g&0.00
01z LEE HUI LUEE, HANCT LLoo_o0 LE00.00
0l4 L) 1) o I g00._00 800.00
olE PETER &580._00 &520.00
ole QEUE LENG KONG, ROESON zo.0a0 440,00
17 BOSLAM EBIN 0OSMaN 3500._00 3500.00
018 SUSAN AMG-FOREIGH WOREEER 1 750_00 7E0.00
o1s TADEM 1500._00 1500.00
azo TGADAN 4500._00 4500.00
0z1 TADON 1500._00 1500.00
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REPORT GENERATOR

=

TIMES PAY Report Generator provides the user with a quick and efficient
way to tailor-build reports to the specific neeflyaur payroll reporting.

Report Writer

To create a custom report:

STEPS:

1) Click theReport Writer icon.
2) ChooseReport Generator.

Eﬂepurt Generator M=l E3
Career I Education I Family I Inzurance I Joh Hiztory I Leave I Medical I TRAHSACTION FIELD
Project | Skill Training | Accident | Leave Record | Discipline |
Update Appraisal Activity | Achievement | Benefit | Ho |Description | =
Ho |Description IHD II]escriptiun IHD II]escriptiun ﬂ 300 | DAY WORK -
BWPLOYEE CODE 2| BMPLOYEE HAWE 3| PAY GROUP 301 PAID WAGES
4 BATCH NO 5 BASE PAY & INCREMENT 302 DALY RTE
T TOTAL WAGES & CPF bt 9 BONUS FACTOR 303 HRLY RTE
10 PAY TYPE 11| S BllMONTHLY(T/F) 12 | MID MONTH A0 UNT 304 MPLC #
13 MID MONTH % 14| HIDE WaG ET/F) 15| PR APPROWASL DATE 305 | HPLC RTS
16 CRF/LEWY 17| CHANGE CRF/SOFFIL (T4 18| FiL TO PR DATE 306 MPLC §
19| RACE 20| HATIONALITY 21 FUND 1 307 MPLL#
22 RACEDESC 23 NATIONALITY DESC 24 FUND 2 308 NPLL RTS
25 HIRED DATE 26| BIRTH DATE 37 DEPARTWENT 309 NPLL ¥
28 DAYS WORKED PER WEEK 29 HOURS WORKED PER YE4 30 DEPARTMWENT DESC 0 TOT-NPLIC/LYE
31 DALY RATE FORMULA 32 NPL RATE FORMULA 33 RELIGION ;l 311 NPLHC # ﬂ
Report Hame : I:I Title : I Width : III
Field 1 | 2z [ 2 | &« | s e | 7 | & | & | | nn |1z |a
I| Column No® i ] i ] i ] i ] i ] i 0
From # I 1] I 1] I I 1] I 1]
To# 1] 1] 1] 1] 1] 1] 1] 1] 1] I i 0+
[« | _*I_I
Hew | Open | Save | Save As Delete Preview | j-'LQIuse

3)
4) Enter a name and the
report title for the new

report.

Choose the preferred
report type.

5)

Click theNew button to add a new custom report.

ﬁ Cusztom Report

Report Mame : [REP-01

Report Title : |S.~'—‘«LAF|Y REPORT [GROSS/BASIC)

Report type |Tabu|ar

Cancel | ﬁQK |
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The II_St bOX on the rlght Mo| Description |Nu| Description |Nu| Description Ii
containsfields From Update EMPLOYEE CODE 2 EMPLOYEEHAME 3 PAY GROUP -
Employee. 4 BATCHHO 5 BASEDAY 6 TMCREMENT
7 TOTAL WAGES & CPFMAX 9 BONUS FACTOR
10 TYPE 11 SEMUMONTHLY 12 MID MOHTH AMOTNT
13 MID MONTH % 14 HIDEWAGE 15 PRAPPOINT DATE
16 FUND CLASE 17 CHAMGECPF 18 FWLTOPRDATE
19 RACE 20 WATIOWALITY 21 FUMD 1
22 RACEDESC 23 WATIOWALITY DESC 24 FUND2
25 HIRED DATE 26 BIRTHDATE 27 DEFARTMENT
23 DAYWORKPER/WEEK 29 HOURS WORK/VEAR 30 DEPARTMENT DESC
3] DALYRATEFORMULA 33 HPL RATEFORMULA 33 RELICION
34 HRIC 35 WRIC EXPIRED DATE 36 RELIGION DESC
37 IMCOMETAXREF 38 CPFACHO 39 SERWICE MOMTH ~|
No |Description -]
2601 CORMESION Thelist box on theleft containsfields from Modify Pay
361 ENTERTAINERT Record
362 EUEASLAN COMLITHITY FUIE
363 LOAN EEPAVHENT
364 TRAMSPORT ALLOWANCE 6) Double-click the field no. to enter the field intwe first
365 SERVICES YEAR IMCENTIVE column of the report_

366 SPECLAL ALLOWANCE(PRO
367 MEDICAL REIMEURSEMENT
368 D_ALLOWANCE

369 CALL ALLOWANCE

370 FLEMIELE WAGES

371 MATIONAL WAGE COUNCIL
372 RETIREMENTEEMEFITS |

To search for a specific field by field name;
- Click the field name and enter the search

Report Mame :  [REF-01

criterion.
EXAMPLE: AL C e [ <
}| Column No# 1 0
Click theDescription field and enter émp”.
]
Search Characters — . . . .
[orp Double-click the field no. to insert it
into the current column.
HEADING ND |+
_|EMER &DDR2 107
| EMER 4D0R3 108
| EMER CANTACT NO# 110
| EMER CONTACT NOD 13
| EMER POSTAL msJ Field 1
|EMPLPass 43 }| Column No# 1
| EMPL PASS ISSUE DATE 44
EMPL P&55 PERIDD 46
W 7) Insert the desired fields into their
e 2+ respective columns.
Search By
HEADING ]
o OK K Cancel
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For example, the following is a sample custom repor

Report Name :  |REP-01 Title : SALARY REPORT (TOTAL/BASE) Width a1
Field 1 [ 2 [ 3| « [ s | & | 7 g [ s | w0 | 1| 1z [
§| Column No# 1 2 i 3w 5 7 0 0 0 0 0_|
From % ] 0 0 0 0 0 ] ] 0 0 0 0
Tos i 0 0 0 0 0 i i 0 0 0 0 -
4 [
Lookup
To clear a column assignment, ent@r ih the column. Search Characters
If you choose report typ&inancial, then enter for example: !
From# 199801 5 Period 7
To# 199806 | | 159902
| | 199303
| | 193304
1953305
. . REEES -
Tip: Double-click theFrom/To cell to select a 499007
i i | | 199908
pay period from a list. 1200
| | 139310
RE:ED =
OK K Carcel
Below isan example:
Report Mame : Il Title : FINAMNCIAL REFORT Width fili
Field 1 [ 2 | 2 ] &« | s [ & | 7 [ &8 [ 8 | w | 11 ] 12 [a
Column No# 1 2 7 é 0 0 0 0 0 0 0 0
From & 199504 0 a 0 a 0 0 0 0 a 0 a
B Tos 199504 0 a 0 a 0 0 0 0 a 0 0
3
jl'|_ Close

To delete a column — press tHe4 function key.
Toinsert a column — press the3 function key.

The user may click thBreview button to preview the report.

Notes:

If you need to assign a field column as a sort ey, will need to set its field width to zero.

Double-click column one, set the field width toaer

Field T | 2z |

p| Column No# a7 2
From # 0 0
To # i} ]
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Note:

You may choose to sort by first column provided || LS LT

you have already assigned the first column as th{ report name :[1 -
sort key.

Sort report by [13.15t Column

1313t Column

.Employee Code
. Employee Mame
Sex

. Maritas Status
Race

. Mationality

. Department

L Dccupation

0. Categary

10 Basze Wage

11 Type

12 Dept+Category+Mame

14.1st and 2nd Columns hd

Lol « |<_

oo -4 M B Q) k)=

Samplereport

NEWZ2 0&6/11/1998 &6:12:50 PH PAGE : 1
CUSTOM REPORT : RBEPORT FOR THE MONTH OF JANUARY IN FULL DETAILS

BEPORT TITLE : FIMANCIAL REFPORT REPORT

QUERT : ALL

FE/04-98 /04

EMPLOYTEE COD EMPLOYEE MNAME TOTAL WAGES INCREMENT
1234 lz3z4 1100.00 o.oo0
ZE44 Zz44 Z000. 00 o.oo0
SUBTOTAL

210000 o.oo

NUMEEER OF EMPLOYEES IN GROUP = Z

NOTE: :
The Print Preview may be |Yse @uery -~
set to work from a query as CODE | DESCRIPTION =
shown on the right. o0 001 anly —
o0z 002
008 JAMES LYE
e NROBSO

8) Click theSave button to save the
new custom report.

9) Click theClose button to exit
Report Writer.

1BANK 1 BANK ONLY

4PERSOM: PROJECT & STAFF

SPERSOM: 5 PERSONS

ADS  CHECH

SELECT ALL EMPLOYEE

ALL_LIST LIST (ADMM & SALES)

BATCHNO QUERY BY BATCH NUMBER

DEPT 1 DEPT ONLY

OT STAFF OT STAFF

TERM _ CURRENT MONTH TERMINATED STAFF -
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ENHANCEMENT FOR REPORT WRITER (Add two internal sorting column)

Report Name : UPDATE Tide : [NEW UPDATE

Width: | 74

Field 1 | 2 [ 3| a4 | s | s EEEREEEREE R i‘
F| Column Ho# 1 2 295 295 297 ] 1] 1] 1] ] ]
From # 1] 1] 1] ] ] ] ] 1] 1] 1] ] ]
To# 1] 1] 1] ] ] ] ] 0 -
4] | LH
Hew ‘ Open ‘ Save ‘ Save As ‘ Delete ‘ Preview ‘ ﬁ Close

1) Field 1 (No 1) -Employee Code
2) Field 2 (No 2) - Employee Name
3) Field 3 (No 295) — Employee’s EPF
4) Field 4 (No 296) — Employer’'s EPF
5) Field 5 (No 297) — Total EPF

OUTPUT PREVIEW WITHOUT FIRST OR SECOND COLUMN SORT

STEPS:

1) Click theSave and
Preview button.

2) From the Print Report

Parameter, for example

Sort report by Department

and do not

Sort by First Column

Or Second Column

3) Click theGo button to

Preview the output.

E Print Report

Feport Mame ;. |&GE -

Sort report by |1 . Emploves Code

Select Pay Period

€ Wid and End Morth
™ Special Period

™ Bonus Period

Sorted by : |1 . dzcending Key ﬂ Uze Guery  [ADMIMN

=l

Inzluded Special Period [
Included Bonus Period [

First Column sort : |

=l

||

Second Column sort |

Mewe Page After Each Grougp [ e Bl

Included Terminated Employes [~ | Detailed report (s
r Grouped By SubTotal W

Exclude Lero Walle 7 [

Prirtt Megative Walle o= Positive 7 [ | SWMMary repart i

Character Size 10 5

save paper size ¥ v

Paper size ; defautt/custom
Output Destinstion

W Previews [ Printer [ Export [ File

[~ Cliphoard

Cutput Directory |C:'LTII~.-1ESOFT
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TIMES PAY generates a preview of the custom report as shown below:

From the report above, shown that this report sort by 2 group, one is Sales
Group and Another one is Supp Group and auto sort by Employee Name.

CUSTOM REPORT : REPORT FOR THE MOMTH OF APRIL Period : End

BEEPORT TITLE : NEW UPDATE REPORT

QUERT : ALL

EMPLOYTEE COD EMPLOYEE MNAME EE CPFs# ER CPF# CPF TOTAL:

ooso CHREISTY o.oo o.o0 o.oo
oos0 LOW EIT FATI -1Z00.00 Se0.00 Zz1le0.00
oosn MARE LIM -7Z4_00 Lal._0oo 1z05_00
oo7o TERRENCE CHOW —-&E80.00 s24.00 154 .00

-z&04 .00 Z4EE.00 EOZ2.00

NUMEEER OF EMPLOYEES IN SALES GROUPR = 4

GROTR : SUPP

ooso JIMIY LIHM -lzo0.00 144000 Z2640_00
oloo JOE CHIL -1zo0.00 Se0._00 zle0._00
oolo LEON LAT —-Elz._00 170.00 3gz._00

-ZglE.00 EE70.00 Llaz. 0o
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OUTPUT PREVIEW WITH FIRST / SECOND COLUMN SORT

STEPS:
-
1) Click theSave and e — =
Er a/l GN bUttOﬂ . =ort report by |1 . Employees Code j =
Zelect Pay Period
. 0w o
2) Click theSave and = Ervony
H I od hlorith Included S pecial Period —
Er eview bUtton " 5: ggﬁﬁ?lpﬁ::;;d Inzluded Bgnus FPeriod -
. Sorted by 1. Ascending Hey j Use @uery ; [ADRIM j
3) From the Print Report et Cotumn ot | =l
Parameter, for example second cotmn sort - | =1
Sort report by Department News Pags A fter Each Group _||[FsPet 8
. Included Terminated Employves — Detailed report .
and Sort by FII:St COIumn Exclude Zera Walue 7 l’: TN SR S =
Wlth employee S CPF Frint Megstive “alue a=s Positive 7 [ Summary report -
Character Size 10 3
4) Click theGo button to EEREliE e O
PreVIeW the OUtpUt l%mﬁiaziinlitingriMer [ Export [ File [ Cliphoard
Cutput Directory  [COTIMESOFT ﬁ
Go | J=_I|_ LCloze |
TIMESPAY generates a preview of the custom report as shown below:
TIMES SOFTWARE PTE LTD 1170472001 10:40:32 AM PALGE : 1
CUSTOM REPORT : REPORT FOR THE MONTH OF APRIL Period : End
BEPORT TITLE : NETW UPDATE REPORT
QUERT : ALL
EMPLOYEE CODr EMPLOYEE MNAME EE EFF3 EF. EFF§ EFF TO'TALY

ao=o LOW EIT FAT —1z00_00 S&0._00 21&0_00
ans0 MAPE LIHM —=7Z4.00 L2l.00 1lz05.00
ao7o TERREMCE CHOTT —&30_00 S84 _00 1564 _00
aoso CHRIZTY o_oo o_oo o_oo

—za04_00 Z4Z25_00 S0z3_00

aozo JIMMY LIM —1z00_00 l440_00 Z&40_00
aloo0 JOE CHIA —lz00._00 Ss0.00 Zls0._00
aolo LEON LAT —zlz_00 170._00 38Z_00
—zZ&lz._ 00 ZL570.00 Llz=z.00

A

NUMEEER OF EMPLOYEEZ IN 2UPP GROUTP

]
0]

Sort Report Ee EPF
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Payroll Reports

Payroll reports

To generate reports:

Internal Repoarts 4  Pavrol Departrent Report
STEPS: Government Form ¥ Payroll Cost Centre Report
BankfCashfCheq Reparts ¥ %TD Departmental Report
1) Click thePayroll Reportsicon. Management Reports M ¥TD Cost Centre Report
2) Select the type of report you wantto | EmployseDatsReparts ¥ pay-Siip v
print and proceed accordingly. hire o i &=y /2 nmatio S R i<t REpEHE
Advance Reparts ¥ allowance | Deduction >
Leave Reports M pPLShift/OT Rest-day 3
REPORT TYPES Code Table >
1. Internal Reports — Standard payroll reports
- Payroll Department Report Payroll Department Repart
- Payroll Cost Centre Report Payraoll Cost Centre Report
- YTD Departmental Report ¥TD Departmental Report
- YTD Cost Centre Report ¥TD Cost Centre Repart
- Pay-Slip Pary-Slip 3
- Pay History Report Pay History Repart
- Allowance / Deduction dllowance | Deduction 3
- NPL/Shift/OT/Rest-day MPLJShifcfOT R est-day »
- Code Table iZode Table 3
2. Government Form
- EPF: EPF Return form, Diskette Inkernal Reports » EPF »
SubmiSSiOn(Return) Government Farm k Salacte] 3
- SOCSO: SOCSO 8A, Diskette Bank/iCash/Cheq Reparts ¥ Income Tax »
Submission, Form 2(Notice of New Management Reparts ¥ HRD Report
Join) & Form 3(Notice of termination) | Employes Data Reports ¥l ASE Form
- Income Tax: Hire, Confirm & Termination ®|  Tabung Haji Farm
0 Monthly submission form: Advance Reports 3
CP39/Diskette Return Leave Reports 3

o Form 22A(Notice of
termination), Form 22(Notice of New Join), Form RAd( expatriate only: Notice
of Departure from Malaysia)
0 Year-end submission form: Slip Jawapan, EA ForrRpEn & CP159.
- ASB, Amanah Saham Bumiputra
- Tabung Haji Form

3. Bank/Cash/Cheque Reports
0 Bank Listing — Bank report in listing.
0 Bank Diskette Submission — By Diskette submission.
0 Cheque/Cash Listing — Only for Cheque & Cash Igstin
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4. Management Reports:

Internal Reports b Audit Report For management staff to have
Government Form k| Pay History-Yariance Repart necessary information to analyse
BarkjiCash/Cheq Reports  #| Tobal Paid Cub Report staff overhead.
Management Repaorts [§ Staff Movement Report - Straight method - Audit Report
Employee Data Reparts p| Staff Movement Report - Maving fverage _ Pay History-Variance Report
Hire, Canfirm & Termination  »| Salary Reconcilation Repart X
Advance Reports | Project Costing Report - Total Paid Out Report
Leave Reports | Cost Centre Repart - Staff Movement Report —
¥TD Department Repork Straight Method
WTD Cost Centre Repaort - Staff Movement Report —
Access Right Report Moving Average

5. Employee Data Reports

- Main information: Employee
details report (Data entered
in UPDATE EMPLOYEE)

b - Update Allowance &
Deduction: Employee’s
Fixed allowance/deduction
listing.

- Career Progression: E.g.:
Employee new join,
confirmation, salary
increment records

Internal Reports
Government Farm
BankjCash/Cheq Reports
Managerment Reparts

Main Information

Update Allowance 8 Deduction
Career Progression

Lisking

Emploves Data Reports

Hire, Confirm & Termination
Advance Reports

* v+ vRA T ¥F ¥ W

Leave Reparts

Hire Confirm Listing

- Auto Prompting Report

- Hire Confirm Listing: User may select a periodstarch for those employees who are
being hired or confirmed during the period seddct

Advance Reports:
- Quick Search by Dates Report:

Searching employee by Hire Date, Internal Reports | ik Search by Dates Repart
DOB, (_atc ) Government Form ¥ Graphical Analysis
- Graphical analysis Bank/CashjChen Reports  #| Mail Merge
- Mail Merge (Please refer to page 125) Management Reports o Label Wizard
- Label Wizard (Please refer to page 126) Emplayes Data Reparts M
Hire, Canfirm & Termination M

Leaves Reports Leave Reparts
- Leave Entitlement

- Leave Balance

- Leave Taken

- Leave Attendance

- Leave Costing
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MAIL MERGE

The mail merge function provides a convenient veagenerate letters or reports, which includes
data from all/selected employees.

E.g. Confirmation letters

The Custom report’'s name

Report Writer & Mail Merge O] x]
Report Mame : EMPLDYEE'
Custarn Report Lse duery - J4LL -
Merge File |D:'\C0nfirm E
Select Pay Period
STEPS " Midd Morth
. % End Morth
1) Go toReport Writer to " Mid and End Morth r
. " Special Period r
create a custom report if you " Bonus Period
have not done so. The mail -
. Editar Frirt | Prewview | H Cloze
merge setup will refer to the

fields specified in this report.
2) Click the <Payroll Reports><Advance Report><Mail ige>

3) Select the desired custom report from the RepoméNeombo box.
4) Select the desired Query.

5) Select Pay Period, click on your desired pay period
6) Click theEditor button to prepare the document.

& Edit Rich Text _ O] x|
File Edit “iew Insertt Fommat
NOTE: e TIMIEEES ;OI-_I'\I;ARE PTE LTD =
<FIELD4> -, COlumn one 20 Kallang &wve, Level 2, Singapore 339411
<FIELD5> - Column two Tel: 2951998 Fax 295-0948

<FIELD6> - Column three || FEL®
<FIELD7> - Column four || <FELDE>

<FIELD?> <FIELDE>
Example: BEF.: LETTER OF CONFIRMATION
<Field4> correspond to Dear <FIELDS>,
column One(FlRST Congratulation |
COLUMN) of the custom

This is to inform you that you hawve been confirmed as a <FIELD10> with effective fram
report_ <FIELDTT>.
Your salary will be S$<FIELDT2> as at specified in our agreed contract signed by yau.

Flease keep outthe good job!
Thank you.

Fegards,

kdr. Lawrence
Fersonnel Manager |
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7) Save the document in the desired location. (E.gddfirm.rtf)
NOTE: the document is saved in Rich Text

Provide the required document in the merge fileiirigld.
8) Click thePreview button to preview the report before printing.

R Prnt Preview

=i 93 % 4 41 Y Cloze

TIMES SOFTWARE PTE LTD

20 Fallang Awve, Level 2, Singapore 339411
Tel 295-1998Faw: 295-0998

AMELIA BEMSON

BLE 234 ANG MO KIO ST 10
#03-238

SINGA PORE 560234

REF.: LETTER OF CONFIRMATION

Dear < FIELDS: |
Conagratulation |

Thiz iz to inform you that vou have been confirmed as a < FIELD1 0> with effective fram < FIELD11> .
Your zalary will be 5%« FIELD1 2> as at specified in our agreed contract zigned by pou.

Pleaze keep out the good job!
Thank you.

Regards,

M1 Lawrence
Personnel M anager

Maotes: Thiz iz the computer generated letter, no signature iz required.

9) Click the Print button to print the merged

documents. Print button——g =

LABEL — Printing labels using Custom Reports

STEPS

1) Choose <Payroll Reports><Label>

2) Choose the custom report.

3) Choose the query you will use for the label prigtin

-10]x|

Report Mame © EMPLOVEE] =

4) Select your desired pay period. g -
5) Click thePreview button. Combio [1
6) Click theprint button to print the labels. Sslc Fay P
Iicd Morith
Note: | Printbutton !
’ " Special Period -

<Column No> defines how you want the labels to be | ¢ sonus Period
aligned on a page.

Print ‘ Preview ‘ J=-|_ Lloze
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STANDARD REPORTS

Payroll Department Report

SEIGCt: From Period
<Payroll Reports> “gelle
<Internal Reports>
< Payroll Department Report>
Emplovyes
Department

-Pay Advise

GPrint Dialog for Departmental Report

| S ACE

Select Pay Cycle

™ Migd Month

&+ End Month

" Special Period

" Bonus Period |cpyged Special [

e
)

™ Full Maonth
O Micd &nd Enc
Prirt By

* Detailz:

Included Borus [

 Summary

™ Summary(+Category’

pooi] x| Joos =

acct | |aLes |
Print hlezzages Footer 7 [w
Mewy Page for Company Total 7 v
Mewy Page After each Group 7 ~
Include AllowsnceDeduction List 7 W
2 line= Details Format 7 =
Process | E xit

<Payroll Reports><Internal Reports><Pay-Slip><Palyise>

Output Type:

- Dot-matrix Epson 15cpi

- Dot-matrix Epson 12cpi

- Dot-matrix IBM 12cpi

- Graphical

(Please refer to Payslip printing guide
below for the setting)

User may select to include information
as below :

- Print Annual/Sick Leave?
(To show current month annual/sick leay
balance & taken)

- Print Approval/Received by ?
(Signature line)

- Print YTD Details ?
- Print Bank & A/C No?
- Remove Payslip Lines?

(Not to print payslip line, this is only for thosdno print in

Presealed Envelop paper)

Drat-bd atris -IEM 12cpi
(Graphical |

Payslip Parameter %]
Parameter | Free Field
: Select Pay Period
v Frint &nnual Leave ?  Mid Manth Special [~
v Frint Sick Leave 7
= Borus [
[V PFrint Approval by, received by line 7 Enditonty
¥ Frint*YTD Details ? " Special Period
¥ Frint Bank and &/C Mo 7 " Bonus Period
I Print OT-Rates ? i
[T Remove Payslip Lines ? " Mid & End Month
oo
[ Exclude Fuwl Detais ? I (i lepres
[~ Print Category Code 7 To Emploves 004
[V Frint [Bazic] ? Output Type Drob-td atrix -Epson 12cpi
™ Print Medisave Contribution 7 —|
} . Frirter HF Laserlet 6L PCL on ® ‘:|
Sart Papszlip By ; Payszlip Mzg from: 1
% Employee Mo FPapslip Gap 2
" Mame &+ Employes i ’“—;|
€ Depth Faper Size 4" Format
" Cost Centre
™ Supervizor
" Categary " Global Setup
" Dept+Cate+EmpMo
Frint | Freview |
Dat-t atris -Epzon 12cpi -
Dot-t atrix -Epson 15cpi
Diot-pdatris -Epzon 12cp EE—
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PAYSLIP PRINTING GUIDE

Payslif Pape

Setting ;
A4/Computer Form/Letter Times Sé)fnt\\;veall(r)(; Preseal

-Dot-matrix Epson 12 cpi :

(Small font size, DOS

printing format)

OR

-Dot-matrix Epson 15 cpi Graphical
(Big font size, DOS printing

format)

OR

-Graphical (Windows

printing format)

Parer Sizt -For Graphical only Presealed Envel
A4 or Computer form
(Letter size)

Output Type

Payslip

Format B Format B

Format

Payslip Ga 1 NIL

Printel Any printer. LaserJet ¢ Dot-matrix printer only (an
Dot-matrix printer type)

Remarl -For DOS printing formatthe printing speed is faster th

Windows printing format.
-For Presealed Envelop paper, line will not betpdras the
Presealed paper already had line printed.

IMPORTANT NOTE:
If you need to print to a network dot-matrix printand your printer is shared using Novell print
server, use graphical output instead.

Click thePreview button to preview the pay-slip before printing
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A Sample payslip — 5.5” pay-slip (Graphical — A4/Cmputer
Form paper)

TIMES SOFTWARE - DEMO VERSION DEFT #EALES DEPARTMEMNT EFF #11111112 EMND-APR 2003
MAME © JAMES LYE EMP #007 SocsoF 1233411
VT Mo #870526-04-2222 Tax #8G00000100
DESCRIFTION HOUR DAY  RATE EARMINGS DEDUCTIONS
BASIC WAGE  (3500.00) 3,500.00 |EMPLOYEE EFF 385.00
EMFPLOYEE S0CED 975
INCOME TAX 51.00
TOTAL EARNINGS 3,500.00 TOTAL DEDUCTIONS 44575
=-CURRENT-» =Y. T.0-= NETT PAY 3,054.25
ErEPF 420.00 1630.00 BAMK:TA02 ACE1 2121211111
Er Socso 2415 136.60 2-CIURREMNT-= =BALAMCE=
Gross \Wage 3500.00 14000.00 ARL. LESWE 1.00 5.00
Ee EPF 38500 1540.00 SICK LEAVE 0.0o 14.00
Ee Socso 4748 3900 HAPPY HOLIDAY!
IncoiTax 51.00 204.00
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- Pay History Report

Process Payroll

Interal Rep 3 PFayroll Department Report
External Reports 3 Payrall Cost Centre Repaort
lanagement Fieports 3 ¥ TD Departmental Fepart
Advance Management Repaortz # 1D Cost Centre Feport
Cluick Employes List 3
Leaves Feports 3
Graphical Analysis LCareer Progression
Gross Fate Pay Report Emploves Data Reports 3
M5F Repaort Allowance  Deduction 3
Hire Confirm Listing NPL/Shiftt/0OT /Fest-day  »
Buick Search by Dates Report Code Table 3
Auto Prampting Fepart Bank Ligting
Mail Merge CPE Max Repart
Label
TIMES SOFTWARE - DEMO VERSION Fage 1 af 1
PAY HISTORY BY EMPLOYEE FROM PERIOD 200301 To 200305 Date © ZEMA2003
Query D ALL plus (Emp 007 To Emp 007 ) Userid : MASTER
Employee's code : 007 [ JAMES LYE ) Hired Date : 01,/05/2000
SALES [ SALES DEPARTMEMT ) Occupation : EXEC
Tax Jan Feb tlar Apr ey YTD TOTAL
Total Basic Salary 3,500.00 3,500.00 3,500.00 3,500.00 3,500.00 17 ,500.00
INCOME TAX 0 -51.00 -51.00 -51.00 -51.00 -51.00 -255.00
Gross Wages 3500.00 5,500.00 3500.00 3,500.00 5,500.00 17 500.00
EFF Wages 3500.00 3,500.00 3500.00 3,500.00 3,500.00 17 500,00
Employvee EPF -385.00 -385.00 -385.00 -385.00 -385.00 -1,925.00
Employee SOCS0 -9.75 -9.75 -9.75 -9.75 -9.75 -45.75
Met Pay 305425 3,054.25 305425 305425 3,054.25 15271 25
Employer SOCS0 3415 3415 3415 3415 3415 17075
Employver EPF 420.00 420.00 420.00 420.00 420.00 2,100.00
Tatal EPF g05.00 &05.00 g05.00 &05.00 &05.00 4 025.00
HRD 35.00 35.00 35.00 35.00 35.00 175.00
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- Government Form

EPF

To print the EPF return report, sele

<Payroll Reports>
<Government Form>
<EPF>

EPF-RETURN

-EPF Return form (Borang A)
-EPF Return — DISK

(By Diskette submission)

££ Diskette Format

Drive |&:\EPFORMS,

Include Woluntary [

Particular

Process ‘

Internal Reports

Government Farm

Bankf/Cash/Cheq Reports

Management Reports

Emploves Data Reports

Hire, Confirm & Termination

Advance Reports

Leave Reporks

M EFF 3

[l  S0C50 3

¥ Income Tax EPF RETUIRM

r HRD Report EPF RETURM - DISK

¥ ASE Faorm EPF Bank Diskette Submission
*|  Tabung Haji Form

»

»

[ Personal Details

Particulars I Fomwarding Addrass} Aocount No]

Mame ‘MOHAMED BN OShAR

Designation MANAGER

IC Mo 412345666
Cheguei

Report Yiewer

|| Preview Size |3 - Frint ‘ Setup |

EPF Diskette return submission step:

1)
2)

3)

4)
5)

Insert a diskette into your floppy disk
Click “Particular” button to enter
authorize personnel particulars &
Cheque Number.
Fowarding address (KWSP address)
If there is any voluntary fund, please
tick “Include Voluntary ?” option to
include the voluntary amount.
Click “OK” follow by “Process” button.
A report in text format will appear
(content in diskette), for viewing only.

ﬁ LCloze

LYE

OEPF MTHLY FORM AMOHAMED EBIN O5MAN Tel: 27100090

0042000385007

10123456730503
211111112 570526042222 TAMES
211551163 5098909 ZALH

I0000022662275000020004608000

SISTEM PENGHANTARAN DATA PITADISKET

JADUAL CARUMAN BULAN MAY 2003

KUMPULAN WANG SIMPANAN PEKERJA

{ Peraturar-Feraturan Dan kaedah-Kaedah KWSP 1991 gaedah 1101)))
{ BORANG BAYARAN CARUMAN BULANAN - DISKET (BECD) )

BORANG (BBCD)

No. Rujukan Majikan

Bulan Caruman Amaun Caruman

12345678

0503 RM 8,832 (00

Jumlah caruman untuk bulan di stas [ untuk potongan gajl bulan Apr 2003)
hendsklah dibayar kepada KWWSP/ Ejen Kutipan KWSP tidak levst daripada 15hb setiap bulan

OJwiang Tunsi - [ Cekd Kirimarivangd vang Pos/ Draf Bank * MO ...

6) Click “Close button”, EPF return form will appedinen click “Close” button again, a form
called “BBCD-Borang Bayaran Caruman Bulanan” wipaar, print out this form.

7) Submit BBCD & the diskette to KWSP.
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SOCSO

- <Government ForexkSOCSO Return>

- SOCSO Form 8A Inkernal Reports

- DiSkette Return Government Form
Bank/Cash/Cheq Reports
Managemenkt Reparts
Employes Data Reports
Hire, Canfirm & Termination
Advance Reports
Leaves Reports

O RETURM FORM 54
IMCOME TaAx RETURMN SOCS0 FORM 2
HR.L Report SOC50 FORM 3
#5E Farm DISKETTE RETURM
TABUMG HAJI Form

* v v v v vRA T

SOCSO Diskette Return step:

Insert a diskette into your floppy disk

Select Government Form, SOCSO RETURN, DISKETTE RRNJ

Click “Particular” to enter the authorize personimébrmation (same as EPF particular)
Click “OK” follow by “Process” button.

A report in text format will appear (content in kiigte), for viewing only.

£% Diskette Format x|

Drive |ﬁ:\BF€GSﬁ«.th

arwbdE

Particular

Report Viewer

Preview Size (9 j Print | Setup | ﬁgluse |

X12354569870526042222X1233411X0403TAMES LYE 4390
12354569 5098909217550 0403ZALEHE BINTE AZIZAN 4390

6. Click “Close” button, Form 8A & ampiran A (Last page) will appear, print out the form
& submit together with the diskette to PERKESO.

PERTUBUHAN KESELAMATAN SOSIAL LAMPIRAN A

BORAMG BATARAN CARUMAN BULANANTUNG GARKAN CARUMANKEKLRANGAN
CARUMAN MENGGUNAKAN PITADISKET UNTUK APRIL HIMGGA

TARIKH BUTIR CARUMAN DIHANTAR @ 26/04/2003
(MELALUI SYSTEM PENGHANTARAN PITADISKET)

BILAMGAMN PEKERJA: 2
(TIDAK FERLU DIISTJIKA LAMPIRAN B DISERTAKAN)

CEKKIRIMARN WANGAMANG POSIDRAF BANK AMALIN
MO: DISERTAKAM ar.an

KOD MAJIKAN o H123545694
MAMA MAJAN © TIMES SOFTWARE - DEMO VERSION
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Income Tax Return

<Government Form><Income Tax Return>
- CP39
- Income Tax Return - Disk

EFF
SOCS0 RETURN

CP 39 FORM
INCOME TAR RETURMN - DISK

Internal Reports
Governrent Formm

Bank)CashCheq Reports INCOME TAY RETURM P ZZh FORM
Management Reports HRD Repart CP 22 FORM
Employes Data Reports CP 21 FORM
Hire, Confitm & Termination | H=5 Fam SLIP JAWAPAN
Advance Reparts TABUMG HAII Forrm EA FORM
Leaves Repotts P| E FORM
PCE EMPLOYER RETURM (CP159)

Income Tax Return Diskette Submission step:

Insert a diskette into your floppy disk

Select Government Form, Income Tax Return, IncoaeReturn-Disk

Click “Particular” to enter the authorize personimébrmation (same as EPF particular)
Click “OK” follow by “Process” button.

A report in text format will appear (content in ttliskette), for viewing only.

E

Drive |A:\123458?BD4_2IJI33.T><T

arwnE

Particular Process | j-'|_ Lloze
]

FPreview Size IQ Vl Prirt | Setup | jI'L Cloze |

HOOO0O00000000125345673200304000038670000002000000000000000
DO0000O001000TANES LYE 870526042222
DONSE65S6T4090ZALEHA BINTE AZIZAN L095909 6812170154589

6. Click “Close” button, CP39 form will appear. Primit the form & submit together with
diskette to LHDN.

Kepada
s CUKAI PENDAPATAN MALAYSIA .
KETUA EKSEKUTIFMETUA PEMNGARAH UHTUK
| EMBAGA HASIL DALAM MEGERI PENYATA POTONGAN CUKAI OLEH MAJIKAN Mo Kelompok -
Cavvangan Pungutan, [SEKSYEM 107 AKTA CUKAI PEMDAPATARM 1967 MAEDAH .
125 JaLAN MEMARA RaJU CUKAI PENDAPATARN (POTONGAN DARIPADAL SARAAN), 1994) Mo. Restt
_ Tandatangan
iﬁilial_"ui:”fu’?’“‘ HASL CUKA POTOHGAHN BAGI BULAH  APR TAHUH 2003 Ju,uwang,gpenanda .
MALAY SIS BTEEI6
BUTIR-BUTIR k&l AN BUTIR-BUTIR PEME
No. Majikan E12345678 Jumish Potangan PCB
; . R 3,867.00
MWama SyarikatPerniagan TIMES SOFTWARE - DEMO YERSION Bilangan Pekerja P
Alamat Majikan 20 KALLANG AVENUE
! Butir-hutir Amaun
LEWVEL 2 Pt 2Bty Pummi s | Blermiar
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Bank/Cash/Cheq Reports

- Bank Listing

- Cash Listing

- Cheque Listing

- Bank Diskette Export
- Bank Details Report

- Bank Diskette Export

Example:

To generate diskette export for Standard ChartBestk

1) Insert a diskette into your
floppy disk.

2) Select Standard Chartered
Bank from the list.

3) Key in your Company ID(given
by Standard Chartered Bank)

4) Select bank code for Standard
Chartered Bank in “Bank Code
Selection”.

5) Click “Process” button.

Inkernal Reports L Bark Listing
Government Farri H Cash Listing
ank)Cash)Cheq Reports K L
Bank/Cash/Cheg Reports Cheque Listing
Management Reporks H i
Biank. Diskette Export
Employee Data Reparts H )
Hire, Confirm & Termination ¥ Bank Details Repott
Advance Reparts 3
Leaves Reporks 4
S-[Perind:200304 - End ] x|
IA:\MASTEH.TXT elect Pay Petiod————————————————
i Special Period
WATEANF OHLINE ;I 1~ Mid Month Bpec:|a Per:lod F
PACIFIC BAME BERHAD (+ End Warth onus Ferio
FUBLIC BAMNK BERHAD _I " Mid and End Marith @

RHE BANK BERHARD
STANDARD CHARTERED BAMK
LUMITED MALAYAN BAMKING CORPORATION LI

Effective Date |2BJD43’2DDB VI
Company D I

= Special Period
" Bonus Petiod

Bank Code Selectio
ISCBB A l

o
Frocess | l LCloze |
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Summary

Payroll processing — How does it work?

An employee’s master record
entered in “Update Employee” tal
page. Before processing/initialisin
the payroll, all relevant fields in . .

“Update” tab page - “Updatd Update Employee Leawve Application

Employee” should be filled out.

Q O w»w

Link to
modify pay
/\ record: YES
After processing the payroll
individual pay records are createfl. Step 1.1
Variable/manual entries can Hbe
added into these pay records; such Proce=s Payroll
as overtime hours, allowances ¢r
deduction. Transfer medical

claims to pay
records. YES

Claim Record

All pay records of the specified pa
period will be created for individua| Claim Recard ‘

<

Modify Record

employee under “Process Payrolll'. Claim Repart

The pay records are created baded Claim Fepart - Landscaps
on variable factors such as date |of
hire, EPF class, recurring
allowances and deductions that gre
entered in “Update Employee” tap

page

1. Exit Program

2. Diagnostic

3. Backup
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(Database) Backup & Restore

<Field4> correspond to column one(FIRST COLUMN) of the custom report.
To backup a databaseto drive A:

Database Maintenance I

L

BACKUP

STEPS:

1) From TIMESPAY main Window, [ Backup with Index files? Feuser |
2) Click the Diagnostic button. Backup Bestore |

Diagnostic:

Dplimize: || I Dlose |

3) Click the Backup button.

Note:
Y ou need not backup the database with index files because the restore
function

A user may choose
from the location
dialog box button

Payroll Backup Utilities [SAM]
Filename |CATIMESOFTATPENTCS ZIP

| ERaBRCHP [ START | | close |

where the database Msg:

should be backup. . o

4) To backup the database to L ocation Dialog Box button
diskette/s, select A: from the Click to select the backup destination
drivelist box. location

5) Click the START button to Clear Disk Checkbox (Appliesonly todiskette drives)
proceed with the backup When set, the backup function will delete dl filesin the
process. diskette (External Storage Device) before proceeding to do the

backup operation.

Payroll Backup Utilities [SAM]

Filename |E:\TimeSoft\Tp5\Tcs.zip E Clear Disk 7R || START J='|_ LClose |
Adding "CATIMESOFTATPEACOMPANY S SAMME mployee ME". ﬂ
NERENNERNENERENNNRNENNNNNNNNNDEN K

P Flease inzert disk #2 of the set.

The database may need to be backup into a few diskettes.
The backup process will prompt the user to insert anew
diskette if required. (See diagram on the right)

Cancel |

6) Insert anew disketteinto drive A: and click the OK =

button. \il) Add operation completed.

7) Repeat step 6 until the operation is done.

8) Click the OK button to get back to Database
M aintenance Window, and click the Close button
to get back to the TIMES PAY main Window.
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RESTORE
When restoring a database, a user may choose to do the following:

a) Restore abackup database into an existing database (same database name), in effect
overwriting the existing database.
b) Restore abackup database into a newly created database with the same name.

Torestoreadatabasefrom drive A: - CASE (b)
STEPS:

1) From TIMESPAY main Window, create a new database with the same name as the one from
which to restore.

2) Click the Diagnoztic: button.

Confirm
3) Click the Restore button.

4) Select fromthedrivelist box drive A:

5) Click the Start button and click Yesto
proceed with the restore process.

P Do you wigh to restore database @
\‘I) It will cvenarite all data file |

Confirm

6) Insert the last diskette of the backup database
into drive A: and click the OK button.

*The restore process will then prompt the user to
Cancel | insert the first diskette into drive A:.

\q:) Fleaze inzert the lazt dizk of the zet.

7) Insert the first diskette and click the OK BT
button.

\q:) Fleaze inzert dizk #1 aof the et
L]

Payroll Restore Utilities [SAM]

Filename [C4TimeS oft T phT os. 2ip |

Estracting "C:ATIMESOFTATPEACOMPANYASAM Y TOPHTX DE'" e G

ENEENEEEEENNENEENENNENNNNNNNNENNNNNENEE of

Cancel |

Confing 8) Insert the next diskette into drive A: and click the

OK button.
9) Repeat step 8 until the operation is done.

10) Click the Close button to get back to the
Cancel | TIMES PAY main Window.

\ql) Fleaze inzert disk #2 of the zet.

“:> IMPORTANT NOTE:
All payroll data stored in Times Pay software are accumulative. When backup, it will not
only backup current month payroll/hr data but inclusive of all the past data too.
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Exporting A Standard Report To Excel

If the user wanted to export any of the standapdntg(e.g. Payroll Department Report in the
Internal Reports, Pay History Report or any otlegorts) to excel these the are following steps:-

Payroll Department Feport
Payroll Cost Centre Report
Mew Format Payroll Repart
¥TD Departmental Report
Y¥TD Cosk Centre Report

Internal Reports
Govetnnment Farmm
Bank/Cash/Cheq Reports
Management Reports

Employes Data Reports
Hire, Confirm & Termination

Pay-slip

Alloveance | Deduction
MPLIShiFEIOT/Rest-day
Code Table

Advance Reporks
Leaves Reports

v v v w w w v i

*r ¥ ¥ v

Income Tax Fun Report
Allowance Deduction Lisking

STEPS:
1) Select the Payroll Reports and Internal
Reports option.

2) Choose the standard report you want to
export. E.g. Pay History Report.

GPlint Dialog for Employee History Report =] E3
3) Select the correct pay cycle and the rest of the 5
. From Period |200'1 o1 j To |ZDD1 05 j
options for the report. Seieel Boy Gl
Cycle " Mid Marth
) £ End Morth
4) Click on the Process button to generate the Pay L feaccialieod
. ™ Bonus Period r
History Report. & Ful Manth -
™ Mid &nd Encd
Print By
P
& HEER [Fx ) > oM _ Clese | v Employes
" By Departrment
" By Cost Centre
TIMES SOFTWARE PTE LTD Page 1118 ™ By Whole Company
PAY HISTORY BY EMPLOYEE FROM PERIDD 200001 To 200012 bate : SamER01
Query AL plus(Emp 001 To Emp IRE ) Userld - MASTER — ,ﬁ j |PRO j
Ermployes's cods © 003 (ANITA) Hired Date : 011zr3ES
Department : ADWIN { ADMINISTRATION DEPARTMENT ) Becupation : BXEC Epartment | J | J
cerTac s e e sor vy s sup ToTAL
TaOoD 120000 1Z000n 120000 120000 130000 7aooe  pat Certre | J | J
120000 {20080 120000 12000 120006 120000 720080
o i faeme 120000 1megs 120 1000 720000
Crployas PP 2w amon  aa0n o0 ae0on  aa000  tesom
e Pay s seoeo  snon  esoo  oson  seaso  &780on
Employer FF T2 60 TE0 o0 T2 60 TG0 T 00 TG0 T on Mew: page for second half 7 l_
T Co ®mo00  seome  seoon  seo  ssaon o0 zasaon
CPF Ordinary wages \mooe  1a00m0 1000 1m00 1m0t 100 7aoom
creTac o n sep ox o becvTO TOTAL
ot waie s THvoe  Tamome  Tamoon  Tamgo  Tanos 00 1440000
BonHUS - a2 oo o0 oo w0 1 zoon 0o 120000 Sorted by Employes Name 7 rd
Gross Wages 200 120000 120000 1000 A0 12000 1880000
CPF Wager |00 120000 12000 13000 24000 12000 1840000
Employes PR o

Process | Exit ‘

5) Click the printer icon on the top left of

the report. = B 14 4 [T

117



TIMESPAY 8.0

APPENDIX B

6) When the user click on printer icon, the “Print”

screen will appear.
7) Put atick on the ‘Print to File’ option and
select ‘Excel File’ for the type of file and
where to store the file.

8)
saved.

Once user click on the button to be saved, user
will be able to see the Save As window where
they can type in the File name of the file.

(e.g. PayHistory.xIs)

Print

Prirter

Hame: |58 HP Lasewet 6L PEL ~| _ Properties
Type: HP Laserlet 6L PCL
Where: LPT1
Page Range: Copies
& Al Number of copies: 1 =
" Cunent Page
[ 1 I Callate
[¥ —Frint to File :
Tupe: |.~’-'«ru:hive File ﬂ inanae E
Archive File « H
Wwhere: [ Text File 1
Report Emulation Test File
Lotus File
- (1] H C |
Quattra Fils Lok ] comea |

The user can choose to save the report name aegordi
to the name they want by selecting the button teettie file name to be

—"

Save As [ 2]
Save in: | 7 My Documents j Q |‘=_°f<
| My Pictures ssj testCPF
| redang
J Finokuniya
J Lw
J zend
J Supp2k02_Staff_rating
File name: |F'a_l,lHistory
Save az type: |Exce| files ﬂ Cancel

9) Go to Excel and open the file. From here you maken@danges to the report.
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Exporting A Custom Report To Excel

STEPS:

Report Writer

1) Click theReport Writer icon.
2) Choose th&€ustom Report.

Report Generator

3) Choose a report from thReport
Name Combo box.

Report Mame ; | SEE

-]
CODE [TiTLE [TvPE
an8 PAYROLL REFORT T
ACHK ACHK LIST T N
SREPORT  PAYROLL REPORT T
AREFORTZ REPORT T

REPORT
CHHLIST  CHECK LIST T
Emplist Bk Ac# Term.Date | Hire Date T
L=t ELSMPLOYEE DETAI T -

4) Choose the preferred output
destination — sele@review & Clipboard

Cutput Destination

W Preview [~ Printer [ Export [T File [V £

5) Click theGo button to preview the report as well as to exgoetreport to the system’s

clipboard.

You may now paste the custom report to a
application that supports tiRaste function.

Example: MS Excel 97, MS Word 97,etc.

Select Pay Period

™ Mid and End Morth

: 2 Included Special Period r
¥ el i) Included Bonus Period r
" Bonus Period
Sorted by : |1, &scending Key = | Use GQuery : [ADMIN -
First Column sart : | ﬂ |
Second Columnn sort : | ﬂ |
Meswy Page After Each Group r PSR =1
Included Terminated Emplayes [~ | Detailed report o
™ Grouped By SubTotal v
Exclude Zero Yalus 7 r
Frirt Megative Walue as Positive 7 [ Summary report £
Character Size (L=
Save paper size 7 4
Paper size : defaulticustom
Output Destination
W Prewiewe [~ Printer [ Export [T File [ Clipbosrd
Output Directory [CTIMESCFT =
Go ‘ j-_|_ LCloze ‘

E Print Report =1
Report Mame : ’_‘
‘]¥ort report by |1 . Employes Code j
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Samplereport in Preview Window.

TIMES Z0FTWARE PTE LTD 047117519593 11:15:E54 aM PAGE : 1
CITSTOM BREPORT : REFORT FOR THE MOMTH OF JANUAERY IN FULL DETATLS
EEPORT TITLE : REFORT REFORT

QUERY : ALL

EMPLOYEE COD EMPLOTEE NANE BASE PAT PAIDL WAGES
ool AMELIA BENEON 200000 200000
ooz BENZ0ON LEE 100000 1oo0. 00
ooz CHARLIE PANG Eoe0._ o0 Lo&s0_ oo
004 CHRISTOPHEE LEE o000 Too. o0
ans ZOE TAYT 435000 4350_00
ane JAMES LYE 100000 1o00. 00
uluk] JEAN LEE EZ3._00 EEz._ 00
ana ALNN EOE S70._00 97000
o1o LEE NAN HIN 100000 1o00. 00
0ll LINGO 11 E50.00 Ge0.00
b Bc) LEE HUI LUEE, MNANCY SLoo. o0 L0000
0ls oDDT 14 s00.00 S00. 00
ols PETER 558000 S550.00
Ole QEUE LENG EONG, ROESON z0. o0 440,00
ub Ry LOSLAN BIN OSMAN 2E00.00 2E00.00
o1z EUSAN ANG-FOREIGH WORKEER 1 JE0_00 TE0_00
o1a TADEM 1L00.00 1&00_00
azo TCAT AN 460000 4500_00
0zl WADON 150000 1500_00

6) Start MS Excel from th&tart Menu.
7) SelectNew... from the File Menu.

8) Select cell Al. ey, Cir |+
9) SelectPaste from the Edit Menu. ari, (B Oper... CH 40

Close

X Microsoft Excel - Book2

%] File Edit Yiew Insert Format Tools Dats
0O = *
Arial J PepeatMew  Cirl+y u =

See the next pagefor a sample.

Cirl+x
Cirl+c

i+

Paste Special...
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You will notice that for row 9, the data in A9 iantinuous string: “002 BENSON LEE 1300.00

1400.00”
A B C 5] E F G H
1 | TIMES SOFTWARE PTE LTD 28/07/1959 5:49:12 P PAGE 1
2
3 |CUSTOM REFPORT : REPORT FOR THE MORNTH OF JULY Period : End
4 |REFORT TITLE : PAYROLL REFORT
5 |QUERY S JUMIOR
3
7 |JEMPLOYEE COD EMPLOYEE MNAME BASE PAY  PAID WAGES
o | —
SEMSON LEE 1300.00  1400.00
1100.00 290.00
970.00 970.00
BE0.00 700.00
530.00 530.00
[JEUK LENG KONG, ROBSON 20.00 440.00
FLSAN ANG-FOREIGH WORKER 1 750.00 7a0.00
| 1500.00  1800.00
1480.00  1450.00
UNMOM - DAIRY RATED STAFF 25.00 550.00
VEERA - HOURLY RATED WORKER 4000 7040.00
ID-MONTH PAY WORKER NAME 1000.00 550.00
2425.00  17050.00

You will have to bring the data into their respeetcolumns.
To do this, you will have to use MS Excel Text-Tokinns

| Data Window Help

function. 2] sort...
Eilter 3
STEPS. -
Foarm...
1) Select from the first column heading to the row rehidae Subtatals. ..
subtotal appears. See the above diagram. validation
2) Choosd-ixed width for the data type of which you are -
importing into Excel. Table...
3) Click theNext Button. T 1 CETTE .,
Convert Text to Columns Wizard - Step 1 of 3 HE
The Text Wizard has determined that your data is Fixed Width,
If this is correct, choose Mext, or choose the Data Tvpe that best describes vour data,
Cwiginal data tvpe
Choose the file type that best describes wour data:
ChooseFixed i D_ehmlted - C.haracters .such a.s COMIMas u:ur.tabs sepatate each field, .
width % iFived width! - Fields are aligned in colurmns with spaces between each fisld,

Preview of selected data:

|7 [EMPLOYEE COD EMPLOYEE HAME BASE PAY ﬂ
18 |
|19 ooz EENZOH LEE 1300,
Liojooa JEAN LEE 1100,
111 j0049 ANN KOK 970 .
120011 LIHGD 17 121 j
‘| | il
Cancel | | Mext = | Finish |
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Convert Text to Columns Wizard - Step 2 of 3
4) Set or remove column B 2l
breaks This screen lets wou set field widths (column breaks),
Lines with arrows signify a column break,
To CREATE a break line, click at the desired position.
. To DELETE a break line, double click on the line,
5) CI|Ck the NeXt Button. To MOYE a break line, click and drag it.
Daka preview
: . 2 & B VL g
EMPLOYEE COD EMPLOYEE NAME BASE PAY i‘
ooz EENSON LEE 1300.00
(] HEAN LEE 1100.00
(] BHH EKOE 970.00
011 IHGO 11 Ge0, 00 j
. | 2
Cancel | < Back, | Finish |
Convert Text to Columns Wizard - Step 3 of 3 EE

This screen leks you select each column and set
the Data Format,

‘meneral converts numeric values to numbers, date
walues to dates, and all remaining values to kext.

[rata presview

Column data Format

the relevant data type for
each column field.

™ General
= g

™ Date:

MDY -
" Do not impart column (Skip) Note:
Destination: |47 =]| If the data in a field consists of
leading zeros, it should be Text data
Gensral 3 type. If it is a date field, then it
BheE Tt ﬂ should be a Date data type. If it is
Laon. oo none of the above, it should be set to
tta oo |-| | general data type.
| i
Cancel | < Back | | Einish |

10) Click theFinish button to complete the import process.

As shown on the right, the
data are tabulated accordingl

A B C D E F G H

1 |TIMES SOFTWARE PTE LTD 28/407/1999 5:49:12 PM PAGE : 1
2
3 |CUSTOM REFORT : REFORT FOR THE MONTH OF JULY Period : End
4 |REFORT TITLE : PAYROLL REPORT
5 |QUERY CJUNIOR
B
7 |EMPLOYHEMPLOYEBASE PA’ PAID WAGES
f | —
9 1300 1400
1100 990
970 970
G600 700
aa80 a0
20 440
750 750
1500 1600
1480 1480
25 5450
40 7040
1000 550
9425 17050
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Prorate Salary
Scenario #1 Pay Group [57T0  Cycle Run Paid SemiMarth  Period [02/M Type - |2-5M
i 700 Basic Pay 233.33 ECKChY Ho
Basic Pay : $800 NPL DayC | 33.33] 000 000 = Allowances / Deductio
Mid Workdays : 13 NPLHI-C |  4.20] 0.00 000 = TCode  [Description
End Workdays : 11 Absent-C | 3077 0.0 0o0—= (M|
m Total Mo Pay leave 0.00
Semi-month payment 0T1.0C 4.20 0.00 -
percentage: 50% 0T1.5C 6.29 0.oo 0.oo
0TZ.0C 8.39 oo oo
. _ 0T3.0C 1259 oo oo x|
Hired Date: 08/02/1999 BT Totol Overtime 0.00 CPF Contribution Total W3
WHEN AN EMPLOYEE ISNEWLY HIRED
MID - MONTH (Basic Pay) Prorate Formula
Frorate for Hire or Terminate Emplopes 7 v
7%x2 50 Farmula [ orking D ap/Mths -
——daysx——x$800=$23333 | =
24 10C Method |Daily Rate * Day'wiorked | =]
The above formulae computes the estimated prorated Prorate formulae
amount for the mid-month payroll. When the above is chosen, prorated salary
will be based on the (Daily Ra¥ the
When Daily Rate * Days Worked formulaeis used. number of days worked.)

11 +7 =18 days
18x $33.33 (daily rate) =$599.94

END - MONTH (Basic Pay)

ﬂdaysx =0, $800=$23333
24 10C

$599.94 — $233.33(mid-month Basic pay) = $366.61

Pay Group STD Cycle Run I Paid |SemiMonth Period 02/E Type : 2-5H  CPHR

D ays Worked 11.00 Basic Pay 36661 KEENN Hourly
|NPL Dap-C | 33.33| 0.00 0.00 = Allowances / Deductions
INPLHIC | 4.20] 0.00 000 == [Code  |Description [An]
|AbsentC | 30.77] 0.00 0.00 = [P|SIND&  SIND& FUND

TS Total Ho Pay leave 0.00

oT1.0C 420 0.00 &

aT1.5C 6.29 0.00 n.on

OT2.0C 8.39 0.0o 0.0o

0OT3.0C 1259 0.0o 0.0o ﬂ
m Total Overtime .00/ CPF Contribution Total Wages
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When Dayswor ked/T otal working
days* Base Salary formulaeis used.

END - MONTH (Basic Pay)

11 +7=18days

;—j daysx $800=$600

$600 - $233.33 = $366.67

Prorate Formula
Prorate for Hire or Terminate Employes 7 v

Formula |Wl:nrking Day/tdths ﬂ
b ethod |Da_'.'a’Day Faormula * Base Salary ﬂ
|

Prorateformulae

When the above is chosen, prorated salary
will be based on the following:

(Days worked /Total working daysX)

Base Salary

Pay Group STD Cycle RBun M

DETERVLTIEG| | 11.00 Basic Pay 3EE.EY

Penod 02/E Type : 250

33.33

Paid |Sermi Manth

0.00 :|' Allowances £ Dedu

INPL Dap-C |  33.33] 0.00

|NPL HC | 4.20] 0.00 000 = Code | Description
bsent-C |  30.77| 0.00 0.00=|[M|SINDA  SIND& FUND

ﬁ Total Ho Pay leave 0.00

Scenario #2

Pay Record l Leawe Record ]
Pay Group STD Cycle Bun i

Days Worked .00 Basic Pay 33326

Paid |Semi Month

3333 j Allowances f Deductions

Termination D ate : 25/02/1333
Penod 02/ Type : |2-5M  CPF/Lewy CLASST

3.3 4.20

INPLDay-C | 33.33 1.00

|NPL Hi-C | 4-2[" 0.00 0.00 :II Code |Descripliun |Amuunt |T |i‘
|Absent-C | 30.77] 1.00 3077 3|[M[5MDA SINDAFUND 00N
[Tl Total No Pay leave 15564 TR&N TRAMSPORT ALLOWAMNCE 6667 [T
Basic Pay : $800

Mid Workdays : 13

End Workdays : 11

Semi-month payment percentage: 50%

Hired Date: 01/01/1995
Termination Date: 25/02/1999
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WHEN AN EMPLOYEE RESIGNS

When Daily Rate* Days Worked formulaeis used.

MID- MONTH (Basic Pay)

13x2

days=1.0= Rounded off to the
Nearest whole number

Prorate Formula
Frarate for Hire or Terminate Emploves 7 v

1.0x50%x BasicPay=$400 Farmula |Wu:urking Day/Mths ﬂ
b ethiod |D-Eli|_'r' Rate * Day'wWorked | - |
) Prorate formulae |
END- MONTH (Basic Pay) When the above is chosen, prorated salary
will be based on the (Daily Rate the
7 +9 =16 days number of days worked.)

16 x $33.33 (daily rate) = $533.28

$533.28 - $233.33 (mid-month Basic pay) = $299.95

Pay Record | Leave Record ] Hired Date : 02/02/1933  Temnination Date ; 2540241339
Payp Group E0DAY! Cypcle Run M Paid Semikonth Penod DZ2/E Tppe : 1-5E  CPFfLewyp CLASST

Days Worked] JCTTI O BT [Daily Rate |IEEEENN Houy Fato [l IS

When Days wor ked/T otal working
days* Base Salary formulaeis used.

END- MONTH (Basic Pay) Prorate Formula

Prorate for Hire or Terminate Emplopes 7 W
7+9=16 da.yS Formula |'W'|:|rking Daybdths ﬂ
16 ’ hd
ﬂdaysx $800= $53333 ki ethod |Da_'.-'.-"Da_'.-' Fu:urmulaI Baze Salary J

Prorateformula

$533.33 - $233.33 = $300 When the above is chosen, prorated salary
will be based on the following:
(Days worked /Total working day%)

Base Salal
Pay Record | Leave Record ] Hired D ate - 037027335 Termination Date : 257027335
Pay Group E.00457! Cycle Bun |t Paid Semibonth  Period 02/E Type : 1-5E  CPF/Lewy CLASST

300 Basic Pay 300,00 33 421
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Prorate Allowances

Cormpary F'eriIe] Mizc Parameter  Prorate Allowance l

Farrmula

Prarate Formula |'W'orking Dap/Mths ﬂ

[MPLASBSEMT Dray Formula ] - Uze Fiked Amount from update Employes Record ¢ [

[GRF Formula)] - Use Fized &mount from update Emploves Record 7 r
Code | Drezcription | NF'L| Absentl Aninal | Sic:k| -
* =] TRANSPORT alLLOWANCE B B N B

Assuming the above setting is used for the follgnémample.

Scenario
Allow/Dedu
Code Description Amount |5t Mth|Year| Timez| M/E
P TR2N TRANSPORT ALLOWANCE 20000 Mid
Transport Allowance : $200
Mid Workdays : 13
End Workdays : 11
Hired Date: 08/02/1999

Termination Date: 25/02/1999

MID- MONTH (Transport allowance)

Theformula used isWorking Days per month.

1—73days>< $200=$10769

Pay Record l Leave Record ] Hired Date : 023/02/41593  Termination Date : 25/02/1939
Pay Group E£.0024%! Cycle Run E Paid Semibdonth Period 02/t Type : 1-5E CPF/Lewy|CLASS1

AT | 700 Basic Pay =R [Daily Rate | [EEEER Hourly Rate [ IEED
[MPLDap-C | 3333 0.00 00— Allowances 7 Deductions

INPLHC | 421 0.00 000==[TCode |Description [Amount [T =«
TRAM TRAMSPORT ALLOWARCE 107.63 m

[w

Hired Date : 03/02/1333  Termination D ate : 25402/1333
END- MONTH (Transport allowance) )
tonth Period 0Z2/E Type : 1-5E  CPF/Lewy CLASST

3333 4.21

(7+9) _
" g Uays«$200=$13333

Code | Description |Amuunt |T - |
| |COAL CHIMESE DEW'T ASST. FUMC 050 H
B TRAN TRAMSPORT ALLOWAMCE 13333 ﬂ
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INITIALISING YOUR PAYROLL FOR THE NEXT YEAR

Y ou will need the following beforeinitialising your payroll for the next coming year.

&

Fiie

Run the Maintain.ex "o program to setup the data structure for the yadrgeogram.

STEPS:

1) Make sure you have finished your December payratb&énpletely updated your leave records,
and backup your database.

2) Send back your program CD- Times Pay/HR 8.0 to Sideftware office for update.

3) Update the latest program into your PC/server.a@taefer to page 5 for the CD installation
step)

4) After completing step 3 above, on your computerate thel P8M folder.

5) Double-click theM T8M T N.exe program.

6) Tick theUpdate New fields.

7) Click theOK button to proceed.

This will update all your company databases withrkw fields & tax table on your system.

AF TP8 MTN VER 1.00 03/01/2002 M=l E3

|Ipdate Mew fields
dpdate POSE Account to 7171 7

Rearrange Cuztom Feport

|Ipdate Report 'riter Files
|lpdate Employes T ermination Status 7

<]

Tick to select All compary

Idpdate M5 Date

|dpdate Employes's Cost Centre
|lpdate M50 Subject to Addwfages 7

11110

COMPAHY _CODE| COMPANHY_HAME SELECTED i‘
TIMESOFT TIMES SOFTWARE - TEST DATABASE 2001 n

v

=

PLEASE BACKUP THE DATABASE BEFORE PERFORMING THIS OPERATION
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Run the Payroll Program to Initialise for New Year

1) Run your Times Pay 8.0 Program and log into youngany database

2) At the login entry, enter your Master password s@léct the period (must be
December month of the particular year). E.g.: Titalize new year from year 1999 to
2000, your login Period must be 200212, E.

x

—Liog in Entry

D ;IM.-'i'-.STEH
Pazzword :I
Feriod : IHEEHZ'IIjl JIIIE j

Cancel \/ Login x Logout

INITIALIZE NEW YEAR
Steps:

Click onUtility Icon and seledmitialize New Year.
3) Select the option below and click OK to proceechwit
the desired settings.

‘fear To Date Update
Global Change
g The year to be
initialize.

[l initakizo HESERRN Round:  Leaves carry forward will be
D atabass Yaar 200 corrected to the nearest whole
number
Taround Carry Forward Annual Leawve |H0und ﬂ
Not Carry forward actual amount of
Camy Forward Leave Methods |A” [Balance Leave] 'ii Round: leaves.
o 0K . Close

Leave Carry Forward Method:

« All (Balance Leave) : Carry forward all balaneaves

e Oneyear (without B/F) : No Balanced leaves carried forward

¢ Maximum days C/F (Manual) : Carry forward a specified number of balance éediser type entry

« Maximum days C/F (Allocation) : Carry forward the number of balance leave spettiiin leave
allocation table.

* None
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1) Click theOK button to proceed.

You will need to do the following:

a) Set the leave entitlement methods for the new ydzg. Year 2000, as shown
below.
4) Set the public holidays for the next year.

Annual Code Start date  |01/01/2000 i) End date

Method Holiday Tahle
Frorate Entitlement |Sewice tonth ﬂ Holiday | Description |_‘
| 01407./2000 Mew Year Day
Current Leaves |F|ound ﬂ | 08/01./2000 Hari Raya Puaza
- | 05/02/2000 Chinese Mew vear Day
LeaveCutOffDay | 1500% | 06/02/2000  Chinese Mew'vear Day
) 07/02/2000 Chineze Mew ear Day CAF
Ertitl b Category - |
remEn B P|16/03/2000  Hari Raya Hai
Saturday az Full day [ves - | 21/04/2000 Good Friday Day ]

| 014052000 Labour Day

| 18/05/2000 Wezak Day

| 09/08/2000 Mational Day

| 26/10/2000 Deepaval Day
| 2541242000 Chiriztrnaz Day
| 2741242000 Hari Faya Puaza

Save j_l|_ Close

2) Click SAVE to start the process. The program will begin taahze the working
patterns, calendar and other necessary parametdtrefnew year.

3) Click OK once the initialization process is completed.

4) Click CLOSE to go back to Main Screen.

= R
Database Year Payroll ¥ersion 5.02 B3|

To round Carmy Fanward Annual L COMPLETED PROCESS |

—

Carm Forward Leave Methods

' 0K 1. Close
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LEAVE CARRIED FORWARD

You may now change the payroll period to, for exkniperiod: 200001.

Before examining the leave record for year 2000 onsider the leave balance from the previous
year (1999).

For example, an employee in his sixth year of sertias the following leave record:

For the above example, the CARR Full Enttl Cur Enttl B/ Wid Enttl v'id Taken Balance
FORWARD LEAVE METHOD | 1800 | 1800 | 000 | 1800 | 400 |14.00
used wadvlaximum days C/F
Allocation.
Entitlement Allocation
Category Code |SENI ﬂ
Service vear  Service ear Entitlerment Brought Fonward
Therefore, the leave entitlement From | To|  Day| Max B/F[+]
record for year 2000 will showB/F 0.00 1.00 14.00 14.00
amount ofl4. n 1.00 200 15.00 15.00
n 200 2.00 16.00 16.00
n 200 4.00 17.00 17.00
n 4.00 93.00 12.00 18.00
Database Year 2000 (Settings used for this example)
To round Carry Fonsard Annual Leave |NDt Found j
Carry Forward Leave Methods |I'v1a:-:imum Day CAF [Allocation] ﬂ
W 0K ] Close

Hired Date [M1/11/1934 [ 5 years 3 months ] Teminated Date Categary |SENI Department| A0MIN

|Eude Descrption Full E ntitlement BfF Current Enttle Taken Balance|

[8NHU =] |ANNUAL LEAYE 18.00 | 18.00 | 14.00 150 1850 000 1550
]

14 days carried forward
from 199¢
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Processing Bonus

To gener ate bonus records:

STEPS.
- 1) Click theProcess Payrall icon.
Process Payroll 2) SelectBonus Record.
Eay Recard 3) Select the desired settings.
Bonus Record 4)  Click theProcess button.

Special Record
Leave Transfer
Claim Tranzfer
Leave Encazhment
Eestival Advance

IMPORTANT NOTE:
If you are processing bonus

declared in 1999 that are paid in
2000, you should use the code:

BONUSP.

Bonus Run for Period 200201
Bonus Code : BOMLU -
Biarius Method |By Calendar =]
Cut Off Bonus (hithPeriod) 1 |2002
Bonus Factor li
default Bonus Factor From Update Employes 0
it ‘0" bonus factor entersd.
S P b |New Base Salary ﬂ
Bonuzs Amount
Inciuide MPYP paid on [Na =l
Viich Period to pay Bonus |separately |
Borius Calculation By |Service Month =]
CPF rate |Cunent “r'ear CPF ﬂ
Service Month Cut Off Day 15 =
‘0" Mo Cut off Day apgly, -
‘31" must works for full complete month
Contribute Community Funds 7
Eucludes unconfirmed staff ? v
Clear Record Process ‘ j-'|_ Close

Bonus Code: Choose a defined code from the code table.
Bonus Method: By Calendar/pay period

Cut Off Bonus (Mth/Period): Denotes the cut-off month/period for bonus compotatBonus
amount will be prorated based on the number of hwoftom the date of hire to the month/year

indicated atCut Off Bonus.

Bonusfactor: define the multiplying factor for bonus computatidfrits set to zero, the value
specified in the employees’ records are used idstea

Bonus Payment By:

¢ New Base Salary
+ Base Salary

131



TIMES PAY 8.0

APPENDIX E

« New Base Salary (Last year)

* Fixed amount

* New Base Salary + (NWC)

¢ Base Salary + (NWC)

e Base Salary + (NWC) Last Year
* New Base Salary + (Svs pt)

e Base Salary + (Svs pt)

e Base Salary + (Svs pt) Last Year

Include NPVP paid on: Yes/No (NPVP — Non Pensionable Variable Payment)

Which Period to pay Bonus:

« End-month period
e Mid-month period
e Separately

Bonus Calculation By:

e Service months
e Calendar days

*  Working days  Tick to
exclude the
leaves from
bonus

computation
NOTE:

Bonus Calculation By

CPF rate

Leave Ewxcluzion

T Ewclude MPL
[ Ewclude Sick Lv
- Exclude Annl Ly

W orking Dags j

Service Month
Calendar Days

If you need want to remove all bonus records, di@Clear Record button to clear all processed

bonus records from the payroll.

Below is a sample display of bonus pay process output:

YEAR END PROCESSING

Bonws Run for 1/1999 To 1219939 Page Mo 1

Pay Bonus Based on Mewy Baze Salaty Date - 01 04 2000
Bonus Paymert Method By Calendar IJSERID | MASTER
Bonus Code BOMUSP

Bonuz Factar 0

Query : ALL

Employee Mo, Employee Mame Type Basze'Wage Factor Hire Date Service MthiDays Bonus
om LECH L& = 100000 1 0MM1M995 50.00 100000
ooz JACKY 5 3500.00 1 01111994 E2.00 3500.00
ons AMITA, = 120000 1 MM1M1995 50.00 120000
004 JANE = g000.00 1 0111995 50.00 g000.00
ans CHRISTY = 200000 1 01061999 7.00 1166 67

Total Processed . 3

Tatal 1486667
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