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Process Payroll 
 

Pay Record  – In each pay period, before you can modify a payroll record, you will need to  
process/ initialise the payroll first. There are three different ways to process  
payroll as follows: 
 

To process the pay record for a new period/Month: 
 
STEPS: 
1)      Click the Process Payroll icon  
2) Select Pay Record 
3) The 3 option is grey in color 
4) Click the Process button  

 
 
 
 
 
 
 
 
 
 
 
 

 
To Re-process the pay record : 
 

STEPS: 
 
1)   Click the Process Payroll icon  
2) Select Pay Record 
3) Choose Option 1, 2 or 3  
4) Click the Process button  

 

The Process Options: 
1. Reprocess earlier Selected Staff  without clearing variable entries (Reprocess payroll) 
2. Reprocess earlier Selected Staff with clearing variable entries (Redo payroll) 
3. Do not reprocess earlier Selected Staff (Process the payroll of staff who has not yet been 

processed – E.g. Newly hired staff) 
 
What are variable entries? 
The user may set them up when modifying the pay records.  
E.g. OT , shift allowance, NPL entries, Ad-Hoc allowances/deductions. 
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Process Bonus 
 

Bonus Record  – TIMES PAY provides an efficient way to process the Calendar year/service  
period bonus for a company’s payroll. 

 

To process bonus records: 
STEPS: 

1) Click the Process Payroll icon. 

2) Select Bonus Record. 

3) At Bonus Parameter tab 

4) Select the desired settings. 

5) Click the Process button. 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Bonus Code: Choose a defined code from the code table.  

Bonus Method: By Calendar/pay period/Calander(periodical) 

Cut Off Bonus (Mth/Period): Denotes the cut-off month/period for bonus computation. 

Bonus factor: define the multiplying factor for bonus computation. If set to zero, the Bonus 
Factors specified in the Update Employees’ records are used instead. 

Bonus Payment By:   

• New Base Salary 

• Base Salary 

• New Base Salary (Last year) 

• Fixed amount 

 

 

Which Period to pay Bonus: 

• End-month period 

• Mid-month period 

• Separately (Most recommended method) 
 

Bonus Calculation By: 

• Service  Month cut-off day  
– if set to 15; that implies any staff that 

joined a company after the 15th of that 
month will not earn a bonus service 
month for that month. 
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• Service months 

• Calendar days 

• Working days 
 

 

 

 

NOTE: 

Trial Run: Button to preview the bonus projection report 
Clear Record: button to clear all processed bonus records from the payroll.  
 
When the start of a company’s service year is other than January, the user may compute bonus 
payments using Bonus Method: By Pay Period. 
 
Below is a sample display of bonus pay process output: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tick to 
exclude the 
leaves from 
bonus 
computation 
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Group: Allows user to define Bonus factor or amount by employee category 
 
Steps: 
1. Press “Insert” button to insert a new record 
2. Define the bonus factor or amount  
3. On top of the bonus, you may use the “Variable Bonus 1”, “Variable Bonus 2” to define 

variable bonus which you would like to pay together with bonus 
 
 
 
 
 
 
 
 
 
 
 

 
 
Update Bonus Factor: Allows user to update Bonus factor for all staff at single screen 
Steps; 
1. Click “Generate Record” to generate employee name list 
2. Enter Bonus Factor( Use to update back to <Update employee><employee record>) 
3. Use the option at Individual tab to update this bonus factor to <Update 

employee><employee 
record> 
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Individual: Allows user to enter the Bonus factor or Fix amount for all at single screen before 
process bonus 

 

  
 

 

 
 
 
 
 
 
 
 
 

 
 
Special Record 
 

Special Record – Includes incentive allowances, awards  
                             (“hong baos”, long service awards, etc.) 
 

To process special records: 
STEPS:  
1)  Click the Process Payroll icon. 

2)  Select Special Record.  

3)  Select the desired settings. 

4)  Click the Process button. 

  
 

Code: Choose a defined code from the code table. 

Payment Method:   

• By base Salary Percentage 

• By Total Wage Percentage 

• By Fixed Amount 
 
Pay Period: 

• Mid Month: payment will be included in the 
mid-month payroll cycle. 

• End Month: payment will be included in the 
end-month payroll cycle. 

• Separately: If this is selected, the payment 
will be reflected in Modify Special Record’s 
Window.  
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Leave Transfer – TIMES PAY’s flexible payroll process allows a user to add/modify leave   
records even after processing a payroll. To update the changes, 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 been  
processed. However, a leave record for an employee  
was omitted in the process. Below is the NPL record that  
wasn’t processed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To transfer that leave record:  
1. Reprocess the pay records 

without clearing variable 

entries 

OR 

2. Transfer the leaves 

 

To transfer leaves to process 

payroll records: 

 

STEPS: 
 
1) Click the Process Payroll icon. 

2) Select Leave Transfer.  

3) Click the Process button. 
 

Do you wish to prorate allowance? 
Tick this, assuming you set NPL for any fixed allowance 
that was defined as prorated allowance after having done the 
payroll, if you wish to recalculate the prorated allowance. 

 

 

 

 

 

 

 

 

 

RESULTS 

 

Updated leave reflected accordingly 
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Medical Claim Transfer – Similar to Leave Transfer, medical claims can also be transferred.  
 
Assuming that the month’s payroll has just been processed. However, a medical claim record 
for an employee was omitted in the process. This function allows user transfer all medical to 
modify pay record. 
 
 
To transfer that medical record: 
1. Reprocess the pay records without clearing variable entries 

OR 

2. Transfer Medical Claims  

 

To transfer medical claims to processed payroll records: 

 

STEPS: 
 
1) Click the  

      Process Payroll icon.  

2) Select Medical Claims Transfer.  

3) Click the Process button. 
4) As you can see from the example 

below which the $25.00 amount 
reimburse by employer is being 
transfer to Modify pay record 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Claim Record 

Modify Pay Record 



TIMES PAY 8.0 Indo                                                                                     TIMES SOFTWARE PTE LTD 

 

                                                                                                                                                 106 

 

Leave Encashment – This option allows user to pay employees  
                                     their leave balance. 
 

STEPS: 
 
1) Select ‘Leave Encashment’ option from Process Payroll 
 
2) Another screen with ‘Leave Encashment for period…’ appear. 
 Under the parameter, user can key in the number of days annual 
 leave that need to be paid e.g. in this case 3 days. Then, user is 
 required to select the annual leave code to be used and  
      encashment method. 
 
Annual Leave Code:       select Annual leave Encashment code 
 
Encashment method by:  
Current Year BF – only encashment for the brought forward leave. 
Last Year BF with last year basic – encashment only the brought forward with last year’s  
                                                           salary if there is any recent increment. 
Current Year Balance – encashment for the current year leave balance. 
  
Include Service Point Paid on: Applicable for certain service industries like Hotel  
 
Payment Mode:               Encashment or Deduction 
 
Encashment method:      By day or by Percentage 
 
No of days/percentage encashment: specify the day or percentage to be process 
 
 
3) click on the ‘Process’ button and user 

will see the number of staff that has 
been processed. 

 
When user selected ‘Close’ button after 
the process, the following report will 
appear showing the balance of annual 
leave that need to be paid as well as the 
amount. 
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4) Select Modify Pay Record if further amendment is required. 
 
 
 
 
 
 
 
 
 
 
 
 
Festival Advance  
Allow employer to pay the special payment for all the staff during festival season in advance or 
enable automatic deduction to be made for the advance payment in the following month. 

 
 
 
 
 
 
 
 
 

 
Steps: 
1) Select ‘Festival Advance’ from 

Process payroll. 
 
2) From the parameter, user will  
       need to select the Advance  
       Allowance Code e.g. in this case  
      ‘FA’ for Hari Raya. 
 
3) User are required to select the 

Advance Deduction Code so that 
this will be reflected in 
employee’s allowance/ deduction 
table for the following month 
deduction. 

 
4) As for the type of festival advance, user need to set the type of advance payment that need 

to be made. 
 
Note: In order for the system to detect the type of payment, user need to set in ‘Update 
Employee’ under ‘Employment the ‘Festival advance’ field. 
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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 
percentage or fixed amount in the following 
field. E.g. if user is paying by percentage and user define as 50%, the system will give 
according to half of their salary if user selected the Advance Calculation By based on 
‘Base Salary’ 

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

‘Grosswage’. 
 

 
 
7) User can later define what is re-payment 

frequency for e.g. whether it is 1 month, 2 
month, 3 month or 4 month repayment. If user 
has selected 3 months repayment, user will be 
able to see the report shown deduction is split 
into three separate month as shown below. 

 
8) 8)   <Update Employee>< Allowance/Deduction> Shown deduction is split into three 

separate month as shown below. 

 
9) User can select whether this payment will be made separately or together with employees 

mid month or end month. 

 
 
 
 
 


