TIMES PAY 8.0 Indo TIMES SOFTWARE PTE LTD

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: - % T

To process the pay record for a new period/Month:

STEPS:
1) Click the Process Payroll icon F d
2) Select Pay Record Bonus Record
3) The 3 option is grey in color Special Record
4)  Click the Process button Lo TrrEtes
Claim Tranzfer
Leave Encashment
Festival Advance
Frocess Yoluntary CPF
rPeriud Initialize for Period 200508 Er
Process Pay Transaction
-
C
(o]
Clear record | x Cancel v’ Erocess
To Re-process the pay record : ' Period Initialize for Period 200508 5
Process Pay Transaction
STEPS:
" Reprocess earlier Selected Staff without clearing vaniable entries
1) Cth the PI‘OCG)SS Payroll iCOIl " Reprocess earlier Selected Stalf with clearing variable entries
2) SeleCt Pay Record & Do not reprocess earlier Selected Staff
3) Choose Option 1, 2 or 3
4) Click the Process button
) Clear record | x Cancel \/ Process |

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.

Fay Record
E= Bonus Run for Period 200508 Q@@

S pECial HECD[d Bonus Parameter ]Group I Individual ] Update Bonus Factor }

Process Payroll

Leave Tranzfer BT G Bonu -] FepatOrderhy [cOMP ANY+DERARTMENT+HAME B
Clairn Transfer Bionuis Methad By Calendar =
Cut Off Bonus (MthPeriod) ’_ﬁ 2005
Leave Encashment Dot Do .
. default B F: Fi Upd. Empls
Festival Advance T e

Bonus Paymert by |New Bese Slary j

Bonus Amount
Include MPVP of Service Poirt paid on MOT APPLICABLE - = Union Setting
Which Period to pay Bonus separately h Separate Union Table For Bonus Processing ra

Procesz Woluntary CPF

B Calculstion B Calendar Days -

s BN 2 Union Coele : I—L|
CPF rate Currert Vear CPF w
Cortribute Community Furds 7 Rouncing Formula | |

“ariable Bonus Code Setting

“Wariable Borus 1 o] Warisble Bonus 2

Leave Exclusion Erclude Bonus Condition

[ Exclude NPL Exclude unconfimed staff 2 i~

™ Exclude Sick Leave . ,—_‘
Exclude Empl Hired aft =

[~ Exclude Annusl leave I Exclude Emploes Hired after

[~ Exclude Absert lsave [~ Exclude Employee Resigned After -

Clear Record

Trial Run | Process <Fa:Delete code <Insert> - Add Code j-'L_IDSe

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:

e New Base Sal e Service Month cut-off day

N stvz S:lszfr aany — if set to 15; that implies any staff that

e New Base }éalar (Last year) joined a company after the 15" of that
. y y month will not earn a bonus service

¢ Fixed amount

month for that month.

Which Period to pay Bonus:

¢ End-month period
e Mid-month period
o Separately (Most recommended method)

Bonus Calculation By:
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e Service months
e (Calendar days
* Working days

NOTE:

Tick to
exclude the
leaves from
bonus
computation

—Wariable Bonus Code Setting

Yariable Bonus 1 I l

—Leave Exclusion
[~ Exclude MPL
[~ Exclude Sick Ly
[T Exclude &nnl Ly
[T Exclude Abszert Ly

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:

TIMES SOFTWARE

Bonus Run for M998 To 121895 Page Mo 1

Pay Bonus Bazed on Baze Wage Date - 27HOM 095
Bonus Payment Method By Calendar |JSERID : MASTER
Bonus Cade BOMU :

Bonus Factar ]

Guery : TEST

Employee Mo, Employves Mame Type BazeWage Factor  Hire Date Service bthiDays Bonus
ao1 AMELIA, BEMSON = 3000.00 2 01M2M998 25.00 £000.00
aoz2 BEMSON LEE = 1000.00 2 01014938 12.00 2000.00
Qo3 CHARLIE PANG = 5060.00 2 0101M998 12.00 10120.00
aos IOETAY = 4350.00 2 MOMM99s 12.00 g700.00
Total Processed . 4 Tatal 26520.00
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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 17, “Variable Bonus 2” to define
variable bonus which you would like to pay together with bonus

E= Bonus Run for, Period 200508

Bonus Parameter  Group lln(liui(lual ] Update Bonus Factor ]

GROUP BY |CATEGORY_CODE +| Pay Effective Date (0108200 -

Category Description HW'LI:LSBJ(?WS Bonus Factor Fix amount ::Ir::ls):e : s
LJUNI JUMIOR 0.0 1 0.a0 0.0
_|PARTTIME FART TIME 0.0 1 0.a0 0.0
| SENI SENIOR 0.0 ] 0.a0 0.0

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> Update Bonus factor to Update Employee ? [

E= Bonus Run for Period 200508

Bonus Parameter ] Group ] Individual Update Bonus Factor ]
Generate Record ‘ Clear Record |
Emip Ho Employee Bonus Factor &
» Alan 1
|10 Linda 1
(1 Facheal 1
(12 Golden Lavender De Chiisthoper Peter 1
|13 Farnona 1
|14 Steven 1
|15 Lowis 1
|3 Carol 1
|4 David 1
|5 E mily 1
E Fioha 1
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Individual: Allows user to enter the Bonus factor or Fix amount for all at single screen before
process bonus

E= Bonus Run for Period 200508 =13
Bonus Parameter I Group Individual l Update Bonus Factor
Retrieve Bonus factor from Update employee r
AR G | (el Gl ‘ Update Bonus factor to Update Employee ? I
Emp Ho Employee Hw‘);::i:)m Bonus Factor Fix amount :2:::2:3 &

L 1 0.00 1} 300.00 0.00
_|10 Linda 0.00 1} 1200.00 0.00
_m Racheal 0.00 1} 4300.00 0.00
|12 Galden Lavender De Christhoper Peter 0.00 i} Q.00 0.00
|12 Rarmaona 0.00 a 0.aa 0.00
|14 Steven 0.00 a 0.aa 0.00
|15 Louis 0.00 1} 0.0o 0.00
|3 Carol 0.00 1} 0.0o 0.00
HE David 0.00 1} 0.0o0 0.00
L) E riily 0.00 a 0.00 0.00

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:

e By base Salary Percentage
e By Total Wage Percentage
¢ By Fixed Amount

Pay Period:

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

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

e Separately: If this is selected, the payment
will be reflected in Modify Special Record’s
Window.

Process Special Run for Period 200508 g|

Code
Payment method

Amount

Pay Period

" Mid Month
" End Month
* Separately

Contribute Community Funds ? [Yes -

LClear Record

Process Payroll

Pay Record
Bonug Record

cial Record

Leave Transfer
Claim Transfer
Leave Encazhment
Festival Advance

Process Woluntary CPF

=]

_——

|By Base Salary Percentage j

o

Process | j-'L Llose
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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.

Process Payroll

Pay Record
Bonuz Record
Special Record

LClaim Transfer

Leave Encazhment
Festival Advance
Frocess Yaoluntan CPF

| Leave Code | Start Date Day |H|:|ur |End Date Appr |AMJ‘PM |R£=ason I
JMPL | 1s/oszo00 ] 100 | [18/01/2000 [ves =||  =|Ref |

Code |Starl Date |End Date |I]ay |H|:|ur |Appruued|AM.l’PM|Reasnn Refere 4 |
l HPL 18/01/2000 1840142000 1.00 CH —

To transfer that leave record:
1. Reprocess the pay records

without clearing variable Leave Transfer for period 200201
entries Leave Transfer for period 200201

% Pararmeter |

2. Transfer the leaves Do youwish to prorate Allowance ? r

To transfer leaves to process
payroll records:

STEPS:

loge

Process

En

1) Click the Process Payroll icon.
2) Select Leave Transfer.
3) Click the Process button.

Do you wish to prorate allowance? RESULTS

Tick this, assuming you set NPL for any fixed al.lowance Employee Code [001 ] ok!
that was defined as prorated allowance after having done the Employee Code [002 ] ok!
payroll, if you wish to recalculate the prorated allowance. Employee Code [003 ] ok!

Employee Code [004 ] ok!
004 - Eniployee Code [005 ] ok!

EBphyontt <:| _END OF PROCESS -
2200 Basic Pay 200,00

INPLDay-C | 3636 (100) 36365
[NPLHrC | 420 0 0.00 =
|Absent-c | 36.36] 0o 0.00 =

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:

Medical Claim Transfer for period 200508 E|

STEPS:

Medical Claim Transfer for period 200508

1) Click the Paranet |
Process Payroll icon Do you wish to prorate Allowance ? r

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 Info

Claim Code  |MEDICAL | Clgim Date 03082005 = | Joh Grade Ma. Claim
S Claim * | Wizt Date 0305005 | Category S TD Claim

Claim Amourt 00 =8 claim Limit enefit Scheme Balance

Remark Service Year : 6 year 5 month

Clinic & Doctor Info

Hosp AClinic w | Doctor's Name |
Diagnosiz | Insurance No.l Sectar |Private Sectar j QFD Eligihilty * [+
Pre-ilness Indicatar [ Dep ID - Type |Out patient - P j HIZ Eligibility 7 [
Co-Payment & Transferring To Payroll
Employees Reimburses

Co-payment ? [w Employes
Transfered to payroll 7 [v Payablst PR, (57 EEEEr
Reimbursement 7 W Approved? W AlvwiDedu Code [MED | Transfer period |200508

Employee # |1 ~ | Name # |Alan ~|
Leave Reco Period (200505 «
A (! eilue

rd
- e |
\ Cye

"'I--g

HPL Day-C . oo

WPLHr-C | 11.01| 0.00 000 = | [cods—[Deseription ~

Absent-C | 9692 000 o0 -Sp[weD MEDICAL REMBLRSEMENT .
(IETETETE  Total o Pay leave oo | | o |

0T1.0C | 1] 0.00

OTA L ] ae £al oo falialat
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Leave Encashment — This option allows user to pay employees
their leave balance.

STEPS:

Process Payroll

1) Select ‘Leave Encashment’ option from Process Payroll

Pay Recard
Bonus Record
Special Record
Leave Transfer
Claim Transfer

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.

Leave Encashment

Festival Advance
Process Woluntare CPF

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

Leave Encashment for period 200508 EI

3) click on the ‘Process’ button and user Leave Encashment for period 200508

will see the number of staff that has Parameter |

been processed.

Annual Leave code BANL  ~

When user selected ‘Close’ button after Encashment Method by [currert Year Balance |
the process, the following report will Include Sewice Point paid an [MOT APFLICABLE |
appear showing the balance of annual Payment Mode [Encashment ]|
leave that need to be paid as well as the SR RETE [ByDay v
amount. Mo of Days Annual Leave Encashment ,TD:‘

Pracess i‘L Cloze
TIMES SOFTWARE - TEST DATABASE 2001 19AT00Z 113307 Pht
Leave Encashment Report Fage 10t 1
Encashment Method @ 3.00
hiax Day Encadhwment Year BF
Employeed Name Petual Balance Paid Leave Balance Paid Leawe Amourt$
oos hl&y ONGIPR] 5.00 .00 21462
oov JAMES LYE 10.00 .00 221.55
010 SUMMNY LEE (Daily Rated Wiorer) 1.00 1.00 30.00
048 ZOE TAY .00 .00 TE1.55
total 10.00 122772

Total Employes @ 4
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4) Select Modify Pay Record if further amendment is required.

Leave Record| Period

Pay Group 5004%! Cyele Run

B

Paid Maonthly

DEVERTLIED| | 2300 Basic Pay 2100.00

Period 05E Type:

[ Daity Rate |EIER tourty Rate [N IRES

2-5h

CPFlLewy CLASS

T

HPL Day-C | 1.30 | 0.00 0.00
NPL Hr-C | 11.01| 0.00 000 Code e Tamount
AbsentC | 9592 | 0.00 g0 |p|aanL @PAID ANMUAL LEAYE
I Total Ho Pay leave 000 [meED MEDICAL REMBURSEMENT
loT1.00 [ 1 0.00 o0 A | | TRaN TRANSPORT ALLCWANCE
L 1 1

23.00 R

za0.00 [5)

E

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.

Pay Recard
Bonus Record
Special Recard
Leave Transter
Claim Tranzfer

Leave Encazhrment

Festival Advance
Procesz Woluntary CPF

Steps:

1y

2)

3)

4)

Note: In order for the system to detect the type of payment, user need to set in ‘Update

Select ‘Festival Advance’ from
Process payroll.

From the parameter, user will
need to select the Advance
Allowance Code e.g. in this case
‘FA’ for Hari Raya.

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.

Festival advance for, period 200508

Festival advance for period 200508

Paramneter ]

Advance Allowance Coce I—L|

Advance Deduction Code m

Festival advance Hari Raya -

Payment methad W

Percentage Iizo

Advance Calculation By | J
Re-payment Frequency IW

Rounding Formula

Deduction Cycle
Report Order by

Process Option

Pay Period
" Mid Month

" End Marith
¢ Separately

|5.DD round up 1000 oF = 5 round down 0 j

Special Morth -

[comPanr+EMPLOYEES |

|an |

X

Process | ﬂ LCloze

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

to be made.

Employee’ under ‘Employment the ‘Festival advance’ field.

Update

Festival advance
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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

Payment method ixed amaurnt

Percentage

Fizx Amourt

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’

o0

Fix Amournt

6)

‘Grosswage’.

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

Advance Calculation By

Re-paviment Frequency

Grozswadge (Base Salary + MV

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.

Re-payment Frequency

Rounding Formula

2 morths repayment
3 months repayment

Deduction Cycl
ecliction Lyce 4 morths repayment

TIMES SOFTWARE PTE LTD
Festival Advance Listing
Repayment Period: From Period 200509 to 200511
Period : 200508

Employ el Hame

NETT PAY

040852005 11:46:51 Phd
Page 1of 1

15T MONTH ZNDVMONTH 3ROMONTH 4TH MONTH

NONE
1 Aan

A00.00

16ifi G 166 67 166 67 0.00

Total Bmployee : 1 Tutal

500,00

166,66 166 87 166 87 0.00

Total Emplayee : 1 Grand Total

500,00

166,66 166 67 166 67 0.00

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

separate month as shown below.

Allow/Dedu |

Code Description ‘Ty])e Amount E:‘iclive ‘::{y:wm ED‘:::L ‘m:‘ Year |Times ‘M-E ;:1[:: Year
MFAD FESTIVE ADVANCE DEDUCTI( Amt -166.66 § 2005 1 Spe 9 2005
_[FAD FESTIVE ADVANCE DEDUCTI( Amt -166.67 10/2005 1/Spe | 10 2005
_[FAD FESTIVE ADVANCE DEDUCTI Amt -166.67 112005 1/5pe | 112005

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

mid month or end month.

—Pay Period
£ Mid Morth
" End Morth
% Separately
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