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LEAVE APPLICATION 

 
TIMES PAY provides easy management of leave records.  

A user can quickly access the overall leave entitlement,  

leave taken, leave balance for any individual employee  

in a company/department. 

 
 

 

 

LEAVE ENTITLEMENT 
 

To view leave entitlement: 
 

STEPS: 
 

1) Click the  

Leave Application icon. 

2) Choose Leave Entitlement. 

3) Select an employee from the  
employee code combo box. 

 

 

 

4) Click the leave code combo box. 

5) Choose Annual Leave  

(code: ANNU). 

 

 

 

 

 

 

 

 

 

Times Pay displays an 

overall view of leave 

entitled to employee:  

Charlie Pang. 
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LEAVE RECORD 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

To add/modify/delete a leave application: 
 

STEPS: 
 

1) Click the Leave Application icon. 

2) Choose Leave Record. 

3) Choose an employee by code/name. 

 

4) Choose the desired leave from the leave 

code combo box. (E.g. ANNU) 

 

5) Click the New button. 

 

The start date is automatically added. 

 

Leave Scheme 

Leave taken as period 12 

Leave Balance as period 12 

Leave balance as login period 

Select Dependant NRIC for leave 

code CHILDLVE(childcare leave) 
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Ellipsis button 

For example, Charlie’s leave application is from 16 to 20 Oct’98 (3 days annual leave).  

 

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

Press the enter key. 

7) Edit the Day field and enter 3. Press the enter key. 

8) The End Date is updated accordingly. 

9) Click the Save button to confirm 

the leave application. 

Note: 16/10/98 is a Friday and 19/10/98 is a public 

holiday. 

 
 

 

 

To select the leave dates from the calendar: 
 

STEPS: 
 

1) Click the Start Date 

Ellipsis button. 

 

2) Click on 16/10/98; hold the mouse button down and drag to select the desired number of 

leave days. (Example: 16/10 – 21/10)  

3) Click the OK button.  

LEAVE SETUP - Leave Administration 

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

Choose Yes/No Click the ellipsis button to 

select a date from the calendar. 

Choose 
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Assuming there is 8 hrs 
in a working day:  

0.25 X 8hrs = 2hrs 

The select arrow indicates that this 

record is selected. 

 

NOTE: 
TIMES PAY intuitively shifts out non-working days and holidays, as set out in the weekly 

settings (working pattern) and Leave Setup (Leave administration) respectively. The days 

counted are 16,19-21 Oct’98 (4 working days).  

 

If it be in terms of hours, the user should enter 0.5 (4 hours) or 0.25 (2 

hours) in the Day input field. (If a day consists of 8 hours) 

 

The user must always click the Save button in order to confirm the 

leave application. 
 

 

To delete a leave application: 

 

STEPS: 

 
1) Click on the 

application that is to be 

deleted. 

2) Click the Delete button to delete the selection.  

 

Postpone a NPL deduction to 

the next month 

1) Select the leave record.  

2) Click the Leave breakdown 

button. 

3) Choose the next Pay 

period from the Pay 

Prd combo list. 

 

4) Choose Last Month 
from the Current 

Mth? Combo list. 

5) Click the Close button 

6) Click Yes to save the changes. 

 

 

 

LEAVE ADJUSTMENT RECORD 
Make adjustment to the Leave selected.   
• Click New 

• Select leave code 

• Choose Effective Date 

• Enter no of day 

• Enter Remarks 

• Click Save 

 

 

 

 

 

Leave Breakdown button 


