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Claim Record 
 
The Claim Record function facilitates record keeping of  

employees’ medical/dental/hospitalisation claims. 

 

 

For Example: Enter a medical record 

 

STEPS: 
 
1) Click the Claim Record icon.                         

2) Select Claim Record. 

3) Choose an employee by code/name. 

4) Click the New button. 

5) Select a Claim Code. 

6) Key in the relevant details for the employee. 

 
 

                                

 

 

          

      

 

 

      

           

           Employer reimbursement  Employee reimbursement 

           in percentage/dollar    in percentage/dollar 

                  

 

Co-payment?  - Tick this if payment of medical bill is made by both the            

       employer and the employee. 

Transferred to payroll?  - Tick means payment has been transfer to payroll. 

Reimbursement?   - Tick indicate reimbursement by employer applies 



TIMES PAY 8.0                                                                                              TIMES SOFTWARE PTE LTD 

 61

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

Transfer period    - Enter the month for the medical claims to be transfer to the  

          payroll. 

Cycle        - Enter the cycle either E( end month), M(Mid Month),                                          

                                                    S(Special)for the medical claims to be transfer to the  

          payroll. 

 

When ticked: The employer will reimburse claims  

to employees. 

When unticked: The employer will deduct the amount  

from the employee if it is a co-payment. 

 

 

7) Click the Save 

button. 

 

 

 

Claim Reports 
 

Medical reports can be easily generated in TIMES PAY.  

 

 

 

 

 

 

 

STEPS: 

1) Click the Claim Reports icon.  

 

2) Choose Medical Report. 

 

3) Choose the printing range and    

       printing method. 
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Sort By:  

- By Employee Code 

- By Employee Name 

Printing Range By: 

- Medical code 

- Employee code 

- Department Code 

- Date 

 

 

 

Print By: 

- All Record:  Print all medical records in range. 

- Last Record:  Print the last medical records for all employees in range. 

- Current Record:  Print all current month medical records in range. 

- YTD Period:  Print all medical records for all employees in range. 

- Date Range:  Print all medical records dictated by the date range. 

 

Tick this option if an employee’s medical record  

overflows onto another page. 

 

4) Click the Process button. 

 

TIMES PAY generates a preview of the report as shown below: 
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NOTE: 

Click the CLOSE button to cancel the report. 

 

 

 

 

Claim Reports-Landscape 
 

You may generate a landscape Medical reports. 

• Select Type of claim code at Setup 

 

 

 

 

 

 

 

 

• Select print landscape claim report dialog 

 

 

 

 

 

 

 

 

 

 

 

 

 

Navigating buttons 

Maximize preview 

window 

Page preview 

Navigating buttons 

Printer Setup 
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Claim Costing Report 
 

You may generate a Claim Costing reports. 

• Select Type of claim code at Setup 

 

 

 

 

 

 

 

 

• Select print Period to preview a Claim Costing report 
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Import Claim  
 

You may import Claim from MS Excel worksheet. 

Steps to import claim: 

1. Enter Claim information at MS Excel worksheet. For example: 

Column A: Employee Code 

Column B: Medical Code 

Column C: Medical Date 

Column D: Claim Amount 

Column E: Claim Approve (True or False) 

Column F: Sector Code (Pub or Gov) 

Column G: Co-Payment (True or False) 

Column H: Employer Amount 

 

2. Select <Claim report> <Import Claim>  

• Click Setup to enter claim  

      Template 

• Enter Column No, Field Code 

based on the sequence from the 

Excel worksheet 

• Browse for excel file 

• Enter Batch No. 

• Click IMPORT 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Browse for the Excel file which store the 

claim information 

Enter batch no 


