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Payroll Reports

To generate reports:

STEPS:

1) Click the Payroll Reports icon.

Payroll reports

Internal Reparts

Extemal Reports

Management Reports
Advance kManagement Reparts
Buick Employee List

Leaves Reports

*+ v v v v RJ

Payrall Department Report
Fayrall Cost Centre Report
¥ TD Departmental Report
Y10 Cogt Centre Report
FPap-Slip

Fay History Report

LCareer Progrezsion

2) Select the type of report you want to Graphical Analysiz iﬂ;ﬂ?::eﬁjf;ﬁf :
print and proceed accordingly. Giross Hate Pay Report NPL/Shit/OT /Restday >
HSF Feport Code Table 3
Hire Confirm Listing Bank Listing
Quick Search by Dates Repart CAEES R
Auto Prompting Report
Mail Merge
Label
REPORT TYPES
1. Internal Reports — Standard payroll reports Payroll Department Feport
- Payroll Department Report Payroll Cost Centre Report
- Payroll Cost Centre Report ¥TD Departmental Report
- YTD Departmental Report I Bt Bt Pz
- YTD Cost Centre Report Pay-Slip 4
_ Pay-Slip Pay Hiztory Fieplmt
. Career Progression
B Pay HIStory Report Employee Data Reports: 4
- Career Progressmn Allowance / Deduction 3
- Employee Data Reports MPL/Shift/OT Restday  »
- Allowance / Deduction Code Table b
- NPL/Shift/OT/ReSt-day Eank Listing
- Code Table CPE Max Repart
- Bank Listing

External Reports — for external
usage such as banks and
government boards.

- Bank/Cash/Cheque listing

- CPF

- Bank Diskette Export

- SDF/FWL

Internal Reportz

External Reparts Bank Diskette Export
Id anagement Reports CPF 3
advance Management Reparts SDF/PWL

Bank/Cazh/Cheq 3

Gluick Emplovee List

Leaves Reportz

Graphical Analysis

Grosz Fate Pap Report

MNSPF Repart

Hire Confirm Listing

Quick Search by Dates Report
Auto Prampting Report

b4 ail bMerge

Label

* w v wihi v
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Internal Reports
External Reparts

I anagement Reports
Advance Management Reports
Gluick Emplovee List

Leaves Reports

Graphical Analysis

Grosz Fate Pap Report

MNSPF Repart

Hire Confirm Listing

Quick Search by Dates Report
Auto Prampting Report

b4 ail bMerge

Label

* v wRA v T

Audit Trial Repart

Pay History-Variance Report
Total Paid Out Report

Salary Recondliation Report

Audit Trial Report [Bank/Career /CPF Act]
Audit Trial [ User Access Right Setup ]

Staff Movement Report - Straight method
Staff Movement Report - Moving Average

- Audit Trial Report

4. Advance Management Reports
for more detail break-down

- Project Costing Report
- Department Report
- Cost Centre Report

- YTD Department Report
- YTD Cost Centre Report

- Total Paid Out Report

3. Management Reports — for management staff to have
necessary information to analyse staff overhead.

- Pay History-Variance Report

- Staff Movement Report — Straight Method
- Staff Movement Report — Moving Average
- Salary Reconciliation Report

Internal Reports
External Reparts
I anagement R eparts

Ay
Luick Employee List
Leaves Reports
Graphical Analyziz
Grogz Rate Pay Report
MSF Report

Hire Confirm Listing

Auto Promphing Report
kail Merge
Label

& Management Reports

Quick Search by Dates Feport

Project Costing Feport
Department R eport

Lozt Centre Report

¥TD Department Fepart
1D Cost Centre Fepart
Joumal Report

*+ vRA ¥ ¥ ¥

Internal Feparts
Esternal Reports
M anagement Reports

Quick Employee List
Leaves Feparts
Graphical Analyzis
Grosz Rate Pay Report
MSP Report

Hire Confirm Listing

Auto Prompting Report
Hail Merge
Label

Advance Management R eports

Quick Search by Dates Report

By Employee Mo

By Employee's Mame
By Departrent

By MRIC Mo

3
k
L3
3
2
L3

6. Leaves Reports

5.

Leave Entitlernent

Leave Balance Report

Leave Taken Report

Leave Attendance Report

Leave Costing Report

Leave Adjustment Report

Full Attendance Report
Departmental Medical Leave Report

Quick Employee List

Intemal Reports

External Reparts

M anagement Reports
Advance Management Reports
Quick Emploves List

k
k
k
k
k
4

Graphical Analysis
Gross Fate Pay Feport

MSP Report

Hire Confirmn Listing

Guick Search by D ates Report
Auto Prompting Fleport

Mail Merge

Label
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7. Graphical Analysis

8. Gross Rate Pay Report

9. NSP Report

10. Hire Confirm Listing

11. Quick Search by Dates Report — for quick reference on employment pass expiry date,
birthday, hired date and etc.

12. Confirmation & FWL expired Listing

13. Mail Merge

MAIL MERGE

The mail merge function provides a convenient way to generate letters or reports, which
includes data from all/selected employees.

E.g. Confirmation letters The Custom report’s name

& Mail Merge - O] =]

Report Mame :IEMPLDYEH v|
U=e Guery Iﬁ

Cuztom Repart

Merge File ID:\E-:-nfirm E.Pl
—=elect Pay Period
STEPS € Micl Marth
i % End Martth
1) Goto Report Writer to ™ Mid and End Marth [reided S pecial Permd r
(" Special Period [relded Bomus Ferad r

create a custom report if you Bl P

have not done so. The mail

merge setup will refer to the Editor A | Preview | H1 Close

fields specified in this report.

TIMES SOFTWARE PTE LTD
. . 10 Jalan Besar, Sim Lim Tower, Singapore 208787
2) Click the Payroll Reports icon Company Reg No: 199804415D
Tel: 6295-1998 Fax:6295-0998
and
1 <FIELD4:
choose Mail merge. HELD
. <FIELDé>
3) Select the desired custom report <FIELD?> <FIELDS>
from REF.: LETTER OF CONFIRMATION]
the Report Name combo box. Dear <FIELDS>,
. Congratulation!
4) Select the desired Query.
This is to inform you that you have been confirmed as a <FIELD10> with effective from 01/03/2008.
5) Select Pay Period, click on your Your salary will be SS<FIELD11> as at specified in our agreed contract signed by you.
desired pay period. Please keep up the gaod job!
Thank you.
6) Click the Editor button to prepare Regards,
the document. Mr. Charles Liax
Managing Director
Notes: This is the computer generated letter, no signature is required.
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NOTE:

<FIELD4> [] Column one
<FIELD5> [] Column two
<FIELD6> [ Column three
<FIELD7> [] Column four

Example:
<Field4> correspond to column one of the custom report.

7) Save the document in the desired location. (E.g. D:\confirm.rtf)
NOTE: the document is saved in Rich Text Format — “.rtf”’

8) Provide the required document in the merge file input field.
9) Click the Preview button to preview the report before printing.
10) Click the Print button to print the merged documents.

Sample letter after mail merge

TIMES SOFTWAREPTELTD
Company Registration Number: 199804415D
10 Jalan Besar, $im Lim Tower, 16-03
Singapore 208787
Tel: (65) 6295-1998 Fax: (53) 6295-0008

30:06:2009

Amelia Benson

Block 234 Ang Mo Kio 5t 10
Singapore

560234

Ref: Letter of Confirmation

Dear Amelia Benson:
Congratulation!

The company would like to extend to vou an offer of emplovinent. Your title will be Account
Manager as described by the attached Position Description.  Your salarv will be S3200/month plus
benefits afforded full time emplovees of the Universitv. Please sign the attached Position
Description and return it with this letterto accept this offer.
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i
LABEL - Steps to Perform a Label Wizard

N

Payroll reports

1) Select Payroll report, Label Wizard,

2) At Report Explorer, right click at the All Folders, select

Internal Reports ]
the New Folder to create a new folder. Extemal Riepatts 3
3) You can also rename the new folder by right hand click Managsment Reports ‘
. Advance Management Reports ¥
on the folder itself. . .
. . . " Quick Employes List ]
4) Please do a right hand click at the “New Folder” and sz e ’
select the “New Report” to start a new report builder. Graphical Analysis
5) User should see a “Report Explorer” attached below. ﬁ?;sﬂﬂa‘e Pay Report
N epart
Hire Confirm Listing
Quick Search by Dates Report
Auto Prompting Repart
Mail Merge

Label ‘wizard

¥ Repornt Explorer [_ O] x]
Sorting  File “Wiew Help

e O &8 X =g
&l Folders Contents of Mew Folder
B3 Al Folders

@ Recycle Bin Re

Mew Folder
Mew Beport

Delete

Oitemn[z] selected Flareme

[ ReportBuilder: New Report

File Edit Wiew Bepot Help

Calc  Design | Freview |

A dmeetl ael Aeeeans |&506
| ([eia =t sl zu|===
[pElma|sg|lonpea manos kMe|d 73

* Header

™ Detail

* Footer
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6) Please select the “File” at the left-hand corner
and select the “New” option.

7) Under the New Items, select the “Label g?:nRBDth oo
Template” and click “OK” button.

8) After that, you are required to select from

Edit  Wiew PReport Help

CerlHM

the “Label Template” and the “printer

information” and type of the label format Bk =

and click the “OK” button. Report Wwizard Repart CroszzTab
Templates “wizard

Label Templates
Frinter infarmnatiors
i Dok b atrix

% Laszer and ink jet

Faper Tray
IManuaI Feed [Tray 1] LI

Product
IA\-’E[_I,J Standard

(2162 - Mini - Address
2163 - Mini - Shipping
2180 - i - File Folder

2181 - Mini - File Folder =l
~Label informatio
Type Address
Height 1
“wlidth 263"
Faper Size Letter [B21/2 =11 in)

Ok Cancel I

9) After the “OK” button, you are required to click the “DBText” and drop down to the
field below. User have to click the right hand button and select to Employee” and
the data need from the left hand button.

Calc  Design | Preview |

| E E hABEm@Ee | @ m A EE
- Ernpl -

DET ext [Enpioyes

Cale  Desion | Preview |
h A Em@<afe | @& |AET
|Employee v ||EMP_MamE

B o=m b ==

Sl

IJIII

[
[

=i_tarol . E
BLK 874 JURQONG EAST STREET 22 |
ElMNGAPORE |

H40874
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11) After that, please click the “Preview” button to view the output. You should able to
get a label output as shown below.

Alan

20 Kalang Avenue 3
SIMNGAPORE
338411

Aliceal Toh
BLK 574 BEDOK MORTH STREET 13

SINGAPORE

3392486

Betsy

BLK 123 LAVEMDER STREET 8
SINGAPORE

Carol

BLE 874 JUROMG EAST STREET 23
SINGAPORE

BA0874

STANDARD REPORTS @ it Disoy o DopatmonalReport_ PIBIES]|
From Period I200008 ;ITU I200008 ;I

Sl elect Pay Cycle
Payroll Department Report T & Enaartn

i~ Special Period
€ Bonus Period nejuded Special [

Select: ? E‘Lﬂ Eﬁ;‘tgnd Included Bonus [
rint B
<Payroll Reports> @ Deteils
i Summary

<Internal Reports>
< Payroll Department Report>

i Summary(+Category)

Employee 001 ;I Iuoq
Department IACCT =l ISALES

Print Messages Footer 7

Mewy Page for Company Total 7
Mewy Page After each Group 7
Include AllowanceDeduction List 7
2 lines Detsils Format 7

o |

R L)l

Pay Advice
Select: Payslip Parameter =]
Parameter | Free Field
<Payroll Reports> o e —
v Print Annal Leave 7 .
<Internal Reports> D e e  Mid Menth S F
5 onus
<Pay_slip> ¥ Prirt Approval by, received by line 7 ¥ End Manth
¥ Fiint YTD Details 7 (" Special Period
<Pay Advice> a € Borus Period
3 ({lal -Hates
I~ Remowve Payslip Lines 7 " Mid & End Month
o001 |
Out Type: [ Exclude Pl Details 7 From Employes
ype: ™ Fiint Category Code 7 ToEmploges 004
Dot-matrix Epson 15cpi [t (P (B Duipul Type  [DetMati Epson 1205 7]
. . ™ Print Medisave Contribution 7 lml
arertel on '
Dot-matrix Epson 12cpi S S S
1 1 & Emplayes Mo Payslip Gap 2
Dot-matrix IBM 12cpi . Hane. & Employee PaperSis |4 Foma =]
Graphical £ Cost Cenie
S
(g C:F:gr;im " Glabal Setup
£ Dept+Catz+Empho
Print | Freviess | W Close
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source should be set to pre-sealed envelop when

printing to standard 4” pay-slips.
should set the paper source to Computer Form.

1) If you are using Dot-matrix output, the payslip gap must be set to 2.
If you choose to print to an A4 size paper, you

TIMES PAY 8.0

2) If you are using Graphical output, the paper

If you need to print to a network dot-matrix printer, and your printer is shared using Novell
print server, use graphical output instead.

Click the Preview button to preview the pay-slip before printing

A Sample payslip-slip — 4’ pay-slip

IMPORTANT NOTE:
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Pay HlStOI'y Report E Print Dialog for Employee Pay History Report E]@EJ
From Peried |znnsm j To |29D505 j
Select Pay Cycle
=
‘ol ‘ol
-
- 'l
Process Payroll . .
Print By
Intemal Rey » Payroll Department R eport ("': By Enp e
By Department
Extemal Reports 3 Payroll Cost Centre Report ¢ By Cost Contre
Management Reports 3 ¥TD Departmental Report " By Whole Company
.ﬁ.glfance Management Reports » YTD ;ost Centre Report Employes [0001 < [ =
Buick Emplovee List 3 Pay-Slip 4
Department | J | J
Leaves Reports 3
. . - Co=t Centre | J | J
Graphical &nalysis Lareer Progression
Gross Rate Pay Report Employee Data Repots — »
H5P Report Allowance / Deduction 3 ewipooiitgectandaliy: L
Hire Canfirm Listing MPL/Shift/OT /Rest-day  » Sorted by Employee Name 7 W
Quick Search by Dates Report Code Table 3
Auto Prampting Freport Bank Listing
Mail Merge CPE Max Feport
Label Print Format | Portrait Format j
Eeport i'L Close |
HONG KONG CELEBRITIES Page 11
PAY HISTORY BY EMPLOYEE FROM PERIOD 199901 To 199904 Date 1500441939
Employee's Code: 001 ( Anita Yuen ) Hired Date : 010201997 UZERID : MASTER
Department ALMIM { SOMIMSTRATION Oecupation: HREM ( HUMAN RESOURCES MANLGER )
GIUERY :8LL plus (Emp 001 To Emp ki 3
CRF ToX Jan Feb Mar Apr o YTDTOTAL
Tatal Bazic Salary 2,200.00 2,200.00 2,200.00 2,200.00 220000
BOMUS® A ] 2.200.00 n.00 0.o0 2.200.00 <.400.00
CHINESE DEWT A55T. H il -1.00 -1.o0 -1.00 -1.00 -4.00
TRANSPORT H i 0.oo <00.00 0.oo 0.on <{0.00
Gross Wiages <400.00 2 600.00 2,200.00 4,400.00 1360000
CPF ifiages 4.400.00 2200.00 2,200.00 4,400,00 12,200.00
BEmployes CPF -580.00 TR -440.00 -380.00 -2 Gd0.00
Met Pay 3451900 2,159.00 1,750.00 3.519.00 10 946.00
Employer CRF 0,00 220000 000 40,00 1.540.00
Tatal CPF 1,440.00 B[00 G0 .00 1,320.00 <, 150.00
CPF Return Report
T . Intemal Reports 4 ]
o print the CPF return Bank/Cash/Cheq  »
nal Rep 4 o )
report, select Bank Digkette Export
P 1R " M anagement Reports 4 CPF Y
<Fayro! eports> Advance Management Reports # SDF APl CPF-RETURN
<External report> Quick Employes List v CPF-RETURN - (VOLUNTARY)
<CPF> Leaves Reports * MASNET

Graphical Analysis
Gross Fate Pay Feport
MSP Report

Hire Confirmn Listing

<CPF-RETURN)

Auto Prompting Fleport
Mail Merge
Label

Guick Search by D ates Report

CPF LINE

CPF LINE - (VOLUNTARY)
CPF-Payment Advice

CPF Return (Diskette)

CPF PAL - Internet

CPF PAL - Internet- (VOLUNTARY)
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You may sort the report by CPF account or
by employee name.

You are allowed to Exclude FWL payment.

Click the Generate button to preview the
report before sending it to the printer.

[ CPF RETURN FOR PERIOD 200806

Employee Name -

Sorted By

Interest on Foreign Worker Levy

Interest on CPF Contribution 0.00
Additional FWL 0.00
Exclude FWL payment ? 2

- Diskette Export

<Payroll Reports>
<External report>
<Diskette Export>

Example:
To generate diskette export (Giro
Payment) to United Overseas Bank.

1) Select United Overseas Bank.

% Print Generate

Bank/Cash/Cheg 4
Bank Di

b ahagement Report:
Advance Management Reportz
Buick Emploves List

Leaves Reports

Graphical Analysis

Grozz Rate Pay Report

HSP Report

Hire Confirm Listing

Quick Search by Dates Report
Auto Prompting Report

tail Merge

Label

CFF »
SDF/FwL

* v v v |[BJ

2) Click the Process button to proceed.

Output To Diskette-[Period: 200806 - End ]

3) You may sort by

Name or Employee

code.

File Mame [&:\BGINTAP =
STANDARD CHARTERED [WEBBANK PATMENT] 7| [[Eelect Pay Periad Special Perid [
SUMITOMO BANK ™ Mid Month Bonus Period |
SANWA BAMNE-YZE
TOEYO-HITSHUBISHI BAME
UNITED OVERS =) || @ FEiEn
LIMITED DWERSE: .
OE - [DRECT DE ™ Mid and End Month |
UHITED OWVERSEAS BANE -2k HASHTOTAL
BatE OF AMERICS [aUSTRALLA) v {” Special Period
Valus Date [13/06,/2008 :lv " Bonus Period
Creation Date |18/06/2008 -
Marmal /E=press Service
Mormal ﬂ
Sart by hd
Setup Process l-'L Close

Report Yiewer

Preview Size |E| j Print ‘ Setup |
hIBGIHTAP HONG EONG CELEERITIELS0499
27117049556952123  Simon Yam - ReserwiszZ200001024000
272320014234254 Jet Li - Daily 2200000158350
27339525423532 Vivian Chow - HourlvyZ200000105325
27348920232444 Jacky Chan - 3hift ZzZ000000&65500
Z73T5010669955 Christy Chung 2200000045400
27588001121 222132 Jacky Cheung 2200000320000
Z75380015546454 Andy Lau Tat Wah 2200000344000
295120531343432 Viwian Chow - Hourly2ZO000000464Z5
Oo000000000000000000211630000000000000008

128




TIMES PAY 8.0 TIMES SOFTWARE PTE LTD

Bank GIRO FAQ

1. IfI am sending GIRO to POSB Bank, what are the procedures I should do?

a. You don’t have to enter the company bank’s account in company profile. Why?
Because all companies need to attach a company cheque to POSB bank for the
GIRO amount.

b. The BANK CODE for employee MUST be 7171
c. As for the branch number and account number, a user has 2 choices.

1) A user can input the branch (always 3 digits, eg 112, 081, 100, 123, etc.)
Then enter the next 6 digits in the account number without hyphen, the total
of branch + account number must be 9 digits. If not, please add a “0” in
front.

ii) Or a user can input the branch as of the above (I), then input the account
number (9 digits format). (This choice is better for reporting purposes-it
is advisable to use this format)

d. Either choices for part ¢ is OK as TIMES Pay do as follows:
1) Check the account number, if it is 9 digits. It will skip the branch,
ii) If the account number input as 6 digits, it will pick the 3 digits from branch
number to form the 9 digits account number.
When using the new POSB crediting scheme (From October 1999 onwards),
Please ensure you do the following:
At company profile: Bank ID: 9999, Branch: 999, Account no.: 99999999999

2. IfIam sending GIRO to other banks such as HSBC, Chase Bank, etc, what are the
procedures to follow?

a. Go to Company Profile, update your company Bank Code, Branch and account
number for your banker.

Example: You are sending to HSBC bank, either Hexagon or HSBC MRI format.
Inputs for Bank, Branch and Account number are as follows:
Bank Code: [7232] Branch [141] Account Number [112123001]

b. For employees’ bank information, the update is normal for most bank except POSB.
POSB bank account number must be input as follows:
Regardless of your bank branch number, your branch must be [081]
Eg. Your POSB ACCOUNT number is 123-12345-8 (9 digits without hyphen)
Bank Code: [7171] Branch [081] Account number [123123458]

Sample entries for other bank’s bank code, branch and account number:

Bank Code Branch  A/c Number Bank Code Branch  A/c Number

7171 002 02023911 7348 910 10423668
7162 010 2101091653 7144 018 1820005353
7232 141 123123001 7339 514 013358001
7171 081 112123459
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3. IfI am sending GIRO to other banks such as Standard Chartered Bank, what are the
procedures to follow?

a. Go to Company Profile, update your company Bank Code, Branch and account
number for your banker.
Example: You are sending to Standard Chartered bank,
Inputs for Bank, Branch and Account number are as follows:
Bank Code: [7144] Branch [001] Account Number [0108312345]

c. For employee bank information, the update is normal for most banks except POSB.
POSB bank account number must be input as follows:
Regardless your bank branch number, your branch must used [081]
Eg. Your POSB ACCOUNT number is 123-12345-8 (9 digits without hyphen)
Bank Code: [7171] Branch [081] Account number [123123458]

Sample entries for other bank’s bank code, branch and account number:

Bank Code Branch  A/c Number Bank Code Branch  A/c Number

7171 002 02023911 7348 910 10423668
7171 001 0010411234 7375 001 1013621234
7171 048 0480161234 7375 080 1803041290
7162 010 2101091653 7144 018 1820005353
7232 141 123123001 7339 514 013358001
7171 081 112123459 7339 540 0012099
7214 001 0248521234 7339 550 3002975
7214 002 0386165999 7558 505 05032123
7065 790 0014091234 7199 001 5011131234
Notes:

For Far Eastern Bank (7199), if the Branch is 001, change the first digit to 9, ie.
901.
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Summary

Payroll processing — How does it work?

An employee’s master record is
entered in “Update Employee” tab
page. Before processing/initialising
the payroll, all relevant fields in
“Update” tab page - “Update
Employee” should be filled out.

After processing the payroll,
individual pay records are created.
Variable/manual entries can be
added into these pay records; such
as overtime hours, allowances or
deduction.

All pay records of the specified pay
period will be created for individual
employee under ‘“Process Payroll”.
The pay records are created based
on variable factors such as date of
hire, CPF category, recurring
allowances and deductions that are
entered in “Update Employee” tab

page

Process Payroll

Modify Record

Link to modify pay
record: YES

Transfer medical
claims to pay records:
YES

Claim Record

Clair Fecord

Claim Report
Claim Report - Landscape

1. Exit Program
2. Diagnostic

3. Backup
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