TIMES PAY 8.0 TIMES SOFTWARE PTE LTD

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 Application

Leave Entitlement
Leave Recard
Leave Adjustment Record

LEAVE ENTITLEMENT

To view leave entitlement:

STEPS:

1) Click the

Leave Application icon. Empoode  |003 v

2) Choose Leave Entitlement. CODE [MAME HIRE DATE [ TERMDATE «
3) Select an employee from the oot EMELIA BENSON D2/ 0271350

o0z BEMSOM LEE 01/01/15938
employee code combo box. 7 .

01/01/1937 31/01./1932

004
4) Click the leave code combo box. Code
5) Choose Annual Leave =
(code: ANNU).
CODE | Dezcription -

ABSEMT  ABSEMT

AMMUAL LEAWE

COMPA  COMPASSIONATE LEAVE

HOSP HOSPITALISATION LEAVE

MATERIT MATERITY LEAYE

NPL HPL D&Y

WPLHR  MPLHOURS

NSP MSP LEAVE hd

LEAVE ENTITLEMENT

Times Pay dlsplays an Empeode  [003 - Name [CHARLIE PANG
overall view of leave
. . Hired Date (02101996 12 vears 3 months] Teminated Date Category |SEMI Departrnent|[&0IN

entitled to employee: el : I I !

Charlie Pang |Cnde | Description | Full ‘ Adju ‘Enﬁlle ‘BJF ‘Currem |Entitle |Taken |Balam:e |
Jararu =] fanmnar (Eeve 16.00 | 15.25 | IR R T RS
Leave Entitlement Breakdown Current Period : 199812

Mthiear  [Period [BF  [Current  [YTDTotal  [YTDEntitled  [YTDtaken |YTD Balance| =
P|Janr10os 01 0.00 127 1.27 127 0.00 127
_|Febitoog 02 0.00 127 2.54 254 0.00 254
_|Maro08 03 0.00 127 3.81 3.81 0.00 3.81
_laprinoos 04 0.00 127 5.08 5.08 0.00 5.08
| |Mayi1o08 05 0.00 127 6.35 6.35 0.00 6.35
_|Junitoos 06 0.00 127 7.62 7.62 0.00 7.62
_|Juiro0s 07 0.00 127 8.89 8.89 0.00 8.89
_|augooe o 0.00 127 10.16 10.16 0.00 10.16
| |seprgos 09 0.00 127 1143 1143 0.00 1143
_loctiioss 10 0.00 127 12,70 12,70 0.00 1270 =|
‘ Save | RBemave Cancel | H ‘ b | M | ﬁ;luse | ‘
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LEAVE RECORD

Leave Scheme

\ | Leave balance as login period |

\

T
Departmert |SUPF‘ |SLIF‘F‘ORT DEPARTMENT
Full Erdtl Cur Endtl BiF Adiust Forfeit  Ertitle Taken\ Balance

Leave ScheSCH2 W [Scheme 2 | | | | | | | X
Hired Date |01104/1333 [ & years 4 months | Leave Taken at as Prd 12 : 2.00 Bal : 46.75

.

va
A

Leave Code Start Date Day Hour  End Date Appr AMPM Reasol

[-]] = == =]

[
| Leave taken as period 12 |

| Leave Balance as period 12 |

Select Dependant NRIC for leave
code CHILDLVE(childcare leave)

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.

Leave Record - 193810

Ermployee Code I 'I Erployes Mame
Code |Name | Leave Code | Start Date | Day |Huur
Departme oy AMELIA BENSON Enn | =|| |
Categ 002 BENSONLEE ABSEMT  ABSEMT -

CHARLIE PANG

COMPA  COMPASSIONATE LEAVE
HOSP HOSPITALISATION LEAVE _I

4) Choose the desired leave from the leave MATERITY MATERITY LEAVE

code combo box. (E.g. ANNU) NFL NPL D&Y
HPLHR HPL HOURS
NSP MSP LEAVE =

5) Click the New button, = Ne

The start date is automatically added.
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| Leave Code

Start Date Hour

Day

End Date

Appr  AMPM Reasun“

| ] |1eannges -] | 300 |

[21/10/1955 [Yes _vlJ| v | Refy

Code |5’tart Date |End Dyte |Day |Huur |Appruued|nM}PM|Reasun Refere ~
T[] AMHU 161041938 211041992 3.00 ez Choose |
— Click the ellipsis button to —— Choose Yes/No
o select a date from the calendar.

Edit this field to manually enter
the leave application start date.
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. Holiday |Description | =l
7) Edit the Day field and enter 3. Press the enter key. ||| 01/01/133%  New'ears Eve

. . 28/0141938  Chiress New v
8) The End Date is updated accordingly. | 29/01 41590 Eh:::z: NZH Y:::
. Save . : 20/01/1932 Hari Raya Puaza

9) Click the Save button = to confirm | 07/0411858  Hari Raya Haj

the leave application. | 10/04/1998  Good Friday

. . . . . | 01/05/1338 Labour Dray
Note: 1}16/11'(()1/98 is a Friday and 19/10/98 is a public J10/0513%8  Vesak Day
olday. : 10/08/1998  Mational Day - C/F
|:| 13/10/1338 Deeparyal “M¥|1910/1988  Deepavai
| 28121938 Chriztmas Dray

To select the leave dates from the calendar:

STEPS:

Start Date

LEAVE SETUP - Leave Administration

05/05/1998 .= Ellipsis button

1) Click the Start Date
Ellipsis button.

October 19398
Sun Mon Tue Wed Thu Fri

Sat

Sun Mon Tue Wed Thu

Hovember 19398
Fri

Select Leave Day x|

Sun Mon Tue Wed Thu

December 19398

[ |
4 5 6
11 12 13

25 26 27

IFENFEFTEFe 22 23 24

1 2 3 1 2 3 4 5 &
7 8 9 10 & 9 10 11 12 13
14 T CEEEN 15 16 17 18 19 20

22 23 24 2% 26 27
28 29 30 3 29 3]0

= Today: 10415798

Sat
¥
14 6 7
21 12 14
28 20 2
27 28

1 2 3 4 5
g 9 10
15 16 17
22 23 M
29 30 AN

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)

| Leave Code | Start Date

Day Hour

End Date Appr

AMPM |Reasun

|ﬂNNu

=] 181041998 ==

| 4.00 |

|21;1 0/1998

"l’es;” ;I Ref#

3) Click the OK button.
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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.

Day

?'25

To delete a leave application:

STEPS:

1)

Assuming there is 8 hrs
in a working day:

0.25 X 8hrs = 2hrs

Code

|Start Date |End Date | Day

| Hour | Appruued| AM.l'PM| Reason

LAl ML

16101338 21/1041335

4.00 e

Click on the —I-
application that is to be
deleted.

The select arrow indicates that this

2) Click the Delete button to delete the selection.  record is selected.
Postpone a NPL deduction to | :::Z Code | Start Date — Tw Tour |End pete |npz.rmj :::m|
the next month | =~
1) SeleCt the leave reCOI'd Code |Start Date |End Date |I]ay |Hour |hpproued|AM.l'PM|Reason
) ) Plamny 1RA0A1398 211041998 400 Yes
2) Click the Leave breakdown —
button. —— Leave Breakdown button
3) Choose the next Pay ELeave Detailz Breakdown I [=] B3
PeriOd from the Pay Date |Da_l,l |H|:|ur |Appmval| Pay Pldl Cycle |Eunenl Mlh?|Year| Monthl ﬂ
Prd combo list. X21mnges | 1m0 oo W EEEn - | £ Current Month | 1999 1
[Perion [Start Date [Mddste  [EndDate =
199901 01011999 15014999 | 31011999
4) Choose Last Month m . - ——
01 02 15 99 (2 1999
IS .
frqm the Current Mth? Combo list. Current Mth?
5) Click the Close button -
6) Click Yes to save the changes. Currert Marth
B Leave Adjustment Records =] E3
Employse Code [001 ~|  Employes Mame [SALLY CHUA =]
LEAVE ADJUSTMENT Leave Code Effective Date  Day Expiry Date Approval Remarks
RECORD [ J2 El [ = Fre= =
Make adjustment to the Leave [Leave Code|Date [Day | Taken|Balance|Expired Date| Rermnarks [i=]
»| AHHU 01/05:2004 1 1 Public Holidery credit to Annual Leave k
selected.
e  (Click New
e  Select leave code .
e Choose Effective Date
e Enter no of day
e  Enter Remarks
e Click Save -
Ll | ﬂ_‘
New ‘ Remove | Edit | Save | Cancel ‘ M 4 | 3 | 5] | ﬁgnse ‘

Important note: Only code start with ‘LIEU’ or leave code start with ‘LIEU’ can enable the field ‘Expiry

Date’ for example ‘LIEU_2’
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