TIMES PAY 8.0

TIMES SOFTWARE PTE LTD

APPENDIX I

Initialization your payroll for the next coming year before the year-end update to
ensure employee can apply leave for the next year (e-Leave user)

STEPS: 3

1) On your computer, locate the TP8 folder.

2) Double-click the Timespay8.exe program. TIMESPAYS exe

3) Select Company

4) At the login entry, enter your Master password and select the period 200812/E

Log in Entry
User D ; |MASTER
Pazzword : |5 1
Period : |200812 g;‘l E - Change
Password
« Login X Logout

5. Click on Utility Icon and select Initialize New Year.
6. Select the option below and click OK to proceed with
the desired settings.

The year to be
initialize.

E; Initialize New Year

7. Carry Forward leave Method : leave it as All(Balance leave)

8. Click the OK button to proceed.

You will need to do the following:

Database Year 2009
Ta round Carry Forward Annual Leave ? |Mot Round -

Round:
Carry Forward Leave Methods |"5-" [Balance Leave] ﬂ
Initialize Emplopee's Calendar in Mew Year v Not
Cary Forward Leave Method to excludes Annual Leave Adjustment I Round:
Initialize Employee's Cost Centre Allocation T able i~
Initialize CPF/Lewy Tablz? 3
Initialize Pay Group setting 7 2
Initialize Public Holiday? 3
Initialize: Leave Entitlement? ~d
Convert &nnual leave Forfeit Balance to OFF IM LIEL? I

LIEU_2 Leave Code Grace Period By Maonth?  {0.00
W K I Close

Leaves carry forward will be
corrected to the nearest whole
number

Carry forward actual amount of
leaves.

a) Set the leave entitlement methods for the new year — Eg. Year 2009, as

shown below.
b) Set the public holidays for the next year.
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E= Leave Setup g@]g

Leave Adminstration
Annual Code (2009 Start date (010142009 - End date

Method/Holiday Table ]B;‘F Method (E Module) |

Holiday |Descri|ltion STATE T
| 010172009 Mew Year Day

Leave Cut Off Day 1500 5 _[26/01/2009  Chinese Mew Year
270172009 Chinese Mew Year

Ertitlement by Leave Scheme hé " |1omamons | Good Friday

Saturday as Full day lhl _|01/05/2008  |Labour Day
090572008 Wesak Day

i -
Prorste Entilemertt  [Service Manth ~] Haliciay Table
=l

Current Leswe |Prorate

Leave BIF method | J _|0908£2009  Mationsl Day
_[10M08/2009  Mational Day™
Prorate Sick Leave |Pr0-rate Sick & Hozpitalization j a 2000972009 Hari Raya Puasa

210972009  Hari Raya Puasa*
17M02009 Deepavali
27M1/2003  Hari Raya Haji

| 260122009 Christmas Day

[hdl

=F4= - Delete PH <iInsert=/=Right Click= - Inzert Mew PH Save j'-L Close

9. Click SAVE to start the process. The program will begin to initialize the working
patterns, calendar and other necessary parameters for the new year.

10. Click OK once the initialization process is completed.

11. Click CLOSE to go back to Main Screen.

“n Initialize New ‘Year ;lglll
D atabasze Wear Payroll Yersion 5.02 4

To round Carry Forward Annual L COMPLETED PROCESS |

—

Cary Forward Leave Methods

o OK A1 Clase
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APPENDIX I

Initialization your payroll for the next coming year during the year-end update to
ensure actual leave balance B\F to the next year as well as ensure user can process
payroll for the new year.

STEPS:

1. Ensure you collected or downloaded the year-end update from Times Software.

2. Run the update installation to ensure the program at TPS folder is updated.

3. On your computer, locate the TP8 folder.

4. Double-click the TSMTN.exe program.

5. Select Company

5) Select Auto Backup before update database, Update new Fields and Tick to select all company.
6) Click the Process button to proceed.

This will update all your company databases on your system.

5¥' TP8 MTN VER 8.73a 04/07/2007 =13
Main l
v Auto Backup before update database ? [ Update Supervizor Table 7
v Update Mew fields [~ Update POSE Account to 7171 7
™ Rearrange Custom R eport
™ Update Employee Temination Status 7
[~ Rebuild T able Right?
[ Update Picture
[ Update Fin Mumber?
COMPANY_CODE| COMPANY_NAME Selected | ~
M| TSPL TIMES SOFTWARE PTELTD v
v
Local Server ADS Version 5.11 [4CE 8.10] Frocess | J1 Close |

7. After run TSMTN.exe, Login to Timespay8.exe at period 200512.

8. Click on Utility Icon and select Initialize New Year.

9. Select the option below and click OK to proceed with
the desired settings.

The year to be
initialize.

‘ear To Date Update

E Initialize New Year
Global Change

Database Year 2006 Initialize Mew Year
To round Carmy Forward Annwal Leave 7 |Round - ]
S [8ll B alance Leave] | Round:  Leaves carry forward will be
arr arwar eave Melhods
¥ corrected to the nearest whole
number
Initialize Employee's Calendar in Mew ''ear [v Not Carry forward actual amount of
Cary Forward Leave Method to Include Annuwal Leave Adjustrment v Round: leaves.
0K 1 Close
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10. Carry Forward leave Method : leave it as All(Balance leave)
11. Click the OK button to proceed.

B2 Leave Setup E@E

Leave Adminstration
Annual Code (2009 Start date (010142009 - End date

Method/Holiday Table ]B;‘F Method (E Module) |

i -
Prorste Entilemertt  [Service Manth ~] Haliciay Table
=l

Holiday Description STATE T
Current Leave Prorste |

| 010172009 Mew Year Day
Leave Cut Off Day 1500 5 _[26/01/2009  Chinese Mew Year

270172009 Chinese Mew Year

Ertitlement by Leave Scheme hé " |1omamons | Good Friday

Saturday as Full day lhl _|01/05/2008  |Labour Day
090572008 Wesak Day

Leave BIF method | J _|0908£2009  Mationsl Day
_[10M08/2009  Mational Day™
Prorate Sick Leave |Pr0-rate Sick & Hozpitalization j a 2000972009 Hari Raya Puasa

210972009  Hari Raya Puasa*
17M02009 Deepavali
27M1/2003  Hari Raya Haji

| 260122009 Christmas Day

[hdl

=F4= - Delete PH <iInsert=/=Right Click= - Inzert Mew PH Save j'-L Close

You will need to do the following:

c) Set the leave entitlement methods for the new year — Eg. Year 2009, as
shown below.
d) Set the public holidays for the next year.

12. Click SAVE to start the process. The program will begin to initialize the working
patterns, calendar and other necessary parameters for the new year.

13. Click OK once the initialization process is completed.

14. Click CLOSE to go back to Main Screen.

“n Initialize New ‘Year ;lglll
D atabasze Wear Payroll Yersion 5.02 4

To round Carry Forward Annual L COMPLETED PROCESS |

—

Cary Forward Leave Methods

o OK A1 Clase
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LEAVE CARRIED FORWARD

You may now change the payroll period to, for example, Period: 200601.

Before examining the leave record for year 2000, let’s consider the leave balance from the
previous year (2005).

Note: Detail on Initialize New Year and leave carry forward method will be explain on Year-
end user manual.
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