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1.0  Administrator’s Guide for eLeave System
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1.1 Logging into the eLeave System as Administrator
At the Home Page of eModule system: http://www.timesoftsg.com/esolution/BSTAR.html
Step 1: Type ADMIN under Emp No. 
Step 2: Type Administrator Password. (Default is blank)
Step 3: Click Login.

1.2 Leave Code Setup
Administrator is able to set various functions to the respective leave codes as follows: 
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1.2.1 Definitions to the Leave Code Setup

	Code
	Description

	Leave Code:
	The leave codes are “drawn” from the Leave Setup/Leave Code

	Leave Description:
	To create the detail description of the Leave Codes.

	Applicable:
	Leave codes that are checked (tick) meant that they could be used for on-line leave application

	Ref # Required:
	Applicant must complete the information at the “Certificate/Reference No” field when applying the selected leave code. For example, when checked/tick on Sick Leave, it means applicant(s) must indicate the MC number.

	Applicable Upon Confirmed:
	Applicant must be a confirmed staff in order to be able to apply for the particular leave code.

	Alert HR:
	HR will be notified via email once the supervisor had action on the leave application.

	Advance Leave:
	Enable employee(s) to apply advance leave, that is, leave entitlement stretched till the following year. Generally, this is applicable for annual leave with company allowing employees to apply leave exceeding current year entitlement.

	Auto Approved:
	Auto-approval of leave application. Most companies would have the Sick Leave “auto-approved” as the employees had already consumed the Sick Leave and apply only upon their return to office.

	Self Select Supervisor:
	Enables the leave applicant to self select their own respective supervisors to approve their leave applications. 

	Cover Duty Officer:
	The leave applicant is able to select a cover duty officer when they apply for leave. Cover duty officer must approve the leave to verify that they will indeed be the cover duty officer for the leave applicant before it is routed to the relevant supervisor.

	Service Month Applicable:
	Only applicable to employee(s) who had being employed by the company after the specified service month(s). 

	Max Back Date Day:

	Defines as allowing employee(s) to apply back-dated leave, that is, leave application of previous dates after consuming them. 

	Urgent Leave Day:
	Defines a specific number of days of leave applied by an applicant as urgent leave.

	Message Prompt:
	Display the text message to the employee(s) when application of the selected leave code. Generally, used as a reminder purpose.

	No of Continuous Day:
	The number of continuous days to apply leave for the employee can be fixed by administrator. But the employee still can apply leave according to their current year entitlement.

	Edit Denied If Continuous Day:
	Leave codes that are checked (tick) meant that the employee is not allowed to apply leave exceeding the Continuous Day which defined by the administrator.

	Weekly Pattern:
	Define the weekly apply pattern with 7 characters format such as ‘FFFAPOO’ (which is ordering by days in a week). It means as follows:_
FFFAPOO
- F means Full Day

- A means AM

- P means PM

- O means Off Day

Monday     = F  - Full day leave is allowed to apply on Monday.
Tuesday     = F  - Full day leave is allowed to apply on Tuesday.
Wednesday= F  - Full day leave is allowed to apply on Wednesday.
Thursday    = A - AM leave is allowed to apply on Thursday.
Friday         = P - PM leave is allowed to apply on Friday.
Saturday & Sunday are Off days = O


	CC Required:
	Leave codes that are checked (tick) meant that the employee has to define at least one person to send Cc email at Cc Group Setup. If not define, the alert message will be shown.


	Nationality:
	Defines a specific leave code’s application to be restricted based on applicant’s nationality. 



1.3 Leave Policy Setup

Administrator has to manually input the company’s leave policy via the Leave Policy Setup screen. Administrator can define fonts, color, add paragraphs, attach images etc. Click on Load & then Save to save changes made. 
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1.4 Leave Access Setup

At the Leave Access Setup Page, administrator can define the Supervisor (s) for each employee by departments. To create the supervisors for each employee by department, please see as follows: 
Step1: Input the supervisor employee no. at the Approver1 column beside the relevant employee properly.
Step2: In the example below, Employee 002’s (Benjamin) supervisor is 001. Click Save.
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1.4.1 Definition of Leave Access Setup
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1) Approver1: First supervisor for the employee.

2) Approver2: Second supervisor for the employee.

3)   Approver3: Third supervisor for the employee.

4)   Stand-in Approver1: A pre-assigned supervisor acting as a stand-in (sometimes, also known as covering duty). For example, Standin Approver1 has to act as Approver1 when Approver1 is on leave.

5)   Stand-in Approver2:  A pre-assigned supervisor acting as a stand-in (sometimes, also known as covering duty). For example, Standin Approver2 has to act as Approver2 when Approver2 is on leave.

6)
   Standin Approver3:  A pre-assigned supervisor acting as a stand-in (sometimes, also known as covering duty). For example, Standin Approver3 has to act as Approver3 when Approver3 is on leave.

7) Is Entry Officer Of:  The employee can access the Entry Officer Module if the administrator creates 
an Entry Officer level for him/her. For example, if the administrator inputs ‘A’ for the employee 101(AMY) at the column of ‘Is Entry Officer Of’, then AMY can access the ENTRY OFFICER module as per below: 
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8) Member Of Entry Group: Administrator can create group members for employees. For example,
see the following four figures :_
a)  First, the administrator creates ‘A’ for the employee 101(AMY) at the column of ‘Is Entry Officer                               Of’.
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b) Then, creates ‘A’ for employee no. 102(BELLY) at the ‘Member Of Entry Group’ column.
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c) Then, also creates ‘A’ for employee no. 104(DARREN) at the ‘Member Of Entry Group’ column.
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d) So, (101) AMY has two group members (BELLY & DARREN) when AMY logins & accesses her entry officer module.
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9) Query: Administrator can query for specific groups of employee’s leave applications to be displayed in the web calendar module for relevant employees. Please note that queries are defined via the query selection function in the Times PayHR 8.0 payroll system.

10) Relationship: Allows the administrator to set the approval flow relationship between an employee and his/her supervisor. E.g. an employee in a HR department may allow a supervisor in the IT department to view her leave calendar.

11) Superaccount: Allows the administrator to enable an employee to view and see the whole organization’s employee leave applications.

12) 2nd Stand-in Approver1, 2 & 3: This set of stand-in approvers are defined as the stand-ins of the 1st stand-in approvers set previously. E.g. 2nd Stand-in Approver1 is the stand-in approver if the 1st Stand-in Approver1 is on leave.
13) Max no. of Day per child: Allows the administrator to define the maximum number of day’s leave an applicant can apply for as per according to each child he/she has. Defined for leave codes such as child care leave, child school leave etc.
14) Mobile No.: Administrators can key in the mobile number of the employee to appear in the online leave application email sent to supervisors for approval.
1.5 Mail Log
At the Mail Log Page, administrator can view the employee’s applied leave listing in detail by selecting applied date range.

[image: image13.png]Internet Explorer

&+ [E)rtmuihsserver o1 1100jwesieave/ndex sspx ] %] [x] [coo0= BB

Fle Edt View Favores Took Hep

LR 1

User Info: ADMIN / NONE / NONE / NONE

2

Login Date Time: 11/07/2007 1 Exit

. You are in page »» Administrator + Mail log

Status. Action Date Time. Emp No | Leave Code| Leave Date| Mail From Mail To
Success | APPLY_LEAVE _|11/07/2007] 101 MATE 11/07/2007] 101 @timesoft.com 001@timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 MATE 11/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 MATE 11/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007]13:00:10 101 ANy 18/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 ANy 18/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 ANy 18/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 ANy 18/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 ANy 18/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 ANy 25/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE _|11/07/2007] 101 NPL 18/07/2007] 101 @timesoft.com 001 @timesoft.com
Success | APPLY_LEAVE |11/07/2007] 101 NPL 19/07/2007] 101 @timesoft.com 001 @timesoft.com

Applied Date: [11/07/2007 v To [31/0722007 v [Query] [Back

T 4 Miosoft 0. 8 inbos




1.6 Password List

At the Password List page, administrators can view the respective employee’s old and new passwords.
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1.7 Leave Misc Setup
Defines the path and location for the eLeave programme.
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1.8 CC Group Setup

CC Group Setup allows the administrator to define specific CC groups for each employee. As per the example below, the administrator is selecting Christina to be added into the group CC list for the employee AMY. 
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1.9 Cross Company Supervisor Setup
In the event whereby it is necessary to select a supervisor from a separate company to act as the approving supervisor for the leave applications of a specific employee in the current database, administrators can utilize the cross company supervisor setup function to enable this.
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Firstly, select the relevant company database from which the supervisor is to be selected from. Once done, click on “Add Sup” to add this supervisor into the current database. Administrators can now proceed to select this supervisor to be defined as the approving officer for specific employees.  
2.0  User’s Guide for eLeave System
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2.1 Logging into the eLeave System

At the Home Page of eModule system: http://www.timesoftsg.com/esolution/BSTAR.html
Step 1: Type Employee No. (Please check with your HR if you are unsure)

Step 2: Type Password. (Default password is NRIC, example S1234567D)
Step 3: Select Period (By means of clicking the drop down list).

Step 4: Click Login.
Note: Upon successful login, you will be prompted to change your password. (Applicable to user logging into the system for 1st time). 
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2.2 Apply Leave

User can apply the various types of leave as specified by the HR Department.
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1) Select the Leave Code (by mean of clicking the drop down).

2) Select Employee (by mean of clicking the drop down).

3) If you choose nothing at AM/PM drop down field, both Start Date & End Date fields will appear automatically for applying one day or more than one day leaves.

     - If you choose AM or PM, only Start Date field will be shown automatically for applying half day leave.

     - If you are applying for example 1.5 days leave, you can tick on the Edit Detail check box and the Go to

       Details button will appear. Click on the Go to Details button and you can set the Leave in detail by days
       (e.g. Half-day for 17/01/2008 and One day for 18/01/2008 and etc) in the next page as follows:
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4) If you tick the CC upon approved check box, your approved leave application will also be sent to those in the cc list. (Please refer to item 2.7 CC Group Setup for details)

5) No. of Days will be shown automatically by the system according to your applying date range.

6) Input Certificate/ Reference No., if any
7) Input Reason, if any
8) Click Submit.

The status is pending for getting approval from his/her supervisor after submission of leave.

Note: If the administrator has enabled the Self Select Supervisor function, end-users will see the following selections available below when they click on “Apply Leave”
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Employees will now be able to self select their own respective supervisors to approve their leave applications.

Areas to take note include:

1) 1st Supervisor: By default, the “1st Supervisor” field will automatically reflect the current existing approving supervisor for the employee’s leave applications (Approver1)

2) 2nd Supervisor: Allows the employee to define their current 2nd level approving supervisor (Approver2) 

3) 3rd Supervisor: Allows the employee to select their 3rd level approving Supervisor to approve the leave application (Approver3)

Note: If you have only one level of approval for your leave application, there is no need to select the 2nd and 3rd level approving supervisor.

By selecting the relevant supervisors in the fields above, the approval flow will be defined as:

Approver1 (1st Supervisor) initially recommending the leave application of the employee before it is routed to Approver2 (2nd Supervisor) who verifies the leave application and finally it is routed to Approver3 (3rd Supervisor) who approves the leave application.

During this process, employees will receive email notifications of the current approval status of their leave application. They can also view the leave status via the “View Leave” screen.

Note: If the administrator has enabled the Cover Duty Officer function, end-users will see the following selection available below when they click on “Apply Leave”
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Employees will now be able to select a cover duty officer when submitting their leave applications.

When applying for leave, employees can select a cover duty officer via the drop down available. By default, the drop down list will comprise of employees within the same department as the employee submitting the leave application.

Once the cover duty officer has been selected and the leave application submitted, an email notification will be sent to the covering duty officer selected of which they have to verify and approve before the final approval is routed to the designated approving officer. This is to ensure that the covering officer acknowledges the leave application of the submitted employee before final approval from the supervisor is given.

During this process, employees will receive email notifications of the current approval status of their leave application. They can also view the leave status via the “View Leave” screen.

2.3 View Leave

User can view the Leave Application Status by selecting ‘Leave Type’ & ‘Status’ (by mean of clicking drop down list). Employee Name is shown by default login user.
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Status

    Descriptions


           Remarks

	Pending
	Waiting to get approval from Supervisor
	Able to Withdraw pending leave

	Recommended
	After getting approval from 1st  Supervisor
	If you have two or three supervisors, getting approval from 1st supervisor.

	Verified
	After getting approval from 2nd Supervisor
	

	Approved
	After getting approval from 3rd Supervisor
	Getting approval from final level.

	Rejected
	Disapproved by Supervisor

	

	Pending for Cancel

	Cancel approved leave
	

	Cancelled

	Cancelled leave
	Can only withdraw


In View Leave Page, 

First, tick on the check box you need, and then click the following buttons which you need to do any actions.
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1) Apply New: User can apply new leave. (See 2.2)

2) Resubmit: (a) Allow to resubmit leave again while the status is Pending. (See 2.2)

(b) User is also allowed to edit leave while the status is Pending. You can see the following page and then can change Leave Day & Time (AM/PM) you need. Then, Submit.
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4) Withdraw:   Can delete leave while the status is Pending.

5) Cancel Approved Leave: User is able to cancel leave again after getting approval. If you cancel, the status is change to ‘Pending for Cancel’.
2.4 Leave Calendar

Shows all the leave applications on a particular day/month. User can view the Leave Calendar by selecting month & year.
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In the Leave Calendar, users can view their taken leave in detail as per the chosen period such as the employee’s name, days of leave taken & time (AM or PM), Leave Type etc). 

Leave highlighted in pink indicates leave currently pending for approval from supervisors. The current date is represented using a star. 

Please note that by default, the web calendar shows all leave applications within their respective department for employees.
2.5 Leave Policy

Company’s leave policy is displayed for your reference.
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2.6 Change Password

To change the current password: 

Step 1: Input your old password

Step 2: Input your new password

Step 3: Confirm the newly changed password at the Confirm Password

Step 3: Click Submit to confirm the change.
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After submitting new password, it will show successful message for confirmation.
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2.7 CC Group Setup 

User can view the list of employee(s) whom they have set up in the CC Group Setup.  By setting the cc list, it will enable those in the list to receive an email notification whenever your leave application has been approved.
[image: image32.png]Microsoft Internet Explorer

e fat Vew Fovories Took Feb 3

O O HBG Lo drmn @ 2% 8 -0E

e €] o fosarostiesausanncex.sspx

User Info: A003 - A0D3(Worker1)

Login Date Time: 21/01/2008 22:52:34  Exit

e S You are in page »» Employee b CC Group Setup
Emp No. Emp Name
5 Apply Leave O [aoos. A004(Worker2)
View Leave orker
iew Lea 7 O [roos (4005 (Worker3)
Leave Policy «
2 Change Password
& cC Group Setup
1 Report
Add into CC List: A003(Worker1) v
[A001(Senior Supenisor)
Aﬂﬂ?fuﬁw\sor
|A004(Worker2)
14005 (Worker3)
14008
14009
HR

Eooe G ot





You can either ‘Add’ or ‘Delete’ employees to/from your cc list.

To add:

Step 1: Choose the employee from the drop down list

Step 2: Click ‘Add CC’

To delete:

Step 1: Tick on the employee check box that you want to delete

Step 2: Click ‘Delete CC’
2.8 Leave Reports

View or/and print 2 types of reports – in pdf format, namely Leave Taken Report/ Entitlement Report.
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In Leave Report, 

Step 1: Choose Leave Type range which you want to view or print.

Step 2: Select Date Range

Step 3: Choose Report type.

Step 4: Click Print.

Then, report with PDF file will appear in next browser as follow:
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2.9 Exit from the System

To exit from the system, click on the link Exit.
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3.0 Supervisor’s Guide for eLeave System
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3.1 Logging into the eLeave System

At the Home Page of eModule system: http://www.timesoftsg.com/esolution/BSTAR.html
Step 1: Type Employee No. (Please check with your HR if you are unsure)

Step 2: Type Password.
Step 3: Select Period (By means of clicking the drop down list).

Step 4: Click Login.

Note: Upon successful login, you will be prompted to change your password. (Applicable to user logging into the system for 1st time). 
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3.2 Overview of the eLeave Functions - Supervisor

After login your system, you can overview the following functions:
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This provides an overview of the features/functions that of a Supervisor.
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a) Check Leave:
 To check the outstanding leave applications for your action.

b) View Staff Leave:
 To view the staff leave records by their name, leave type and status.

c) Staff Calendar:
 To view staff’s leave calendar under your supervision.


d) Report: 

 To print different types of leave reports.

3.3 Check/Approve Leave

User can view the outstanding leave applications to get your approval.
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Step 1: To check that any one on leave at that employee applied date.


First, tick on the leave record check box which you want. Then, click ‘Click to Check’ button. After
that the result will appear at the bottom of that page as follows:
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Step 2: - Click on Approve button to approve the leave. The record will automatically be updated 

         into the staff’s leave taken records.

- Click on Reject button to disapprove leave, and then the record will automatically be updated into
  the staff’s leave taken records. (You need to key in the reason for rejecting the leave application)
Step 3: - Click on Modify button to modify the staff’s leave application if required. After making the changes,


  for example the number of days or AM/PM, click on submit to approve the changes.

3.4 View Staff Leave

Allows the supervisor to view the leave listing for all staff under his/her supervision simply by selecting the Staff Name & Leave Type & Status from each drop-down list.
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Status


     Descriptions
	Pending
	Waiting to get approval from Supervisor

	Recommended
	After getting approval from 1st  Supervisor

	Verified
	After getting approval from 2nd Supervisor

	Approved
	After getting approval from 3rd Supervisor

	Rejected
	Disapproved by Supervisor

	Pending for Cancel
	Cancel approved leave after getting approval.

	Cancelled
	Cancelled leave


3.5 Staff Calendar

Provides the supervisor a quick glance of the leave applications of staff under his/her charge.
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3.6 Leave Report 

Allows you to view or/and Print Leave Reports – in PDF format.
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In Leave Report, 

Step 1: Choose Employee Name.

Step 2: Choose Leave Type.

Step 3: Choose Date Range.

Step 4: Select the Report type you wish to print.

Step 5: Select the Type which you want to Sort By when reporting.

Step 6: Click Print.

Then, report with PDF file will appear in next browser as follow: 
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3.7 Exit from the System

To exit from the system, click on the link Exit.
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4.0  User’s Guide for ePayslip

4.1 Logging into the ePayslip System

At the Home Page of eModule system: 

Step 1: Type Employee No. (Please check with your HR if you are unsure)

Step 2: Type Password.
Step 3: Select Period (By means of clicking the drop down list).

Step 4: Click Login.

Note: Upon successful login, you will be prompted to change your password. (Applicable to user logging into the system for 1st time)
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Step 6: After logging in, click on the dropdown list and select ePayslip. You should be able to see the screen as follows: 
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- Online Payslip Viewer

E-Payslip &
2 online Payslip l«
Vi) (Change Password

This utility allows you change your View Payslip Password (min chars:8).

Bxit

Employee No: A000S

old Password:

New Password:

Confirm Password:

This password is for viewing of your E-Payslip only. It will not be used for other e-modules.

Tmportant Note for password policy

- Password value cannot be blank

- Atleast 8 characters for your new password

- Atleast 1 mumeric character

- Atleast 1 uppercase character

- Atleast 1 lowercase character

- Maxinmm 16 characters for your new password





You will be prompted to change your password if you are logging into the ePayslip for the 1st time.

NOTE: This password is for viewing of your ePayslip only. This is a 2nd level password for security purpose and this password will NOT be used for other e-modules. 
Important notes for password policy:
- Password value cannot be blank
- At least 8 characters for your new password
- At least 1 numeric character
- At least 1 uppercase character
- At least 1 lowercase character 
- Maximum 16 characters for your new password
4.2 Viewing Your Payslip Online
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In View Payslip, 
Step 1: Key in your ePayslip password.

Step 2: Select the period/month from the dropdown list to view your payslip. (You will only be able to view

             your payslip after HR have completed the payroll for the month.
Step 3: Click on View to view your payslip
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4.3 Printing Your Payslip from Your IE Browser

Step 1: Click View >> Text size >> Smallest (This will allow a prefect printout on A4 paper portrait format)
Step 2: Click on File, Print

Step 3: Please select a nearby printer to print as your Pay information is confidential!
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4.4 Changing Password

To change the current ePayslip password:
Step 1: Click on Change Password

Step 2: Input your old password

Step 3: Input your new password

Step 4: Confirm the newly changed password at the Confirm Password

Step 5: Click Submit to confirm the change.
Step 6: System will prompt “Are you sure?”. Click OK to confirm.
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- Atleast 8 characters for your new password

- Atleast 1 mumeric character

- Atleast 1 uppercase character

- Atleast 1 lowercase character

- Maxinmm 16 characters for your new password
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After submitting new password, it will show successful message for confirmation.
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2. The result will appear at the bottom of that page.





1. Can check that there is any one on leave at that day.











To apply leave for yourself








To view/approve/disapprove/modify leave applications for subordinate. 

















Note: Password must be minimum 8 characters.
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