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INTRODUCTION

This document details changes made to TemplaCMS and features added this month as an update release following the formal
release of version 6.1.0.

All menu paths provided are based on the standard UK menu structure, as such certain options may be found in different
locations where the menu navigator has been altered by the client.

Note: Where new functionality has been introduced, it is imperative that a full understanding of the implications for set-up
and use are resolved by the client.

In some instances, where the new functionality is minimal, the TEAM Software Customer Success Manager can cover this with
the client. However, where the functionality is not minimal or has implications elsewhere in the system, training must be
provided by the TEAM Software implementation team to the client, a note to this effect will be added to the relevant sections.
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WoRKFLOW MANAGER SECURITY

The workflow manager was designed to let system administrators review and reassign workflow items between users as
required. However, the functionality to review the workflow manager without being able to reassign items may be granted to
users. To better suit this second use, function and restricted/analysis checks are now applied to the workflow manager.

There are 22 item types within TemplaCMS that can be processed through workflow. For each of these, there is now a specific
function that a user must have in order to see the items within Workflow Manager.

& 5t Code

[m]| =] |
WorkflowManagerltem.ActionReguest
WorkflowManagerltem.Adhoclob
WorkflowManager|tem. CashbookEntry
WworkflowManagerltem. Contract
WworkflowManagerltem. DataForm
WorkflowManagerltem.EPChange
‘WorkflowManagerltem. EPRequest
‘WorkflowManagerltem. EPRequestSite
WorkflowManager|tem. Equipmentludit
WorkflowManager|tem.Journal Entry
WworkflowManager|tem. MultiSiteStores Order
workflowManagerltem. Process Sheet
workflowManagerltem. ProductCostChange
WorkflowManagerltem. ProductPriceReviewBatch
‘WorkflowManagerltem.Project
WorkflowManagerltem.Purchaselnvoice
WaorkflowManagerltem. Q4
workflowManager|tem. StoresOrder
WworkflowManagerltem. StoresOrderReguest
WorkflowManagerltem. Timeshest
‘WorkflowManagerltem. TrainingForm

WorkflowManager|tem.\Workbill

Description F

- m| ‘warkflow Manager - [

\warkflow manager - View action reguest
Workflow manager - View adhoc job

Workflow manager - View cashbook entry
Wworlkflow manager - View contract

Wworkflow manager - View data form

\workflow manager - View EP change
Warkflow manager - View EP reguest
\warkflow manager - View EP request site
Workflow manager - View eguipment audit
Workflow manager - View journal entry
Wworlkflow manager - View multi site stores order
workflow manager - View process shest
Wwaorkflow manager - View product cost change
Waorkflow manager - View product price review batch
\Warkflow manager - View project

Workflow manager - View purchase invoice
Workflow manager - View QA

Wworkflow manager - View stores order
Wworkflow manager - View stores order request
Wworkflow manager - View timeshest

Warkflow manager - View training form

\Warkflow manager - View workbill

At installation time these functions will be automatically assigned to any existing function groups containing the existing
WorkflowManageritem.List function (i.e., so existing users of Workflow Manager will be unaffected). It is an administrator’s
responsibility to determine which function groups require these functions.

When viewing Workflow Manager (System Admin > Workflow Admin > Workflow Manager), two tree views are built containing
a list of users with assigned workflow items, and a list of tracking users, with a count of items assigned to each. The most
relevant tree node, normally the list of items assigned to the current user, is then auto selected and the main workflow item
list built. When a tree node is selected which is not for your current user, two new types of security are applied:

1. The functions assigned to your user for each workflow manager area are checked and applied, so a user with the
function WorkflowManagerltem.Timesheet only would not see workflow manager items of any other type.

2. The analysis code, datasource or branch filtering that is applied when normally loading a list of that item is now
applied so a user will not be able to see Workflow Manager items that they would not normally be able to see via the

relevant item list.
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Note that both restrictions are only applied when seeing the item list for a different user. Thus:

e Both the users built and the counts on each user within the trees are unchanged - i.e., a user may see that another
user has 100 items in the tree, but upon loading, their list will only see some of these items based on the current
user’s security.

e Therestrictions do not apply when viewing your own assigned items - i.e., if a user has been assigned a workflow
item for an item which they may not normally have permission to see, they will still appear within the workflow
manager item list.
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CURRENT STAFF REPORT DISTANCE FILTER

Background

The Current Staff Report has been extended to allow distance filtering.

Current Staff Report

Where a mapping APl key is in use and the Current staff report has been set to Show distance, a new “Include distance” option
can be selected with options for:

o All
e Greater than (where a distance can be entered)
e Lessthan (where a distance can be entered)

71 s Current Staff Report - o X

General

J& @ @

Close Refresh Selectsaved Runon
results batch

report

[Selections!| Details|

Date [o1032024  ~

Datasource

Client

Employee type

|
|
Site |
|
|

g 696 ¢ ¢

Task type

4

V| Show distancetositeas  Miles

|I Include distance |Greaherthan v 50.00| Miles I

Analysis

Business analysis l I Marketing analysis
Region Source

Ops Mar Sector

Contract Mgr Contract Admin
Area Mgr

Client contract

Internal

TimeGate branch

LCumen.{Sfaﬂﬁ’E,md © 2024 Innovise Software Limited

When the report runs, if an “Include distance” type is selected, only rows where a distance has been calculated that matches
the required “Include” condition will show.

Note: This distance functionality is only available to TemplaCMS clients who have the Google API license key installed (System
Admin > System control > System Setup > License > Mapping API Key); this is a nominally free-of-charge API key. Full details on
how to obtain an API key are provided via the below link:

https://success-templa.teamsoftware.com/PDFs/TemplaCMS/Technical/TemplaCMS-Google-API-Keys.pdf
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JouRrNAL Copy

Background

The ability to copy a journal has been added, but with restrictions on copying journal items.

Functions

A new JournalEntry.Copy function has been added. At installation time, this function will not be assigned to any function

groups. It is the responsibility of an administrator to assign the function as required.

Journal List

A new Copy taskbar button has been added to the journal list (Transaction register > Journals) for suitably authorised users.

Upon copying a journal, a new journal is created based with relevant header and item information brought over.

Note that when an item was matched to anything other than a site or client, the match type will be changed to site and the

matched item (e.g., workbill number) removed.

@ Auto refresh = *}-
s gl

mport

List

®# UO

Lhange
wizard posted period

Upen

Mew

B

Copy | View

Row

% = Notes

£ Attachments

Other

Alerts | Action List| - Finance Director | Journal Register

Journal Reqister
Irag lurnn | lert t i that coll
g8 St Lognumb  Status Youcher ref Batch ref Date Description
AEE = 0l 0 = 0
o B3 JOO5 - Posted CMSp338 CMSp338 N0V202200:00  payroll costs - pi
o B4 JOO5 - Posted JMBN234 010872022 00:00 DEMO
- 85 JOO5- Posted ~ CMSp339 CMSp3a29 280022022 00:00  payroll costs - pi
|1f 26 JOOT - New CMSnJpl CMSwpl 31012023 00:00  Wage journal - P
ws B7 JO05 - Posted TEST-V TEST-B On2r2022 00:00 TEST-DESEHIP'l
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EmMpLOYEE INDEFINITE LEAVE To REMAIN

Background

The ability to mark employees as having Indefinite leave to remain is now available.

Employees

On the Employee Right to work tab, a new option has been added:

N\ Jaw d e Employee Detail - Mr Kip Angel Slice - a X
!
General

. Close . Notes [3 Create mail 1 @ Transactions ~ % ~
4@ Previous ® Attachments Quickemail &\

_ Save Planner
B MNext o] Process sheets =g Printlabel ~ ﬂ -

Navigate Save Other Record

| Auto Enrolment | Banking | Sites | Holidays | Properties | History | Teams | Furloughtss | T[«]»

g
|

V| Visa required?

Visa reference |

lssueddate | (not set) -

Expiry date | (not set +| | indefinite leave to remain? |
Nationality | v

Grantstatus | None -

Candidate Id |

Date of Review | (not set) -

Employeeletsil & 20174 Innovise Software Limvted

Note: Indefinite leave to remain can only be specified where no visa expiry date has been entered.
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This new checkbox has also been added to the employee list and filter.

'| JH -I s Employee Filter Detail - default filter for JC O X
General
UoH e O
Close Save Default Select Publish Select
criteria  filter format
Navigate Save Filter
Elrnplwee properties filtering critera | 1
ste | -
Pay scale | |®
Pay rate between | £0.00 £0.00
Bank account no |
Account type (all) -
Supplier | =
Date of birth (ot sef) v (notset) v
Age between | o] | 0
Visa required? ©'No ©)Yes @ Ignore
Visa expired? )No ©)Yes @ Ignore
Visa issued between | (not set) - | (not set) -
Visa expired between (not set) v |(notset) v
Indefinite leave to remain? 'No ) Yes @ Ignore
™~

Grant status | (all) v

& N4

EmployeefilterDetai & 24 [nnovise Software Limited

’|
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ExTerRNAL WEB SysTEM INvoicE BATCH OPTION

When using an external system that sends sales invoices to TemplaCMS via the webAPI, it is now possible to configure whether
each call to the invoice endpoint appends invoices to an existing, or creates a new sales invoice batch. This is controlled by a
setting on the external system definition.

| S I I | —— 1 Y

N — f
S = I External Systemn Details - (new) - L b
| L ——
zeneral
Close Save  Save and I
new
Mavigate Save

General | External websystem | Inter-company mappings | Responsible users | Dates
oo =] a
Client attachment type
Client settlement term
Client VAT code
Clients-send new to accounts [ ]

Contract calendar

Contract task type

Invoice attachment type

Invoice batch option Append -
Invoice revenue type Append
Invoice task type Mew
Journal attachment type

Site attachment type

Sites-force client entry ]
Stores order attachment type

Stores order line purchase type

Stores order type Direct
Stores order workflow path

At installation time this setting will be set to Append on any existing external system defined (preserving existing
functionality).
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LiNK SAFE

TemplaCMS has been modified to integrate with Link Safe for integration of time and attendance information.

If you wish to consider implementation of this, please contact your account manager for further information.
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OuT ofF OFFicE CONFIGURATIONS

Background

The out of office process within TemplaCMS allows workflow to manage the assignment of items for approval to nominated
stand-in users during an out of office period.

TemplaCMS has now been modified to control the relationship between users that can be used as stand-in and to inform an
administrator when the stand-in is changed or removed.

System Control

A new option has been added to System Control > System set up > Other:

- ] ) Systemn Control - Systermn Setup O x |

| iuererzl| Business analysis levels | Passwords | Freguency colours | Email settings | Email preferences | Data protection | Housekeeping |
Contact creation
Default contact type | Main contact fﬁéﬂ
Diefault job title |Operatinns Manager h‘o
Caontract supervisor BA level |Cﬂr|trac:'t Mar - |

I ¥ Inform 000 setter user of 000 remm'al?l

| SysternControl_SystemSetup & X124 Innovise Software Limited _.__:::

Where the above option is set, the 000 setter recorded on an 000 profile will be sent a TemplaCMS and/or email alert
(depending on the alerting options defined on their user record) if another user removes or changes the 000 stand-in user or
is no longer 000.

If the user changing the 00O stand-in user is the same as the 00O setter, then no alert will be generated.

NB: To receive an emailed alert, an email address must be defined on the user record of the 000 setter.
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Users

A new Out of office configuration has been included on the user detail window to allow a list of possible OO0 stand-in users to
be added.

vid @ E - User Details - A) - o X
zeneral
Close  Previous MNext Save
Mavigate Save
| Inter-company datasources | Dashboards | Employee Groups | Adhoc Jobs | Out of office configuration P'asswnrd| Email | Dates | |4 I b
Iser
=
EH
Bowles, Darathy,

Lizerlletan

B 202 lnnovise Soffware Limited

NB: if there are no users defined on the Out of office configuration tab, there is no restriction on selectable users when setting
an out of office profile (i.e., it is possible to select any user).
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Out of Office Profiles

Currently, there are two ways to set an OO0 stand-in user:

1. Auser can set their own out of office profile by pressing the “T” icon (top left) > Tools > Out of office options.
2. Asuitably authorised user can set either their own or other users 000 stand-in user via Session Admin > Out of office
profiles.

Regardless of which of the above methods is used to set the 000 stand-in user, if users are defined on the 000 configuration
tab of the user, then it will only be possible to select users from this list of authorised OO0 users.

\ il |z Users a X
General
: UEze
- :
) Close  Select View  Filter
] o
I]
List Row
D,
0, General Drag a column header here to group by that column.
— £ Code Description
o A 7 ® 0
Ma Close  Previous Mext DE Bowles, Dorothy,
Mavigate . b EH
I'Dptinnsl

™ 7 - - .
Currently out of office?  FEE-I RS e

Stand-in user BH

Il Mo
Mo
Ot M celetan 2 A2 [nnovise Sofftware Limited No
Il
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Invoice RuN Types - INvoice TypPe

Background

Invoice batch generation is based on the selection of an invoice run for the batch, which then determines which contracts are
examined in the generation process. For stores order recharge, workbill and ad-hoc job billing it is common practice to have a
billing line for each of these on every contract, normally with a single SO recharge, workbill and ad-hoc billing run being used
across all of the contracts. As such, these batch generations can be time consuming as all contracts will need to be processed.

The invoice batch generation process has now been enhanced to allow invoice runs to identify that they are for a specific
purpose. Thus, when generating an invoice batch, the process can now focus on those contracts that not only have the invoice
run in use but have un-invoiced details of the relevant invoice type in existence.

Invoice Run > Invoice Types

A new option has been added to the invoice run type definition:

= A B H_' E Invoice Run Type Details - Workbill - O bt
| |l A
zeneral
Close  Previous MNext Save
MNavigate Save

General | Dates

Code | Workbill |

Description | \workbill

¥ Allow zelection of workhbill type?

Invaice type \workbill -|

InvoiceRunTypeDetail & 2024 Innovise Software Limited .

LI I I

This allows the invoice run type to be linked to a specific type of invoicing. Validation has been added to ensure that users can
only select an invoice type which has only been used on contract billing lines of a matching type (i.e., users will not be able to
set an invoice type of Workbill where the invoice run type has been used on contract billing lines defined as anything other
than Workbill).
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Contract Configuration Report

The billing contract configuration report has been modified to include this “Run invoice type” as a new column. Using this
report, a user can then group by run, run invoice type and billing type to identify any billing lines which have caused the
invoice run type validation failure.

DL Contract Configuration Report

General
, - li
U= =5¢ @ ¥ G s
Close  Refresh  Expand Collapse  Print  Excel Show analysis  Selectsaved  Save
codes results results
report
Selections | Details |
Contract configuration report -- Billing - As at - 0/03/2024
Datzsource - Client- Site- Task type - Include WIP contracts? - Mo
Drag a column header here to group by that column.
@ 3l value s \weekly rebate value R 4 weekly rebate value R Menthly rebate value # Annual rebate value+ Run HRun invoice type W HBilling type A VAT = E
= = = = = _ of = [l
[ | £0.00 £0.00 £0.00 £0.00 £0.00  ‘workbill ‘whorkbill ‘whorkbill 20 Percent
[ | £0.00 £0.00 £0.00 £0.00 £0.00  ‘workbill ‘whorkbill ‘whorkbill 20 Percent
B £0.00 £0.00 £0.00 £0.00 £0.00 Stores re-charge Recharge Recharge 20 Percent
[ | £0.00 £0.00 £0.00 £0.00 £0.00 Stores re-charge  Recharge Recharge 20 Percent
B £0.00 £0.00 £0.00 £0.00 £0.00 Stores re-charge  Recharge Recharge 20 Percent
B £0.00 £0.00 £0.00 £0.00 £000 Stores re-charge Recharge Recharge 20 Percent
T £0.00 £0.00 £0.00 £0.00 £0.00 TLI01719 Any ‘whorkbill 20 Percent
[ | £0.00 £0.00 £0.00 £0.00 £0.00 TLI01719 Any ‘whorkbill 20 Percent
[ | £0.00 £0.00 £0.00 £0.00 £0.00 TLIO1719 Any wiorkbill 20 Percent
B £0.00 £0.00 £0.00 £0.00 £0.00 TLI01719 Any ‘whorkbill 20 Percent
[ | £0.00 £0.00 £0.00 £0.00 £0.00 TLI01719 Any ‘whorkbill 20 Percent
[ | £0.00 £0.00 £0.00 £0.00 £0.00 TLIOI719 Any workbill 20 Percent
B £0.00 £0.00 £0.00 £0.00 £0.00 TLI01719 Any ‘whorkbill 20 Percent
[ | £0.00 £0.00 £0.00 £0.00 £0.00 TLI01719 Any ‘whorkbill 20 Percent
£334501 71 £491 1964 £2126 o2 ) o T -
4 »

Contract Billing Lines

A new validation check has been added to the contract billing line set up to ensure that users can only select an invoice run
type which matches the billing line type selected.

Invoice Batch Generation

The invoice batch generation process has been modified to detect if the invoice run selected is for a specific invoice run type.
Where this is the case, TemplaCMS will now focus the invoice batch generation purely on contracts with un-invoiced items of
the relevant type. For example, where an invoice batch is generated for an invoice run type exclusively for Workbills,
TemplaCMS will then only review contracts with un-invoiced Workbills.
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AccRUALS AND PREPAYMENTS FOR CONTRACTED WORKBILL REVENUE

Where contracted workbills are scheduled to occur (for example) every three months, it is often normal to invoice the client
monthly to keep a consistent invoice value month on month. This does, however, result in an imbalance between cost and
revenue, with all the cost being in the period the work is performed and the revenue in every period.

New processes have been put in place to identify the relationship between the contracted workbill and its billing, making it
possible to generate accruals and prepayments that move the revenue to the period of the cost.

A new field has been added to the contract billing line definition:

. ] L*j |5 Contract Billing Line - Update Test Limited - (new) O Pt
Close Accept  Accept
and new
Navigate Save
Billing line
Effective 01/01/2024 * | to |(notsel) - Type |Standard hd Suppress in nen working periods?
I text Groupings
2 monthly window clean, billed monthly in advance Consolidation 5
Consclidation seg (1]
Summary invoice =]
- Sub total
Use daily rate?
Quantity 1 Unit price £250.00| Price £250.00
Veekly £57.52]  Monthly £25000) Annual £3,000.00 Document delivery
Address to Client -
Basis Advance + | Freguency 1| |Months -
ATKINTRU description @)
Task 1 - Daily Office Cleaning -- Daily Office Cleaning -
Suspend
Revenue type Contracted: In-House Periodic Cleaning ‘35)0
Suspended?
Rebate %
Auto re-instate (not zet) -
Dates
VAT Standard Rate - Lestinvoice (not set) -
Invaice run Manthly Billing - Next invaice 01/01/2024 h
Client PO ref
Qur ref
Inv to WE x-ref Im-windows

By entering this cross reference on a billing line, the user is defining that this billing line relates to a workbill (that may be on a
different frequency). This cross reference is free text, and no validation is performed on it.

In this example, the billing line is defined as occurring monthly in advance.
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Contract Workbill

A corresponding field has been added to the contract workbill definition:

:"-. '_J a |z Contract Workhbill - Update Test Limited - (new) o

General

U 9 @

Close Accept  Accept
and new

Navigate Save

Workbill | orkbill documents |

Workbill number Effective |01/0172024 =] to [[notset) ~ | [F] Suppress in non working periods?
Title [Vindows | Workbill type | Standard el ]

Task 1 - Daily Office Cleaning - Daily Office Cleaning -

Wurkinsh’m‘ﬁunl Customer specific work instruction | Contacts |
‘window cleaning every 3 months

Basis |Scheduled  +| Frequency| 3| [Months -] [17th v] Lastworkbill | (notse) -
Run | Standard ol ) Firstworkbill | 170172024

gSpeciﬁc Time - Bssignto ) Supplier ©Team ()Employes ()Site employee Assign all team employees?
A

CIPM Days to complete Team | Alpha Team %@  Noofemployees ljl

© Any time Complete by next iteration? Extra type | Contracted Services: In-House Cleaning |ﬁio Employee already paid?

e |00
Hours
Labour £600.00 35.00

Supplier £0.00

Tota

Profit | -£600.00] | 0.00% |
Suspended

e

Invoice on confirmation? Imvoice line to workbill cross reference |3m—windm's |

Note that this can only be defined when the workbill is not marked as “Invoice on confirmation”.

By entering this cross reference on a workbill, the user is defining that this workbill relates to a billing (that may be on a
different frequency). This cross reference is free text, and no validation is performed on it.

In this exampl,e the workbill is defined as occurring 3-monthly, and by entering a reference matching that on the monthly
billing, the user has created a relationship.
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Prepayment Batches

A new Batch type option has been added to the prepayment batch process:

R = | s Pre-payment Journal Batch Details - * | et —|

u I I @ % Notes
Cloze Save Delete
Mavigate Save Other
J General |
Batch number | new batch |
Accounts system |.ﬂd:x:\nur|ts v |

Batch type Contracted Workhill revenue -

Financial peried | 2024| /| 1]

This process will generate a batch of possible pre-payments for sales invoice
revenue based on invoices posted to the selected penod that relate to contracted
waorkhills that will cccur in a later period (e.g. monthly advance invoicing for 3
manthly peniodic worl).

This is based on the ‘invoice to workbill cross reference’ defined on both the
contracted billing and contracted workhill row being in line.

On posting, the pre-payments will create journals within Templa-CMS which are
then posted across to the accounts system.

AdvEillingfournalBatchletzil B 24 fanowise Soffware Limifed .

As per the help text, a batch of this type will generate prepayments for advance invoices linked to contracted workbills using
the new cross reference.

Note: Any invoice with a cross reference defined will be automatically excluded from the pre-existing Revenue accrual batch
type.
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Accrual Batches

A new Batch type option has been added to the accrual batch process:

N = I Accrual Batch Details - * O bt

u H @ % Notes
Close Save Delete
MNavigate Save Other
General
Batch number | new batch |
Accounts system |.|'-"£:{:-Dun1:s - |
Batch type I|Cnntra~|::tad warkbill Revenus - I
Financial peried | 2024|/| 1

This process will generate a batch of possible accruals for sales invoice revenue
based on contracted workbills in the period whose billing is spread across later
periods (e.g. monthly arrears invoicing for 3 monthly peniodic work).

This is based on the invoice to workbill croess reference’ defined on both the
contracted billing and contracted workhill row being in line.

On posting, the accruals will create reversing journals within Templa-CMS which
are then posted across to the accounts system as a recurming journal.

AccrualBatchDetsil ® 024 Innovise Software Limifed .

As per the help text, a batch of this type will generate accruals for arrears invoices linked to contracted workbills using the new
cross reference.

Note: Any invoice with a cross reference defined will be automatically excluded from the pre-existing Revenue accrual batch
type.
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PeoprLE XD

TemplaCMS has been modified to integrate with People XD (HR system).

If you wish to consider implementation of this, please contact your account manager for further information.
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GATEWAY SERVICE

The TemplaCMS Gateway Service has always been run as a 32-bit service as it was linked to a CSV driver that requires this.

However, in some situations (when importing large datasets), this can cause failures due to the memory limitations placed on
32-bit applications.

It is now possible to run Gateway as a 64-bit service, thus preventing this problem. To use this, you will need a 64-bit CSV
driver.

Should you need to convert to the 64-bit version of Gateway, please contact support for advice on whether this is relevant and
how it can be achieved.
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Lo NUMBERS

This enhancement update contains the following log numbers:
WI3716
Wi3722
Wi3760
Wi3764
Wi3766
Wi3769
WI3770
WI3775
WI3782
Wi3786

Wi13884
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» TEAM Software

TEAM Software develops market-leading solutions for companies with distributed workforces. TEAM has a focus on the cleaning
and security industries helping the companies who serve these sectors manage and optimise their business; from front line
service delivery to back office financial management. TEAM's technology is designed to help improve productivity, employee

engagement and profitability, and at the same time help control cost, risk and compliance. For more information,
visit teamsoftware.com.



