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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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Pay On DEMAND VARIABLE T&A LoG REQUIREMENTS

Background

When using a Pay On Demand (POD) system, a payroll datasource “Require T&A logs to exist?” checkbox exists for controlling
whether pay can be sent to the POD provider. This setting can now be overridden on individual employees.
Employees

Where a POD system has been defined on the payroll datasource to which the employee belongs, a new “Use default” option
has been added to the Pay on demand tab.

W'Y X BE Employee Detail - Mr Kip Future

J @ ﬂ H % Notes [ Create mail E g __:!] H_)’ %5 Print badge ~

@ Attachments &\ Check working time conflicts

Close Previous MNext  Save Planner  Transactions Quick  Print
=] Process sheets - email  |abel * G Reports ~
MNavigate Save Other Record

| General | Right to work | Auto Enrolment | Banking | Sites | Holidays | Properties | History | Teams | Furlough'JSS | Time and attendance | Pay on demand | Image

\Wagestream
Enrolment status Not enrolled v | [ Exclude employee?
Require T8A logs to exist? |Use default A4

No

Use default

Yes

k&npfayﬂeﬂeﬁff & 2025 Workwave UK Limited

Note that “Use default” means that the datasource configured option is applied.

When pay is being prepared to be sent to the POD provider, the employee override is used in preference to the
datasource-level option.

Using this option, cover employees working at a site with T&A active but who will not log in and out of that site can still have
their pay sent to the POD provider, while other employees only have their pay sent if T&A logs exist.
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BubpGeT ReEviEw BATCH

Background
The Budget Review Batch process allows users to perform bulk amendments to budgets based on multiple criteria.

The process has now been amended to to allow bulk end-dating of budgets, along with an extension of the export/import
functionality.

Budget Review Batch - End Date

A new Change type of “End date” has been added to the Budget Review Batch Detail form. When selected, a new End date
field becomes available.

P = Budget Review Batch - (new)

.,JJ H - Notes \\J" i:é D Delete

Close Save Budget Post
review items

Navigate  Save Other Batch

General | Extraction |

S—

Description | End date budget lines |
Accounts system |Demn accounts - |
Change type Walue ) Percentage 'Rebuild ) Hourly rate ) Split wage re-align ) Single wage re-align

IEnddate - I

& 2025 Workwave UK Limited

BudgetFeviewBaichDetai

Note that there are no other options for this change type.

When the batch is generated, the End date is used as the date for selecting active contract budgets.
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Budget Review Items

When the batch has completed generation and the review items have been created, the Effective date to column can been
seen on the item list.

N=RE Budget Review Item List . x
I Close @ Excel @ Auto refresh > qd &l 9 @i &
= | .
%' Refresh =& Expand % Create import  Import
HaPrint = Collapse - template template
List Row Fil... St.. Excel
Drag a column header here to group by that column.
-urrent value | C Ky I
Thu Fri Sat Sun Total Value Hourl Effective date to Mote F
= = = =| =| = = = [
0.00 £0.00 £0.00 £0.00 £100.00 £0.00 NN22025 Review batch 725
0.00 £0.00 £0.00 £0.00 £200.00 £0.00 NN22025 Review batch 725

i izt 2 rows

Budgetfeviewite

B 2025 Workwave UK Limited -

Review items can be opened and the Effective date to altered from that set by the batch End date, with validation to prevent
the date being beyond the end of the associated task.

| v e s Budget Review Item - o X

General

u @ ® H O Delete

Close Previous Next Save

Navigate Save

Review ltem |

Batch [ test2703 |

Contract [WITESTNEW

Description
Budget group
Budget period

[test2

View budget line

| More revenue!

|1 Months |

Linked pay scale | |

End date
Effective date from 01/01/2023 -

Effective date to 311272025 -

Reason for change
Review batcp 725, end date -

BudgeiReviewltemDeizil
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On posting an End date Budget Review Batch, the existing budget lines are end-dated and no new budget lines are created.
Note that if a primary budget line is end-dated, then related secondary budget lines are also end-dated.

When creating an Export template for an End date Budget Review Batch, the Effective date to column is present and is the only
column that allows change.

Contract weekly employees End date
al Value Houlk | Effective date to Nite Rg
0 0.00 3A12/2025 R¥view batch 725, end date  Fre
0 0.00 31242025 RBview batch 725, end date  Fre

When budgets are imported from an Import Template, the import process checks whether any rows have been deleted in the
template. If any rows have been deleted, then the user is prompted to choose whether to delete them.

Confirm action

Rows have been deleted from the import template. Do you want to keep these rows in the
batch, or delete them?

L2

e Keep - Thisimports the rows from the template, but where rows have been deleted from the template, these are not
deleted from the Batch Review Item list.

e Delete - This imports the rows from the template, and where rows have been deleted from the template, these are
also deleted from the Batch Review Item list.
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EmpPLOYEE PORTAL - REAPPLY APPROVED REQUESTS

When Employee Portal (EP) requests are approved/accepted via workflow, the application of the request creates the necessary
employee plan events for holiday or absence. On occasion these events are subsequently deleted by users (via Roster
Manager, Employee Plan, of Timesheets).

A new facility has been added to allow the reapplication of an accepted request in order to recreate the deleted employee plan
events.

A new toolbar button has been added to the form for EP Request records. This button is only available for requests which have
already been accepted.

:f‘x |5 EP Request Detail - ] X
. General
i) @ Q £ Motes - 4‘% E_
\ e“& =
Close Previous Mext Workflow] Reapply ] Inconsistencies
Navigate Other Workflow Record

\Cilieria Dates|

Reguestnumber | gag

Employes Mr Kip Rolls e =
Reguest
Requesttype | Heliday v| [11/032025  w |10 11032025 v | |Halfday v

TLI1044/01 — 1 days

Viking Funerals — 1 days

Response | Holidays

View calendar

View roster manager

Accepted 10:09 271022025 by JC

EPRequestDetsi! 2025 Workwave UK Limited |

When clicked, a confirmation displays before the reapply process begins. Unlike the initial acceptance of the request,
employees are not auto-emailed as part of the reapply process.

Visibility of this button is secured by the following new function:

o EPRequest.Reapply
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PROFILE SwITCHING — CusTOM GROUPING

Previously, grouping of users for profile switching was based on the email address being consistent across the users in the
group. However, there are scenarios where employees have multiple accounts with different email addresses for the (different
operations they work for) but still require profile switching between them.

A new Profile group field has been added to the User Details form. This allows administrators to define custom groupings of
users for profile switching purposes.

o : User Details - Mary Smith (admin) - o X
| Jae - er Details - Mary Smith (admin)
General
X
Close  Previous Mext Save
Navigate Save
mGeneraI|Purta|sa‘Mnbile User Roles | User Groups | QA Templ Stores Templ Data Form Templ Training T+ 4 | ¥

{se Windows authentication? |

Userid MSA

MName Mary Smith (admin) .
Job title Employee 1 )
Telephone

Direct dial

Fax

Mabile

Email address ms&templa.com

BCC this address when sending emails?

User level FULL 4

‘workflow level Manager -

Alerting option Alert -

Initial form Alerts and actions -

Overrding windows Y

language set
‘Change password on next legin? Block format changes on filtered lists?
Restrict access to values? Suppress billing review history update?
Suppress license warning? View my user group’s ad hoc jobs only?

¥| Allow view of archived data? Restricted access to user group ad hoc jobs?

Filter notes by user role? Exclude from zuto-expiny?

Restrict contacts to users sites only?

V| Allow profile switch?
| Profile group | Mary Smith |

Workwave UK Limite

UserDeta

When a user selects Switch Account from the Templa menu or double-clicks their name in the status bar, the Switch Account
popup now displays all users who share the same Profile group value as the current user.

When profile switching is enabled for a user for the first time, their current email address is copied to the Profile group box.

For users who already have profile switching enabled, their existing email address is automatically copied into the new Profile
group field during the upgrade process.
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STORES ORDERS — UNDELIVERED CANCELLATION

Processes already exist to automatically cancel outstanding items on part delivered stores orders, based on the elapsed days
after the part delivery. However, items that were never delivered could result in orders remaining open indefinitely.

New settings have been introduced to handle this scenario.

New options have been added to System Control > Stores.

. l 1= Systern Control - Stores O X
General
'\J H
Close  Save
Navigate
Stores| Repeating orders | P e type
~
Budgetary control frequencies Documents
Budget year end date 31032015 h Mabile device and Picking list analysis level  |Area Manager
; =7 stores order form
Count  Basis Description Delivery note analysis level | Area Manager -
! 1] [Monthly ~ | [Fixed period  ~ | | Monthly = Stores form analysis level | (Mot set) -
2 3| |Monthly * | Rolling peried + | | Rolling quarter
3 12| |Menthly ~ | |Relling peried ~ | | Raolling
2 Mot set Roll o crngyear Control supplier order redistribution
s olling pen Order number prefix
5 Mot set ~ | |Rolling pericd
Suppress suffix?
Budget management level | Contract - Allow stores order gquotes?
Defaults Supplier/preduct cost change tolerance
Order type Direct h V| Auto manage product cost changes Cost changes on invoice within the tolerances will
be automatically applied as ‘last cost’
Internal store MAIN WAREHOUSE ‘3)0 ", Increase | 5.00% Decrease 5.00% | | Beyond tolerance will reguire workflow approval.
Price group 30% Standard Price List ‘3)0
; - Billing
Build from contract method | Allow template selection - . o
Mandatory client PO on stores billing
Cancel Remaing V| Recharge requires billing? Invoice when complete?
Direct Transfer To stores Split by MNone -
On first receipt No A No - Mo - Min price list markup 0.00%
Part delivered 5 5 5
Diays after first receipt :
Never delivered o % o Transfer costing Last Cost -
Days after reguired date
£ V| Auto post on approval
Stores order request workflow paths § .
Default nath Stores order aporoval i ] Delenvis —

As with the pre-existing Part Delivered settings, a non-zero entry in Never Delivered enables the processing.

Once enabled, the overnight process that cancels remainders applies these settings. Therefore, any existing orders that meet
the criteria have their remaining quantities cancelled.

Note that Never Delivered applies to the line on the stores order that has had no delivery and is past the number of days after
the required date, whereas Part Delivered applies to the entire remaining lines on a stores order that has had at least one
delivery.

This processing has been implemented on both Stores Orders and Multi-Site Stores Orders.

Document Ref: NEWS-2025.03.docx
© Copyright 2025 TEAM Software by WorkWave

Page 11|18
TEAM Software by WorkWave | teamsoftware.com/legal



MiGRrATION WizARD — CONTRACT BUDGET DAILY VALUES

The existing MIGRATION: Contract Budget option within the Migration Wizard has been extended to include additional daily
budget columns, relevant to payroll budgets.

The spreadsheet generated for the import of Contract Budget details has now been expanded to include the following
additional columns:

Employee count
Monday hours
Monday value
Tuesday hours
Tuesday value
Wednesday hours
Wednesday value
Thursday hours
Thursday value
Friday hours
Friday value
Saturday hours
Saturday value
Sunday hours
Sunday value

The new columns are only relevant if:

e Thefrequency period is set to one week.
e Apayroll budget group is used.
e The period level value and hours are not set.
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AuTto Pay Accruep HoLipay

This modification is only applicable to installations using the UK payroll process.

Background

Recent legislative change means that employees working irregular hours can now be paid for the holiday they accrue each pay
period, rather than take the holiday. TemplaCMS has been enhanced to allow accrued holiday to be automatically paid.

System Control - Payroll

A new option has been added to System Control > Payroll > Holiday:

] |+ System Control - Payroll ] X

General

Close Save

Navigate
| F'E-,r.r| Tiw'eal’eet3| Furlough/JSS | Employee schedu hda'y‘l .—.vt:-lez--e| Costretrieval Fe::r:ilizli:r| Gender pay arnings | Employee checks
Accrued holiday pay ion cost type | Holiday Adj on Termi 0
Unused holiday accrual type ||nc|udefuture bank holidays vl
I Auto pay holiday accrual extra type |A|-|'l0 paid holiday |%:-o I

"' Hide bank/public holidays on timesheets and payslips?

| Heliday accrual (in hours) allowed?
["] Manage holiday by contract task?

Timesheet joiner accrual holiday method | &

Zero hour contracted employees leaver :
holiday weeks

Delivered hours heliday calculations

[ Include holiday in delivered hours? [ Include bank/public heliday in delivered hours?
"' Include holiday in delivered pay? " Include bank/public holiday in delivered pay?
Automatic public holiday pay

V| Apply calculation rules?

If working at least Ijl hours, aver the preceding weeks

Pay using extra type | Holiday on Ter |'®o
Absence resson | Sickness |®o

ontrof_Payroll

© 2025 Workwave

If this is specified, then the below modifications are enabled.
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Holiday Method

A checkbox has been added to the definition of accrual holiday methods:

N ed "+ Holiday Method Details - Zero Hour employees obile St... -
\ 5l Holiday Method Details - Zero H ployees & Mobile S O X
| s i S HO

e Hd

Close  Previous Mext Save

Navigate Save

General | Caps | Accrual | Dates |

S —

Code ZHREE |
Description | Zera Hour employees & Mobile Staff
Calculation type |.ﬂm‘|.sai -

Auto pay accrued holiday? |

Timesheets

A new Pay holiday accrual button has been added to the timesheet toolbar.

[ " a dE |- Timesheet Details - Site timesheet -- EIRE/01 : Southern Ireland Site - ] x

General

Je A B | =t & L4 @ VvV VVV

? Attachments
Close  Previous  Next Save Pay holiday Workflow Send Send  Repeat Add Print/email  Timesheet Composite Employees Weeks Signoff Tick
accrual on back workflow employee  timeshest  exceptions notes ALL
Navigate Save Other Holiday pay Workflow Record Tick
Site Details
Navigator B X [wic (0603) [ w2 (1102) [ wic3 (20102) [ wiea (27/02) [ Totals |
Cmp? |Payrolln |Empl
o E 4 e Cleaner o el Mon 06 TueO7 Wed02 ThuD9 Fril0 Sat1l Suni2 Tggls Hours Pay ~
354 Abig
354 000 000 000 000 000 000 000 0.00 £0.00
® 100000 Ses ) Std hours Contracted
Abigail Rate £0.00 E£000 E000 £0.00 E0O0 £0.00 E000 ppocns 0.00 £0.00
0'Conner
Adjustment C G & H Cover 30.00 £320.00
EIRE/1:Daily office Hours 1000 1000 1000) 100 Haliday -1.00 £0.00
Rate £10.00 £1200 £10.00 Bank holidays 0.00 £0.00
4 /‘ ﬂ Absence reason ~ ~ ~ ~ ~ ~ v Other 0.00 £0.00
Complete? [ Payslip comments Extras £38.62
Periodjc 0.00 =0.00
V. |5 Timesheet Extras - Site timesheet -- EIRE/01 : Southern Ireland Site - Employeg tilnesheet -- Abigail O'Conner ] X

General

Cleaner Close
300000
Sean Navigate
O'Conner Ei=s |
EIRE/01: Dy off] Extra type A Date Rate Quantity Unit description Value (+ve or -ve) Payslip text
e | ]| | ]| | (=] |
» Auto paid holiday 02/04/2023 00:00 11.03 350 38.62 Holiday accrual payment
Lg A P (not set)

1. 1 1 ek e

2 entries

Document Ref: NEWS-2025.03.docx Page 14|18
© Copyright 2025 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



This is only visible if any employees on the timesheet are assigned to a holiday method that have the new “Auto pay accrued
holiday” option selected.

If the new button is clicked, all relevant employees that qualify for the automatic accrual payment are processed in turn and a
single extra is generated for each employee, where this extra is for hours accrued within this pay period, at the average rate of
the worked hours that triggered the accrual.

This calculation is also performed automatically when the timesheet is saved.
By clicking the Extras button, the result can be seen, but this extra cannot be amended or removed.

Holiday taken within the timesheet (via the “H” adjustment) for an employee on such a holiday method can still be recorded
for reference but are forced to a rate of £0.

Holiday Transactions

At the point the pay batch is posted, holiday transactions are created:

An entitlement (positive) transaction for the holiday accrued in the period.
A usage (negative) transaction for the accrued holiday payment.

A usage (negative) transaction for any H hours recorded.

A usage (positive) as a reversal of the H hours recorded.

Thus, the sum of the above nets to zero for each pay period.

AR Holiday Transactions - Abigail O'Conner g X
General
u,-fl r‘ﬁz S @i .: F ) @ Auto refresh > @ Q 4y Filter selected |
] ) - [T Un-filter selected

Close PRefresh  Print Excel Expand Collapse Add View

H adjustment !33 Immediate filter
List Row Filter

; Drag a column header here to group by that column.
Ji& St Employe Holiday Contract Oty Unit Task Dated & Description
BEE ® & m =3 ® ®

{:} T84 2023 EIRE/D -1.0000000 Hours O 09/03/20230  1.00 hours
W LF <354 2023 EIRED 1.0000000 Hours 0 030320230 reversal 1.00 hours
1 LF <Id- 2023 EIRED -35000000 Howrs O 02104020230 £32.62 paid as extra
i Lﬁ T354- 2023 EIRED 35000000 Hours O 02/04/20230 29 hours at 0.1207000

Holigay Transaciionlizf 4 rows & 20025 Workwave UK Limited |
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EmPLOYEE HoLiDAY TAB AcTIVE/CURRENT YEAR

Previously, the Current option on the Holiday tab on the Employee displayed the most recent open holiday year.

The holiday year end is often run in advance of its end date to open up the next year for requesting holiday via Employee
Portal. In this scenario, the current year (based on date) would not be immediately visible when looking at the employee
holiday tab.

By default, the Holiday tab now displays cards for the current holiday year (as at today), along with any subsequent open
holiday years.

To reflect this new logic, the radio button label has been updated from “Current year” to “Active year(s)”, clarifying that the
display includes the present year and any future years that are open.

Document Ref: NEWS-2025.03.docx Page 16| 18
© Copyright 2025 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Lo NUMBERS

This enhancement update contains the following log numbers:
Wi4384
Wi4465
Wi5293
Wi5354
WI5355
WIi5356

WI15419
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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.
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