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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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RosTER MANAGER — SwWAP WiITH No CoVER

Background

Previously, the Roster manager swap functionality required a cover employee to be entered, so the user could easily apply
multi-day absence or leave, but only if they assign a covering employee. This process has been changed to allow its use
without nominating the covering employee.

Roster Manager Swap

A No cover? checkbox has been added:

NuE ) F Roster Manager Swap

T I !

Missing 8253 - Eric Smith |

Site SE/MURPHO1/003 - The Indigo Man. : 3 — Daily affice cleaning — Daily office cleaning - CLEAMER - Cleaner

Date range 09122024 = | To [12122024 ~

| Holiday?

| Absent? |_ .

Covering [

Cover rate | 000

AostarManagerSwapFopllp 2025 Workwave UK Limited |

When this new checkbox is selected, users are no longer required to enter details in the Covering or Cover rate fields.
When not selected, TemplaCMS continues to function as now i.e., Cover details must be defined.

Additionally, a Site box has been added, which displays a list of all sites the missing employee is scheduled to within the date
range selected. The user can then highlight the site(s) they should be set as missing for.
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RosTER MANAGER — MuLTI-TOGGLE

Background

Previously, Roster manager allowed users to select only one toggle either Exceptions, Cover, Holiday or Absence.

This has now been enhanced to remove this restriction.

Roster Manager

Roster manager has been modified so that users can select multiple of the below options in combination:
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N\ gl s Roster Manager - o X
General
M [: - <« {&Goto £ L [ . || = [~ _/-_i\a Times oY F [ | @ i l Employee view
e Y% Sl e . el? 8 @2 @ G & |
B ~ | B Missed 2 3 5 . ;:@ Multi-cover
Close Refresh Excel Change Select Save Al Bxceptions | Cover | Holiday | Absence |fgply on Mokl | Hours | _ Daily | Cumulative | Site | Site  Checktime
filter filter changes R | T— change  workers 77.5 Tasks | | code | name conflicts a Swap
Navigate Filter Save Include unh‘ Show Variance Sequence Other
Rm'mwmaga\ Event
Mon 09/Dec Tue 10/Dec ‘wied 11/Dec Thu 12/Dec
ucEmployees
i @ Allauthorized employess B Rank for: The Indigo Man.
& Payroll number  Name: Fost code =
mzE | ®
Karren Balshei
Mr Gary Tapsell Il 53120 -
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CONTRACT SPECIAL INSTRUCTIONS

Background

Similar to the existing memo functionality that provides a pop-up window for client level notes when opening pay batches, a
new contract special instructions field has been added to clients to show a pop-up window when creating or amending
contracts for the client, with the requirement for the instructions to be acknowledged by the user.

Clients

A new tab has been added to clients for the Contract special instructions tab where any instructions can be entered.

YT X RE Client Detail - Murphys - u X |
.
) Close 2’ Notes &P Actions B Client sites [T Roster
@ Previous ‘ ® Attachments [ Create mail : Summary invoice line groups 3 Transactions ~
B Next - j Process sheets : Consclidated invoice groups @ Reports ~
Navigate Save Other Record

| General | PO Ref control | Properties | Contacts | Creditcontrol | Invoice distribution | Contract special instructions | Adhoc jobs |[ 4] »

Contract special You must inform the customer if any changes to billing are made on
instructions this contract. Please confirm you understand and will inform the
customer if necessary.

ClientDetai/ © 2075 Workwave UK Limited

Access to the tab is secured by the following new functions:

e Client - Amend contract special instructions.
e Client - View contract special instructions.
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Where contract special instructions have been entered on a client, attempting to create, amend, or terminate a contract for

the client displays a new pop-up window where the user must confirm they have read the message in order to continue.

Contract Special Instructions

Client DBCH 0 = h
Contract | DBCH 301 o
You must inform the customer if any changes to billing are made on this

contract. Please confirm you understand and will inform the customer is
Necessary.

ContraciSpecralinsfrucfions © 2025 Workwave UK Limited .

This occurs in the following circumstances:
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When entering or modifying the site on a new contract - Failing to acknowledge removes the entered client and site.
When creating or opening a new version of a contract - Failing to acknowledge opens the contract in view mode only.
When choosing the contract option to suspend, release, or terminate - Failing to acknowledge cancels the selected
option.

When rolling back a contract and choosing to send straight to workflow without amending - Failing to acknowledge
cancels the rollback.

When terminating multiple contracts from the list - Failing to acknowledge cancels the termination. Note that the
pop-up window displays and must be acknowledged for every contract with a client with contract special
instructions.

When merging multiple contracts from the list - Failing to acknowledge cancels the merge. Note that the pop-up
window displays and must be acknowledged for every contract with a client with contract special instructions.
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When acknowledging contract special instructions, a note is added to the contract to confirm which user acknowledged and
at what time.

\ e Contract Notes - The Green Man O X
General
T IET
Close Save Saveand Print  Excel
new
Navigate Save Other

Classification By On VAt v

' = E o

08/01/2025 08:47:31  Contract special instructions acknowledged
08/01/2025 08:46:13  Contract special instructions acknowledged

Classification | (select one) -
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On any contract where the client has contract special instructions, a new taskbar button provides access to the same contract
special instructions pop-up window, but without the ability to acknowledge.

N g e Contract - The Green Man - a X
Jaw
General
J Close 2. Notes ;;‘? Actions (- J' Open the live version & Check working time conflicts 1 Transactions ~ o
4@ Previous € Attachments [3 Create mail — ﬂ‘. Excel <7 Special instructions G Reports ~ w
orkflow !
B Next 7 Process sheets "™ Roster _i:) Show audit '™ Schedule ‘
Navigate Other Workflow Record

General | Tasks | Calendar | Budgets | Pay | \Workbills | Stores | HS | Billing| QA | Properties | Audit |

Reference | SEMURPHO1/00 | version |58 | type |Standard contract v| Contractstaris |01012014  ~|
Contractends | (not set) v

Client | Murphys e -

Site | The Green Man e -

Description | The Green Man

Calendar | The Green Man o

\Working/cleaning 5211
weeks per year

Min cover rate | 7.12 OR pay scale |

Max cover rate 20.00 OR pay scale |
Default cover rate 856 ORpayscale | ]
Max timesheet rate 0.00

ContractDetsil =¥ Workwave UK Limited [sl-BRY ST ¥ R ll
s
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Invoice LINE LisT — FINANCIAL PERIOD FILTERING

Background

The ability to filter the invoice line list by financial year and period has been added, bringing it in line with similar filtering on
the purchase register.

Invoice Line List Filter

New options have been added to the Invoice line list filter to allow filtering by financial year and period from and to.

=™ =RE Invoice Line Filter Detail - default filter o X W
General
U oH @O E
Close Save Default Select Publish Select
criteria  filter format
Navigate Save Filter

Invoice type _(all) - " All dates are relative?
Invoice batch number —‘ Include posting status
Date range [(not set) v| [(notset v :é:g‘;ady to post
Invoice run type . Iﬁi - Fosted
Revenue type |3)
Financial year/period ranges
From | 2024/ 1 [ 11
To | 224/ [ 12
Stores order number range
Goods receipt number range

\orkbill number range

Internal invoice number range

Accounts invoice number range

Project number range
Multi site stores order number range
Multi site goods receipt number range

Invorcel ineFilterDetarl ® 2025 Workwave UK Limited
N

When a filterable invoice line list loads, it now takes into account any financial year and period filtering entered.
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PuURcHASE INVOICE IMPORT — ERROR DETAILS

Background

When purchase invoice lines are imported, the lines may be accepted in error and the header put to a status of Incomplete
import. To make it easier to identify which lines are in error, a new error column has been added to the lines grid on the
purchase invoice.

Purchase Invoices

When a purchase invoice is at the status of Incomplete import, upon opening the purchase invoice, all lines are validated, and
a new error column indicates which lines have any errors. The user can then scroll through the lines grid, or use the in grid
filter to find all lines with an error.

V@ B H '| s Purchase Invoice Details - Invoice: Al3 Ltd on 04/02/2021 due 28/03/2021 - O X
L= - T =

Jevdder - 9 = @

€ Attachments

Close Previous Next Save Saveand ) Request  Workflow Memeos
new [3) Process sheets  approval
Navigate Save Other Workflow Record
Invciu:l
Batch (not batched) &
: 23 April 2021 08:34:21  Master user - DO NOT REMOVE,

Lognumber | 4613 Type :
Supplier Al3 Ltd e -

Supplier ref | SI-313461 |

Tax point | 04/02/2021 - Terms Due date 28/03/2021 -

Description | 3449 Checktotals
: | Net VAT Gross
“‘"""' £8060| Invoice | £80.60) | £16.12] £96.72|
VAT total £16.12] [ Disputed? Cumulative | £80.60 | £16.12| | 29872/
Gross total £96.72 Variance | £000 £0.00 £0.00

Drag a column header here to group by that column.

r Ou Pe Ha Quantity  Net unit cost Text Net VAT Gross Project element no. Inte?
aliolioioio] of ®| = ® = = @\I
A4 1 £9440 T3 oht Duty Swing Ban Liner £9.44 £1.89 £1133 0

MMV alid purchase analysis code seleted
PR Invalid VAT code selected

- IPD?- Incomplete import !
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CasHBOOK Lists CuMULATIVE VALUES

Background

A recent modification in the November 2024 update changed the way that cashbook batches handle net, vat, and gross

totalling to sum payments minus receipts. New totals on the cashbook and cashbook line lists now allow the same totalling to
be seen.

Cashbook Register and Cashbook Line Lists

A new set of columns for Cumulative net, vat, and gross value have been added to the cashbook register and cashbook line

lists. Each new cumulative column matches the totalling done via the batch, with payments treated as positive, while receipts
are negative.

o= TemplaCMS® - Contract Management System -- TemplaCMS DEV - =X
. Close @ Excel @ Auto refresh - & 1) Open @ Add to batch P Attachments 4! Filter selected *% Apply last filter [E] Publish format [x)
&Y Refresh @ Expand | “ © New @ Remove from batch [ ] Un-filter selected "’ Change filter [T Select format D
mport _ ; g
g Print m Collapse wizard ‘& View ¢ Change posted period ‘} Immediate filter | g Select filter & My assignments 4
List Row Other Filter Status
Navigator
Transaction Register
@ Furchase Register -
@ Purchase Batches ﬁ Drag a column header here to group by that column
@ Purchase Invoice Line List Tax point Net value Vatvalue  Gross valug Cumulative net value Cumulative vat value  Cumulative gross value [Entered
@ Cashbook Register . = O] O] O] O] O] = =
- o
e vy e— | 2501172024 0 £1.00 £0.20 £1.20 -£1.00 -£0.20 -£1.20 § 2511172
Favourites
25/11/2024 0 £2.00 £0.40 £2.40 -£2.00 -£0.40 -£2.40 25111724
Contract Admin
2511720240 £1.10 £0.22 £1.32 £1.10 £0.22 £1.32 | 2511724
Payroll
25/11/2024 0 £220 £0.44 £264 £220 £0.44 £264 12511724
Workbills
Billing
Transaction Register
Stores
Reports
Period/Year End
Maintenance
£6.30 £126 £7.56 £0.30 £0.06 £0.36
ve 4 »
-] )] ®
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o s TemplaCMS® - Contract Management System -- TemplaCMS DEV o= X
e |
[ A @ Auto refresh - ‘| % N - @
U Ssd=C = . L LA
Close Refresh Print Excel Expand Collapse Open  View Filter ~ Un-filter | Immediate | Apply Change Select Publish
selected  selected | filter last filter filter filter format
List Row Filter
@ Cashbook Register
@ Cashbook Baiches Drag a column header here to group by that column_
@ Cashbook Line List ﬁ roved by Approved Net value Vatvalue  Gross valug Cumulative net value Cumulative vatvalue  Cumulative gross value ET code
@ Journals . = = = ol = = |§|‘
R EE— £1.00 £005 £105 £100 £0.05 1 |22 =
Favourites
£2.00 £0.40 £240 -£2.00 -£0.40 -£240 |1-20Pe
Contract Admin
£1.10 £0.06 £1.16 £1.10 £0.06 £1.16 J2-2 (5%
Payroll
£220 £0.44 £264 £220 £0.44 £264 [1-20Pe
Workbills
Billing
Stores
Reports
Period/Year End
Maintenance
Service Point
£6.30 £0.95 £725 £0.30 £0.05 £035
Hygiene Services P ~
»
o
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WoRrkaiLL CosT AccruAL BupGeT TYPE

Background

Previously, when generating workbill cost accruals, only the supplier budget had been considered. It is now possible to choose
to also include labour budgets in these accruals.

System Control - Accounts

A new option is available on System Control - Accounts:

d |5 System Control - Accounts 0 X

General
Close Save
Navigate
Acemds| Purchase invoice matching | Default analysis for prospects | Debtor Manager |
Accrue timesheet budgets :‘M'u:n date is zero v:
Unused holiday accrual task type Daily office cleaning @o
Uninvoiced stores order cost accrual level '_Summafised v_'
Workbill cost accrual % : 80.00% |
Workbill accrual type |Standard -
Workbill budget accrual type Both v
Both
Labour
Supplier

vstemControl Accounts & 025 Workwave UK Limited

5
b

At installation time, this is defaulted to Supplier to preserve existing functionality.

Workbill Cost Accrual Generation

When workbill cost accrual batches are generated, the new Workbill budget accrual type is now taken into account and the
relevant workbill budget is used for generation.
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DeeTOR MANAGER DEFAULT SORT

Background

The debtor manager contains a number of informational columns, and when sorted, it can be difficult to resequence back into
a usable order. A new default sort option has been added to the Debtor manager to allow easier sorting.

Debtor Manager

A new taskbar option has been added to the debtor manager for Default sort:

\ \ ) '\; Debtor Manager - =] x|
General
'h) 3 Cii:nts| |j Transnctionsr R Broken promises Q ;l l_[l £ statement [3 Send letter \_5.] § @ Dispute 2 Refresh '@ Expand ¥ Change filter
Close M Sites m Overdue @ Disputed Uie\: Send  Puton EI Statement document zl Statement Send  Change %) Distribute s Print = Collapse ‘g Select filter
_) Invoices & Promises ° On stop letter  stop ® Attachments ® Attachments letter  promise ) Email $ Excel @ Filter selected [
Navigate Include Any Client Site Transaction/Invoice List Filter
Drag a column header here to group by that column
| & Record type St Datasource Client code A Client name Site code A Site name Balance Future: Up to 20 Days 31-60Days 61- 90 Days 91- 120 Days 0'?
= m® = = m m ® ® = ® = = = .
[ | a Client Demo accounts ABC1201 abe123 £10.00 £0.00 £0.00 £0.00 £0.00 £0.00
@ Site Demo accounts ABC1201 abc123 “unknown “unknown £10.00 £0.00 £0.00 £0.00 £0.00 £0.00
J Transaction Demo accounts ABC1201 abc123 “unknown “unknown £10.00 £0.00 £0.00 £0.00 £0.00 £0.00
[ ] a Client Demo accounts ABP0O1 New Client Ltd £5,606.41 £0.00 £0.00 £0.00 £0.00 £0.00
a Site Demo accounts ABPOO1 New Client Ltd “unknown “unknown -£264.89 £0.00 £0.00 £0.00 £0.00 £0.00
J Transaction Demo accounts ABPOO1 New Client Ltd “unknown “unknown -£300.89 £0.00 £0.00 £0.00 £0.00 £0.00
[‘ I I I IIIII .. - - P— — P, PR, - PR, PR, ——aa N -
Communication notes A/ X Action notes T x
@, View &Y Refresh 54 Print ' Excel Q New & View ¥ Refresh s Print ¥ Excel
# ey On va v | [ By On va v
=@ =@ = E = (| & = = =

DebtorManager 236 rows
b

Selecting the default sort applies sorting by Client code, Site code, and Transaction date.
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BiLLING REVIEW — END DATE

Background

The billing review batch process previously allowed an end date to be set. However, the process didnot allow just the end date
to be set. This facility has now been introduced.

Billing Review

A new Review type of End date has been added to the billing review batch form.

When End date is selected, a new End date field is now available.

v & |5 Billing Review Batch Details - (new)
General
U H @ 4 Motes ‘L:;S
Close Save Delete Post
MNavigate Save Other Batch

| General | Extraction |

Batch number HE{&I— |

Description | End Date Billing Lines !
Accounts system lDerm accounts - |
Review type

IEn-d date

125 workwave UK Limited |

BillingReawviewBatchDetzi!
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Billing Review Items

When the batch has completed generation and the review items have been created, billing review items can be deleted as now
and can be opened and the “Effective date to” altered from that set by the batch End date.

A ol 4 i Billing Review It e B
| - = )= illing Review Item

(General

U..J @ @ HQDaete

Close  Previous MNext Save

Mavigate Save
Review ltem |
Batch | End Date Billing Lines |
Contract | The Apple Tree o = hilling line

On posting an End date Billing Review Batch, the existing billing lines are end-dated and no new billing lines are created.
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UsER PROFILE SWITCHING

Background

The ability to switch between different user profiles has been added for users that share the same email address. This allows
fast switching between users who may have different security levels associated with different companies within the database.

Users

A new checkbox has been added to the General tab of users:

- Jaeaw d e User Details - Dave Tell — O b4
General
Close Previous MNext Save
Navigate Save

=
General | Portals / Mobile | User Roles | User Groups | QA Templates I Stores Templates | Data Form Templates | Training Te| 4 | »
User id DT

Name  Dave Tell B

Job title Dogs body 0

Telephone |22

Direct dial

Fax

Mobile _

Email address | Dave. William.Tell@templa.com
7 BCC this address when sending emails?

Sales person |

User level FULL -

Workflow level Manager v |

Alerting option |Alert - |

Initial form Alerts v

Fi‘,i;;’;’;:’sﬂm English 0 )
"' Change password on next login? | Block format changes on filtered lists?
" Restrict access to values? V| Suppress billing review history update?
" Suppress license warning? ™| View my user group’s ad hoc jobs only?
V| Allow view of archived data? | Restricted access to user group ad hoc jobs?
[ Filter notes by user role? 7| Exclude from auto-expiry?

"' Restrict contacts to users sites only?

¥ Allow profile switch?

UserDetail © 2025 Workwave UK Limited

Selecting this checkbox allows this user to be either the source or target of a profile switch to another similarly flagged user
with the same email address, as described below.
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Profile Switching

When a user logs in with Allow profile switching enabled, a new Switch account option is available via the main TemplaCMS
window icon (top left), or by double-clicking the user’s name at the bottom of the screen.

e s TermnplaCMS® - Contract Management Systemn -- UK STAGING - =X

Tools » 8 I

. I

Window 4 Filter Un-filter !_r) %

Iplete celected  selected lg @
About TemplaCMS Other Filter Status

x
Capticns
Enable grid pins
Owner details Subject

Print screen

(=] (=]

Email screen

Reset window

Switch account E Log off ﬁ Exit || ] Close

B 2075 Workwawve UK Limited

£ fx & NUM 06022025 1413 .

Actionlisf 0 rows

&AL Workwawe UK Limited

‘I.

Mary Smith (cleaning)

Choosing to switch accounts brings up a new window showing the current user, a Keep windows open? checkbox, and a list of
users to which the user can switch.

Y _J |5 Switch account O X

=/

General

o

Close

Navigate

Account

Current
Mary Smith (security) |

Switch to:

W Firin |

SwitchAccount & Workwave UK Limited

Each user is color-coded red or green based on whether a profile switch has previously been performed in this direction.
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Lo OFF aND ON

When selecting the new user, if the user had previously signed on as the new user, the log off process takes place with the user
prompted to save any changes to open windows. They are then automatically logged back in as the new user. If the user has
not previously signed in as the new user, they are then prompted to enter the correct password. If logged in successfully, the
next switch to the user is pre-authenticated.

Keep WinDows OPEN

When keeping windows open, any list screen which was previously open reopens for the newly signed-in user, with the
following caveats:

e [ffilterable, the reopened screen automatically applies the filter for the new user.
e Thefilter does not transfer from the previous user to the new user.

This may mean the list is different if the list is site based and the users have different restrictions

Any non-list window, e.g., a timesheet, prompts for save but does not reopen when signed in as the new user.

User PassworD CHANGE

Should any user change their password, any pre-authenticated switches are automatically deleted. Thus, any user switching
to this user needs to re-authenticate when changing to them.
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CusToMER PORTAL - DOCUMENT STORE ACCESS

When implemented in a hosted environment, it was previously not possible to download files from the TemplaCMS document
store to Customer Portal. TemplaCMS and the Customer Portal have both been enhanced to allow the secure download of files
within Customer Portal.

A new File Download section has been added to System Control - Customer Portal.

Close Save
Navigate
inks
User guide ] -
. W Clients | Display at logon?

V| Sites V| Display at logon?
V| Contracts W' Display at logon?
V| Employees V| Display at logon?
V| Quality Audits | Display at logon?
¥ Service Reguests | Display at logon?
| T&A Clocking [ Display at logon?
[} T&T Checks [ Display at logon?
V| Workbills | Display at logon?
| 3rd party T&T checks | Display at logon?
|| 3rd party Drop management || Display at logon?
| 3rd party RAMS V| Display at logon?
| Quick View

Service Request Creation
Default SR source Auto from QA q;o
Default contact type Main contact =0
Defaultjob tie | Operations Manager =0
Default note class ngh aa;,o
Login URL | htp:ocalhost 9856

File Download

| Use access token for document store downloads?
Access token | 5v=2022-11-028s5 =fhsrt=0ksp=rl&se=2025-01-24T 17-26: 337 &st=2025-01-
%‘IDTDB:ZB:B}Z&S pr=https&sig=rgaS3dyAsMZOHETQ 1htjleZgHhh7cINSpFsVedul%2F18%

If an Access Token has been defined, this is used to download any hosted files from the document store on Customer Portal.
No Customer Portal Ul changes have been made.
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PusLic HoLipay CaLcuLATiONS (IRELAND)

Background

TemplaCMS had for many years automatically calculated public holiday payments for Ireland based on a set of complex rules
that made it very hard to justify the payments. This process has now been simplified.

System Control - Payroll

Some of the options used to calculate the employees public holiday payments have been removed to simplify the process. No
new options have been added.

E _n_l H System Control - Payroll O X
L =

FurloughtJSS | Employee schedule |Hnl4day‘| A

r pay oap | Lverage earnings En':-io\.-se:t'eci—-’.s|

Accrued haliday payldeduction casttype | Leaver holiday pay

Unused holiday accrual type !_Exclude future bank helidays

7| Hide bankipublic holidays on timesheets and payslips?

[¥| Heliday accrual (in hours) allowsd?
[”| Manage heliday by contract task?

Timeshest joiner accrual holiday method | &

Zero hour contracted employees leaver i Cli
holiday weeks - =

V| Include bank/public holiday in delivered hours?

| Include bankipublic holiday in delivered pay?

¥ Apply calculation rules?
If working at least . ZE! hours, over the preceding ! 5 weeks
Pay usingextratype | Bank holiday payment st ]
Absence reason ! Bank holiday e ]
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Employees

The Bank holiday control? options have been changed and now allow the following to be selected:

e None

e Pay contracted hours and rate

e Pay fixed hours and rate

e Pay both

YWET LM Ernployes Ditail - M7 Al Stk - O X ‘

General

D & $ g 5 Motes [3 Create mail m & & f-’|§
: : ¢ Attachments ) : : )
Close  Previous MNext Save i Planner  Transactions  Quick Print Print Check working
2] Process sheets - email  |abel * badge *  timeconflicts
MNavigate Save Other Record

Reports

General | Right towork | Auto Enrolment | Banking | Sites | Holidays | Properties | Histony | Teams | FurloughiJSS | Time and attendance | Pay on demand | Image |

Emdweem|

Name | Mr Alex Smith = Telephone | |
s 120 High Stree| " Email | |
v FawMobile | |
Town Tonbridge Company phone | |
County |Kent e | |
Postcode | TN 2RF |
2 Mol i Joined ovioRIe -
Dateof bitth | (not sef) =
Left (not sef) -
Passport | | Expiry | (ot sef] -]
TUPE (not sef) -
Bank holiday control? | Fay both ~| Rate | £1549) Hours 225
Contact name |
Payrun |Demo payroll -Monthly - |
Payroll number | <8518 | |Owned - |
Pay frequency | Monthly | NIC number | |

| Block Employee Portal log-in?
7| Maobile worker?

:r-‘_‘l Suppress holiday pay adjustment calculations?

(2 Nio P46 required

Approval level

@ Site
) Employee

) No P46 or P46 incomplete

If either “Pay fixed hours and rate” or “Pay both” are selected, two new controls are made available for entry of Rate and
Hours.
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Whenever a change is made to a timesheet and is saved, the automatic public holiday calculation is carried out.
Depending on the Bank holiday control settings defined on the employee (See above section), the calculation is as follows:
e Pay contracted - One extra is added per public holiday date for the employee contracted hours, and contracted rate.
Example: If an employee is contracted to work 8 hours at £12, an extra is added for that day of £96.

e Pay fixed - One extra is added per public holiday date for fixed hours, and fixed rate as defined on the employee (See
above section) based on proportion of this site to all sites.

Example: If an employee is contracted to work on two sites for 3 hours each and the employee has 8 fixed hours
defined with a fixed rate of £12, an extra is added to each of the employees timesheets, one for 4 hours at £12 an hour
and the other for 4 hours at £12 an hour, giving a total of £96 but spread evenly across both site timesheets.

e Both - Adds 2 extras per public holiday date to each timesheet employee, as per above .
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AusTRALIAN AWARDS — PAID/UNPAID BREAKS

Note: This modification is only relevant to Australian Awards Interpretation.

Background

On an Award Scheme, TemplaCMS allows the user to define the frequency of breaks, and whether they are paid or unpaid.
Often, this is set to Use Shift, meaning that the payable nature of the break is determined based on the shift into which it falls.

Arequirement has been identified to allow for all breaks in a working session to be forced to be paid, if the employee works
any part of that session in a shift where breaks would be paid.

Award Scheme Details

A new option has been added to the Paid for breaks? setting of the award scheme.

gl \,'i E} H '|; Award Scheme Details - Modern Cleaning Award - o *

General

JeEeodH

Close  Previous MNext Save Saveand
new

Navigate s

g

e

General | Award rates | Shiftidentification rules | Calculation rules | Dates |

Code

Description | Modern Cleaning Award
Start time buffer I:I [minutes)
End time buffer [ ] (minutes)
Minimum gap for day adjustment l:l (minutes)
Maximum gap for continuing session I:I (minutes)
Maximum gap for continuing breaks l:l (minutes)

Standard breaks | Daily overtime breaks |

Paid for breaks? Use shift-prefer paid

First break 05 (hours)  after first 5 (hours)
Subseguent breaks (hours)  every (hours)
Brezk buffer I:l (minutes)

V| Apply shift identification to leave adjustments?
" Suppress hours roll-up when rate below basic?

[ Include missed rostered hours in overtime calculations?

AwardSchemeetar!

Awards Interpretation

The awards interpretation process used in the contract budget roster and in the timesheet now take this new option into
account.
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Where a working session spans more than one shift and one of those shifts requires breaks to be paid, or there are paid
overtime breaks (see later) in the session, all breaks assigned to the session become paid. This happens regardless of whether
breaks are actually plotted into the shift that requires paid breaks.
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AusTRALIAN AWARDS — DAILY OVERTIME BREAKS

Note: This modification is only relevant to Australian Awards Interpretation.

On an Award Scheme, TemplaCMS allows the user to define the frequency of breaks.

Arequirement has been identified to allow for the pattern of breaks to be changed as soon as the employee exceeds the
maximum hours per day and therefore crosses into daily overtime.

A new tab has been added to allow the definition of Daily overtime breaks on the award scheme.

. d e Award Sch Details - Modern Cleaning Award - a X
| J a5 - .|. Award Scheme Detai odern Cleaning Award
General
U a |
Close Previous MNext Save Save and
new
MNavigate Save

General | Award rates | Shiftidentification rules | Calculation rules | Dates |

Code MODC

Description Medern Cleaning Award
Start time buffer [minutes)
End time buffer [minutes)
Minimum gap for day adjustment (minutes)
Maximum gap for continuing session (minutes)
Maximum gap for continuing breaks [minutes)

Standard brezsks | Daily overtime brezks |

Pattern for paid breaks in overtime beyond the maximum hours per day

First break 05| (hours)  after first 9 (hours)

Subseguent breaks 0.25 (hours)  every 1 (hours)

W iApply shift identification to leave adjustments? ¢

" Suppress hours roll-up when rate below basic?

[ Include missed rostered hours in overtime calculations?

AwardSchemelDetaif B A5 Workwave UK Limrted

As with standard breaks, this allows the first and subsequent breaks to differ. However, all breaks within daily overtime will
implicitly be paid.

During timesheet awards interpretation, the point at which an employee crosses over into daily overtime (i.e., after 7.6 hours
of work) is now determined, and beyond this time the daily overtime breaks pattern take effect. Note that where an employee
works multiple sites and/or multiple sessions per day, the cutover to the overtime pattern is calculated as 7.6 hours from the
start of the earliest session, adjusted so that it falls within a working session.
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AusTrALIAN AWARDS - HR3PAY ExPORT

Note: This modification is only relevant to Australian Awards Interpretation.

Background

The Awards Interpretation process can result in a mix of paid and unpaid breaks across the working sessions in the pay period.
Unpaid breaks clearly reduce the amount of pay under the relevant pay type for the shift in which they occur, whereas paid
breaks do not. There has historically been no information passed to the payroll to quantify the hours of paid breaks the

employee should have received.

In order to reduce queries on the payroll department, it is now possible to pass paid break information to HR3Pay.

Datasource Details

On a payroll datasource connected to HR3Pay, new options have been added to enable the send of paid breaks to payroll.

vl @ e - e Datasource Details - Cleaners Payroll - O S

General

JesdeE 9

Close  Previous Mext Save Save and Control
new details
Navigate Save Other

| General | Payrolll Pay frequencies | Pay on demand | Time & attendance | Email preferences | Payslip details | Dates |

Linked datasource |(none) > \age budget override tolerances

Under Over

Hours | 000%| | 000%
Timeshestentry style | ANZ shifts ~] Value [ 000%| [ oo0%]
V| Auto-tick all shifts?

Timesheset print seq. |Emp|ﬂyee.l"|'ask - |
Allow basic hours entry | Timeshests \with Contracted and Non-Contracted Employees |
Generate RT| data review |During pay batch generation - |
On cost journal level |Summarised - |

! Post RTl batch during pay batch post?
| Timeshest completion. h)o

Timesheet completion
workflow path

Send to payroll
" Un-paid absence? Pay type | |

V| Paid breaks? Pay type | Paid breaks| &

[ Override monthly pay batch end date?

| Rates supported on payrun interface?

| Advance workflow on freeze? || Exception stages only? 1 Allow vanable patterns?

" Enable contract extras per week? [ Allow pay batch Tick all'?

| Allow timesheet weekly freeze? | Lockdown by manager?

" Suppress payroll costs import? " Use employee award rate on temp joiners? || Rostered operator required for temp joiners?
“acancy processing

| Enable vacancy processing?

Datasource:
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If the new Paid breaks checkbox is selected, then a pay type must be specified, as all data exported to HR3Pay must relate to a
pay type.

During pay batch post, the payroll export file is created. Based on the above new settings, the sum total of paid breaks for each
employee is included in the file, where each identifies the pay type, number of hours of paid breaks, and a zero pay rate (as the
pay is included in the other pay types).
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Lo NUMBERS

This enhancement update contains the following log numbers:
Wi4509
WIi4510
WI4774
Wi4850
Wi14866
Wi4867
Wi4896
Wi4905
WI14955
WI5017
Wis5018
Wis5019
Wi5020

Wi5151
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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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