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Please note this document is intended as a guide only to assist with the posting of a Payroll Batch TemplaCMS. It is solely 

the responsibility of the customer to ensure that employee’s payroll payments are processed correctly each pay period 

INDEX 

Step Description Page number 

1 Lock the Payroll Batch 4 
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Step Details 

1 Lock the Payroll Batch 

Double click the relevant payrun batch and then click on lock: 

 

If the managers are still completing timesheets, the ‘Lock Down’ button may appear.  Once ‘Locked’ or ‘Locked 

Down’, the green ‘Post’ button will appear if all timesheets in the batch have been ‘green ticked’ 

 

2 Generating Leavers Holiday Pay 

From the Payrun Batch -> Leavers/Joiners screen click on ‘Generate Leavers Holiday Pay’ 
 

 
This will bring up a list of all Site and Company leavers and the value the system calculated that should be 
paid to (green values) or deducted from (red values) the employee’s final pay: 

 

These holiday pay values can be manually overridden if required 
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3 Check for un-approved employees (if relevant) 

If the un-approved employee functionality is used in TemplaCMS any un-approved employees in the payrun batch 

will be identified by the ‘unapproved icon: 

 

These employees can be found from the Payrun batch -> Employees 

 

If any of the existing employees identified as ‘un-approved’ need to be approved so that they get paid this pay 

period go to the employee list (Payroll menu -> Employees) find the relevant employee, open the employee 

record.  The bottom of the employee record should show the approval section – in order to approve the employee, 

click on the ‘Approved’ button. 

 

Any new employees (added to the timesheets in this pay period) can be approved from the Payroll batch -> 

Leavers/Joiners screen via the ‘Employee Approval’ button 

 

4 Process Leaver/Joiner movements 

From the Payrun Batch -> Leaver/Joiner screen click on the ‘All’ button to ensure the full list of leavers and 

joiners are displayed. 
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Keep the ‘Shift’ key in on the keyboard and select the first and last employee in the list to highlight all of them and 

then click on ‘Apply to contract’: 

 

The following message will appear, click on ‘Yes’ to continue: 

 

 

If any employee movements haven’t been applied due to the contract being in use (WIP) or the version having 

been changed, the employee/s will need to be manually added or removed to the contract. 

Please note: there is no need to apply any of the ‘Temporary Joiner’ movements indicated by the white 

‘Temporary joiner’ icon: 
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5 Post the Payroll Batch 

Once all timesheets have been completed, i.e. ‘Green Ticked’, the ‘Post’ button on the batch header  

becomes enabled: 

 

 

 

 

 

Click ‘Post’ to generate the ‘.csv’ file containing the gross pay for all employee’s in the batch 

 

 

 

 

 

Click on ‘Yes’ to continue. If holiday pay hasn’t been processed for all leavers the following message will appear and 

it will list all site/ company leavers: 

 

Click on ‘Yes’ to continue, unless the remaining leavers also need to have their holiday pay processed in which case 

click on ‘No’ and go back to step 14. 

TemplaCMS will prompt for a location where the ‘.csv’ file will be created. This should ideally be a secure, shared 

central location on the network: 

 

Please note: This will create a CSV, therefore opening the file within excel to view this can adjust data 

incorrectly (i.e. convert dates to number, remove leading zeros etc). 

 



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. 

  

  

 


