» TEAM Software

by WORKWAVE'

Payrun Processing Guide
TEMPLACMS

Version: 1 (CMS v.6.1.0, April 2018)




COMMERCIAL STATEMENT

This document is subject to any terms as per teamsoftware.com/legal.

Document Ref: TEAM Software - TemplaCMS Processing Guide - Payroll V6.1.0 (CMS ONLY).docx Version: Page2|8
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal


teamsoftware.com/legal

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
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Details

Lock the Payroll Batch

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

LYY
= | General }

Jan= @ ® B & 3L F

=] Process sheets

|| close Previous Next Composite Ste  Employees Extras Leavers/loiners Absence Lock Exception Payby
1 notes timesheets analysis report type

Navigate Other Batch |
|| Goneral }
| Baich number 1
{ Payrun Payroll Weekly (0810272018 to 15/02/2018)

Note. to past or delete this batch you must first apply the lock.

Financial period 2018/ 10/

| PevBstehDetsil ©2017 Templz Computer Systems Lid |

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’

JesHo - @ ®» 23 b L@

=] Process sheets

Close Previous Next || Save Delete Composite Ste  Employess Extras Leaversiloiners Absence Post Exception Payby
notes timesheets analysis report type
Navigate Save Other 8atch ]

{General
Batch number 1
Pay run Payroll-Weekly  (08/02/2018 to 15/02/2018)

Note, whilst this batch is open, all other users will be prevented from opening

associated details for amendment.
Financial period 2018/ 10

Generating Leavers Holiday Pay

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

General

h) @ \J‘ % .c D Auoreieh - _J Q‘) v a »ﬁ w h:g "““] {3 include processed & Permanent joiners lg

& Company leavers [} Temporary joiners

Close Refresh Print Excel Expand Collapse Open View Markas  Markas  Applyto Employes  Send leavers Filter filter ) Generate leavers
processed outstanding  contract  approval to payroll selected  selected & Site leavers & A holiday pay
List Row Filker Process

This IWi|| 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:

General

=G = a ”

Close | Expand | Collapse Markasready  Un-markas Process
all all toprocess  ready to process  leavers pay

\ List ]

Calculatiors

IDrag a column header here o group by that column.

Ready to process? Employes: Site Leaving date Pro-Rata entitlement Used  Adustments Pro-Ratabalance Holiday pay value  Average hours per day ~ Average hourly rate  Averagedailyrate Gty to pay Payslip comment
[m] 2019-Riascos C  CAFFEVER-02-  08002/2018 23 0.00 000 252 275 160 £315 £1464 2%
[m] 4508- Osorio, Lui CAFFEVER-01- 080022018 293 0.00 000 292 £53.44 200 £915 £1830 232

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

* IW Payrun batch employees o
General
-J r'%j _; s Excel @ Auto refresh ~| 1. Open I H I @ Owned
- ~ ™@ Expand &, View S @ Prospective
Close Refresh | Print - Filter Un-filter
= Collapse = Print/email employee timesheet selected  selected -
List Row Filter

Drag a column header here to group by that column.

B st Payroll nu Employes name Sitecode  Site name Total hrs Total pay \Work type Contracted hrs  Contracted pa

=] = = [=] [=] [=] [=] [=] [=] [=] [=] [=]
E % 006342  Melo Tomres, Priscilla AAWSID  AMWS 2ND 42.00 £236.00 CLEANER- 4400 £286.00
7415 Amankwazh, Naana BMUB/D  BMUB 26 £3.00 £429.00 CLEANER - £6.00 £425.00

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.

pproval
Approval level Approval | History

") Site

G Ertlployee Eeqin Un-approved

m [BJN.I'ZNG 14:00

Rejected Mo bank details

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

0*.1

Employee Move

General

/] = ﬁ ;‘ Ao rfresh - o JJ % W a3 x.;‘]i = L:I;

Close Refresh Print Excel Expand Collapse COpen View Markas Mark as Apply to | Employee | Send leavers

processed  outstanding  contract | approval to payroll
List Row
Drag a column header here to group by thatcolumn.
=] St Movement details Processed Employee Site approval Unapproved reasons
= [5] [ =] = = & = [=
E& {fv left company - on 3112/2014 006942 - Melo Taorres, Priscilla Un-zpproved No Paperwark

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.

T '3 Employee Movements
" | General
Y @ Auto refresh ) € 3 > il f f f
e "C = e v a g e @ & L] X '
Close Refresh Print Excel Expand Collapse Open View Markas  Markas A e s | Fiter Unfiter include Company Site  Permanent Temporary
processed outstanding  c prova o2y selected  selected processed  leavers  leavers  joiners  joiners
List Row

Filter
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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’:

o E\ o= Employee Moven
— General
y ‘2} D o -c & Auto refresh il - kB
U & ed B | v 4 @ =
Close Refresh Print Excel Expand Collapse Open  View Mark as Mark as Apply to | Employee Send leavers
processed outstanding | contract | approval to payroll
List Row
Drag a column header here to group by that column Apply to contract
? 5t Movement details Frocessed Employes Site approval Unapproved reasons
(=] (=] (=] =] = @ = =] (=]
E 3 ‘ﬁi‘ left company - on 31/12/2014 006542 - Melo Torres, Priscilla Un-approved Mo Paperwork

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

Confirm action l e J

This process will attempt to apply the employee movement(s) to
a new version of the contract.

This will not be possible if the contract is in use, or if there is a
current 'work in progress' version of the contract.

Continue?

Yes | Mo I

-
Confirm action Iﬁ

Employee movements successfully applied.

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:

Temporary
Joiners
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Post the Payroll Batch

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

becomes enabled:
@ o =

) Process sheets

'ézr’z?ﬁb?).da}'

Close Previous Mext | Save Delete Compesite e Enploysr Gne Ll Atsence Pot Eicepton Fayty
o || tmanects type
Navigste Save Other Batch
Batch numker
Payna Payroll Vieekly (03022018 1o 15022018)

Hote. whilst this baich is open. ail aiher users will be prevented from opening
associaled dalails for ameramenl

Financial period 20m|1[ w0

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

Th\s process will post the payrun in Templa-CMS, creating an export file
| to be imported to the Payroll for completion of statutery pay details.
This will not be possible if any are in use,

MOTE, once posted no further amendments will be possible within
Templa-CMS,

Continue?

Yes | MNo |

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:

The following leaving employees have not had their holiday pay
_,Ié processed:

JAIME aldo

are you sure you want to continue with posting this batch?

Confirm action l = "J

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:

.— 5
Browse For Folder @

Select folder for payroll export file

> & Lynette V D. Berg g
> (% Computer
>?§ MNetwark
>@ Contraol Panel
£ Recycle Bin
Access 2015-11-18
Access 2015-11-25 DM
) CMS Export

> . Customer Install and Setup

mn

> . Documents
>l Lynette Stuff

> 1. Project Management -

[ Make New Folder ] I 0K ] I Cancel

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).

Document Ref: TEAM Software - TemplaCMS Processing Guide - Payroll V6.1.0 (CMS ONLY).docx Version:
© Copyright 2021 TEAM Software by WorkWave

Page 7|8

TEAM Software by WorkWave | teamsoftware.com/legal



» TEAM Software

by WORKWAVE

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.



