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INTRODUCTION

These training session notes have been created to provide background information and useful hands-on experience of using
Billing and Processing modules from TemplaCMS through to Access Dimensions. They are designed to complement the
training and assist when away from the training environment.

INVOICE DISTRIBUTION

TemplaCMS is generally implemented alongside the Access Dimensions accounts package. Whilst TemplaCMS prepares the
invoices, these are ultimately sent to the Dimensions order processing module for distribution via email or print.

It is possible to distribute invoices from TemplaCMS - please contact the Templa Project team for more information if this is
of interest.

SYSTEM ADMIN

From the Billing option on the System Control menu the Invoice production option should be set to Accounts.

e .] 7 Systemn Control - Billing |

1| Close Save

Mavigate
Billing

|mvoice production Accounts w

Proforma document style Format1 w
1 Summary invoice document styls Farmat1 w
': Annualisation weeks per year 52.00000
_| ] Send summary invoices to accounts
j Accrue revenue to prior periods? Yes b
_| ] Default suppress in non-working periods
-| ] Manage billing reviews
'l Inter-company billing method Mo inter-company [

Enzble daily billing rate

(] Allow rebate accrual

Invoice production - the option should be set to Accounts.

Proforma document style - 2 document styles are available for proforma invoices.

Summary invoice document style - 2 document styles is available for summary invoices
Annualisation weeks per year - number of weeks per year to be used for annualisation calculations.

Send summary invoices to accounts - contract invoices can be summarised based on the billing line configuration details on
the contract. If this option is enabled summarised invoices will also be sent to Access Dimensions.
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Accrue revenue to prior periods? - the options are Yes, No and Optional. If set to Yes where the initial invoice generation for a
billing line has revenue that relates to a prior period and the nominal ledger is still open for that period, a reversing journal
will be created and sent to workflow for approval.

Default suppress in non-working periods - this will suppress the generation of invoices where there are non-working periods
defined on relevant site calendars.

Manage billing reviews - when checked, the scheduled review features on the contract and billing review batches will be
activated.

Inter-company billing method - the options are No inter-company, Sales inter-company process and SI/Pl inter-company
process.

Enable daily billing rate - when checked the contract billing line will display a new ‘Use Daily Rate’ checkbox on the standard
billing lines (not stores or workbill billing lines).

Allow rebate accrual - when checked enables the rebate accrual logic

Allow invoice date override - this new option is only visible if the ‘Invoice production’ option is set to TemplaCMS. When
checked the invoice batch will display a new optional date field named ‘Invoice date’. Note that this will not be visible if the
invoice batch is ‘Ad-hoc’, as this already allows each invoice to be individually dated by the user.

From the System Setup option on the System control menu email preferences can be set up.

Each of the email types is listed allowing an administrator to set the subject and body text, including the use of substitutions
appropriate to each email. Where a more branded layout is required this can be created outside of TemplaCMS as a HTML file
(again, including substitutions) and then referenced against the document type.

Furthermore, it is also possible to override the ‘sender email address’ and request a ‘read receipt’ for each document type.
Note, that these options will depend on the capabilities and permissions defined within the customer email server. TEAM
Software is not responsible for this.

e .] F System Control - System Setup [m]

General
Close Save

Navigate

Document type Subject Body Body HTML Crverriding sender email address

]| [ =] = (= ~ B =
Client statements manual &-miail Statement Your statement is attached .
Data form manual e-mail Data forms The requested data forms are attached
Equipment audit form manual e-mail Equipment audit forms The requested equipment audit forms are
HS runs manual e-mail Hygiene services runs 'T'hhaec:;::]esled HS runs are attached
Invoice distributions manual e-mail Please see the attached invoice(s) Please see the attached invoice(s)

A5 o grder forg cttoched
Pro-forma inveoice manual e-mail Pro Forma Inveice(s) Please see the attached pro forma invoice(s)
o 3 Lo =" e mtiachad
QA form manual e-mail Quality Audit for site &SN The requested quality audit forms are attached

The substitutions available for the Pro-forma and Summary invoices allows Site code, Site name, Client code and Client name to
be included in the subject and body.
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Some options related to billing / invoicing are available on the accounts datasource accessible from the System Admin >
Gateway admin > Datasources menu.

GENERAL
';‘1 Ja s Datasource Details - Accounts - o
" General
e | ¢
Close Previous MNext Save Control
details
Navigate Save Other

General | Customer service HS Stores orders \Workbille  Email preferences Dates

Code

Description

Diatasource type Accounts w Master for type?

Connection type Dimensions w

Connection string data source = TEMPLA-SQL2\PROJ2008R2; initial catalog =
TCMSDEMO _Accounts_NEW; Connect Timeout=10; Max Poal
Size=200; user=#stduser; password=Hstdpassword;

Preduct versicon 250

Interface user CMS

1 Allow VAT value override on invoices?
Region

Restrict contract to single payroll?

[ Allow inter-company employees on a contract?

The option ‘Allow VAT override on invoices?’ will when selected allow a user to override the calculated VAT values on a sales
invoice. The overridden VAT will not be recalculated unless the quantity, price or VAT code are changed on the invoice.
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MAINTENANCE
Billing

INVOICE RUN TYPES
Invoice run types can be defined from the Maintenance > Billing menu.

This controls how invoices are batched/grouped during the invoice process.

II."-E T| s TemplaCMS - Contract Management Sys
—l General |
L‘J @ :\.‘}a |@ -c - Dy Check duplicates - -L.J @ EEI %
Close Refresh Print Excel Expand Collapse Lo hd Open  MNew Copy View
List Row

Alerts  Contracts |Im.rDiDeF{unTypes

Maintenance Invoice Run Types
&2 User Access/Security ~
=2 Business Structure Drag a column header here to group by that column.
=2 Budgets = .
®@ Payrall St Code Description
= =@ Billing @| @| O

@ Invoice Run Types H 3 ot

@ Summary Invoice Groups mal

@ Consolidated Invoice Groups B Goods Recharge
=2 Purchasing .
Document Manaoement R 1 Main Contract
Contract Admin 2 On Site Periodics
Payroll 4 One-0ffs

SUMMARY INVOICE GROUPS

This screen displays a list of all the Summary Invoice Groups setup in TemplaCMS and allow the invoice text and description to

be modified.

Summary Invoice Line Groups

Drag a column header here to group by that column.

Diescription Client
g 5
| [omesumi ] DINE Summary 1 | Dune
L s EIRE | = Summary Invoice Line Group Details - DINE Su... - O
fHoesa v P
| General ‘
Jee d
Close  Previous MNext Save
MNavigate Save
Generall Dates
cw [one o |
Code DJNESUM1
Description | DINE Summary 1 |
Invoice Text ‘ Consolidated Invoice for the period stated ‘
r=— —
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CONSOLIDATED INVOICE GROUPS

This screen displays a list of all the Consolidated Invoice Groups setup in TemplaCMS and allows the First line text to be

modified.

onsolidated Invoice Groups

Drag a column header here to group by that column.

f"_‘ Uéa - | s Consolidated Invoice Group Details - 15T FLR, 35 PICCAD... -
? St Description {_ﬂ | |
:| E|| E“ E|| General
GACSID1 1 COLEMAN STREET L-—] @ @ H
| ENENOT 14THFLRS-ENDEAVOUR | (o oo o
FLMAD 16TH FLOOR, MARBLE ARC
= Navi Save
CFCHIO 15T FLOOR, & SELSDON it avigate
ESBH/O1 15T FLOOR, BURY HOUSE X | Billinglines _ Dates
AMPID 1ST FLR, 35 PICCADILLY _ _
J | Client | AMPI |o| ;' |
DSCOI01 2 & 4 COLE STREET SE1 _ ;
= Site | AMPI 1ST e . |
DCTMIO! 2 THOMAS MORE SQUARE .
GBWSI0! 21 GREAT WINCHESTER 5T —°%° AMPIOT
© azns 2ND FLOOR , 85 NEwMan ¢ Description | 15T FLR, 35 PICCADILLY |
CFIHO 2ND FLOOR IBEXHOUSE | First line text
DMCSI01 2ND FLOOR. 10 CHISWELL !
LINS/OT IND FLR - NORTHERHN & Sk
Accounts

The Accounts option on the Maintenance menu gives an overview of the nominal, cashbook and bank accounts setup in

Access Dimensions as well as analysis codes, VAT codes and settlement terms.

| — ]

Alerts Datasources VAT codes  Settlement terms |N{:mina|ac:c>nur|tmdes L

Maintenance Nominal account codes

a8 Workflow ~

=3 Filters Drag a column header here to group by that column.
E =@ Accounts

5t Code Description

@ Nominal Accounts
Ll 0

@ Cashbook Accounts
@ Purchase Analysis

@ Sales Analysis 4200 4200 - Access Annual Licences
© VAT Codes 4205 4205 - Access Annual Support
@ Bank Accounts —
@ Settlement Terms 4215 4215 -- Access Consutancy/Training
© Inter-Company Relations 4210 4210~ Access Licence Sales
o8 Dashboards
N 4220 4220 - Access Software Development
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CLIENTS

Client detail (General Tab) information is held in the accounting system (Access Dimensions) and cannot be amended in

TemplaCMS.

Anew / prospective client can be created in TemplaCMS, and the user can optionally send this information to the accounts
system if the client ‘goes live’. Once the Send to accounts option is used no further changes can be made to the client in
TemplaCMS, any changes will need to be done in the accounts system.

To create a new client from the client list in TemplaCMS click on New and complete the required details.

() ewdl-
-

Client Detail - Mugg & Bean

General

J @ H

Next

Close Previous

. Notes

¢ Attachments
Save

[3] Create mail
Navigate Save Other
Generzl | Properties  Contacts  Dates
Accounts system Accounts
Code MUGG001
Name Mugg & Bean
Address 156 Tonbridge Road
Town Somwhere
County Kent
Postcode TH1T 56X
VAT Standard Rate
Telephone 0123 456 789
Fax
‘wlebsite wew templa.com

Settlement term

30 Days from date of invoice

30| | From invoice date

Default mailing contact| Templa

:
Y e
Client
sites

Summary invoice
line groups

Prospect___ [0

.9

a 6™ U

Send to
accounts

Consclidated
invoice groups
Record

Roster

J

Transactions Reports

-

Accounts system - where TemplaCMS is linked to more than one accounts database, the account system to which the client
will belong, need to be selected

Code - enter a code for the client in the same format as existing clients

Prospect - the client status will appear as prospect until it has been sent to the accounts system

Name, AddressTown, County, Postcode - enter the client address detail

VAT - select the default VAT rate for the clientd

Telephone, Fax, Website - enter the relevant details for each if required

Settlement terms - select the default settlement terms for the client.

Default mailing contact - where contacts already exist, the default mailing contact for the client can be selected.
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CONTRACTS

Billing can be performed at any frequency desired and can be done in arrears or in advance. It is associated with a Task and
Revenue Type, and details are entered on to the contract via the billing tab

TemplaCMS provide a number of different options for adding billing lines to contracts.

-0 _ - . _ D
1 ..] Tl |") Contract Billing Line - AAWS 2ND 01
L]

General

e 9 @

Close  Previous MNext Accept  Accept

and new
Navigate Save
Eilling line
Effective 171012011 | to | (notsef) + | [ Use for stores order re-charge? [ Use for workhill? [] Suppress in non working periods?
[ Hours billing?
I text Groupings
Period - &DF to &0T Consolidation nd FLR, 21 GTWIN <% @
Consolidation seq 1 Sequence
Summary invoice -+
Document delivery
Price £0.00 | Weekly £0.00 | Monthly £0.00| Annual £0.00 iR i
Basis Advance w | Frequency 1| |Months ~ (S 6 :
Task 4 - DAILY OFFICE CLEANING - Daily office cleaning ~
Revenue type DOC revenue ha 0 S
[] Suspended?
Luto re-instate (not set)
VAT Standard Rate ~ Dates
Invoice run E-mail ~ Last invoice 011172014 |~
Client PO ref Next invoice 0112/2014 ~

Effective - the date that the billing line will come into effect and the day it ceases (if known) can be set here. This date will be
used in conjunction with the Next invoice date to determine when it will be included in an invoice batch and whether a pro-
rata calculation could apply.

User for stores order-recharge - when ticked these lines are used for invoicing stores orders. Please see ‘Stores billing lines’
notes later in this section for more information.

Use for workbill? - when ticked these lines are used for invoicing workbills. Please see ‘Workbill billing lines’ notes later in
this section for more information.

Suppress in non-working periods? - when ticked and non-working periods exist on an associated site or task calendar the
invoicing for this line will be automatically suppressed during these periods.

Hours billing - some companies using TemplaCMS also deal with security where billing is directly based on actual hours
worked. This option allows a template billing line to be defined on a contract where the actual details are subsitituted in
order to create the invoices on import of the hours worked. Please contact Templa for more information on this process if it is

of interest. Lo
Substitutions key

Inv text - this will determine what will appear on the invoice/billing lines and can be set using &5C = Site code
substitutions to insert the site and period details etc. Click in the Invoice text box to see a list of &SN = Site name

I . &CC = Contract code
substitutions available: 4CN = Contract name

&0F = Date from
40T = Dateto
&R = Client reference
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Price - the weekly, monthly and annual equivalent valuation of the values are displayed on the billing line and billing list
panels. These values are calculated accordingly based on the billing frequency and value.

Basis - the basis for billing must be specified i.e. arrears, advanced, or arrears and advance.

The 'arrears and advance' option allows the line to be billed a number of periods in arrears and advance as required. The
number of weeks/months/years forward or back is calculated based on the next invoice date.

Frequency - how often billing will occur for example once a month, every 4 weeks, once a year etc.
Task type - a task must be selected. This is used for reporting and to link a budget group to the revenue stream.

Revenue type - these are the cost/revenue codes that have been defined with a nature of ‘Revenue’, and control the link to the
Nominal Ledger in the accounts system.

VAT - The VAT details are picked up from the accounts system if linked to Access Dimensions.

nvoice run - this controls how invoices are batched together; only one batch per invoice run can be un-posted at any point in
time. Invoice run types can be defined on the Maintenance menu.

Client PO ref - when entered it can be used in conjunction with the &CR substitution invoice text substitution key to print on
the relevant invoice lines.

Consolidation - option is used to merge multiple billing lines from one or more contracts on to a single invoice for the client.
The site code on the consolidation invoice group is optional, but if defined will result in this consolidation group only being
available to the specified site; conversely if left blank the consolidated invoice group will be available to all sites for this client.
Consolidated Invoice Groups can be set up from the Maintenance -> Billing menu, or created “on-the-fly” when entering
billing lines.

The consolidation group definition allows the entry of ‘first line text’, as below:

e .'I N e Consolidated Invoice Group Details - AAWS 2ND
° -
e
General
Close Save Saveand
new
Navigate Save

General | Dates

Client ANWS 0 ‘
Sl ANWS 2ND @ =
Code

Description AAWS 2ND

First line text Cleaning for the morth of the invoice for the following sites]

Where this is specified, the text will be used for the first (text only) line of an invoice generated for the consolidation group. In
this way, it can be used to provide a header for the following invoice detail lines derived from the site contracts.

Consolidation seq - Contract billing lines allow a consolidation sequence to be entered as a number when a consolidated
invoice group is selected.

Sequence button - the Sequence button is available on contract billing and contract hygiene service lines where a
consolidated invoice group has been entered. From the resulting sequence window, the position of the new line in relation to
existing lines can be resolved, along with the resequencing of billing lines on other contracts.

Summary invoice - this option is used to create an additional memorandum or a single line tax invoice. Only one summary
invoice can be created per client for any given invoice run - so if a client needs two summary invoices then these billing lines
must be on different invoice runs. Thus, a summary invoice can, for example, be used in situations where Head office needs a
summary of the site invoices where they will often want to see totals by task type rather than site; the sites will still receive
their own individual invoices that need to be paid. Each Summary Invoice Group will result in a single line on the
corresponding summary invoice so there would often be one summary invoice group per task type, e.g. Daily Office Cleaning,
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Window Cleaning, etc. Summary Invoice Groups can also be set up from the Maintenance > Billing menu or created “on-the
fly” when entering billing lines.

Where a single line summary tax invoice is required in the accounts system (Dimensions), the 'Send summary invoices to
accounts' flag needs to be ticked in System Control and the correct invoice template needs to be used in Dimensions. Please
check with Templa if planning to use this functionality.

Address to - Invoices can be addressed to the Client, the Site or a Contact in CMS. When addressed to ‘Contact’ the contact’s
address will then print on the resulting invoice.

Suspended? - if an invoice line is flagged for suspension it will not be included in the next invoice run batch from thereon.

Auto re-instate - with the date entered is reached the billing line will automatically beun-suspended and included in the
invoice batch.

Last invoice - the system will automatically increment this date on posting of the relevant invoice batch.

Next invoice - the system will automatically increment this date based on the billing line frequency and posting of the relevant
invoice batch. When a new billing line is added to the contract the user will need to specify when the first invoice is due,
thereafter the system will automatically update this date as described above.

When the ‘Enable Daily Billing Rate’ option is enabled on System Control, users get the option to tick the ‘Use daily rate’
checkbox on the contract billing line:

Use daily rate? Mon [] Tue [] \wed Thu Fri []Sat [] Sun
Daily rate £17.00 | Weekly £51.00 | Monthly £721 60 | Annual £2659.14

Basis Jr S - | Freauency 1| | Months "

Ticking the ‘Use daily rate’ option enables checkboxes for each day of the week to be cleaned, along with the daily billing rate.
Based on the entries made, weekly, monthly and annual billing values can then be extrapolated.

Additional ‘Invoice Text substitutions’ are also available:

Substitutions key (Double click
to include)

&5C = Site code
&5M = Site name
&5A = Site address
&SP = Site postcode
&CC = Contract code
&CH = Contract name
&0F = Date from
-E-.DT Date tu:u

&0R = DEII|"_."IEI‘tE
&0DMN = Mumber of days

Invoice Generation

During the invoice batch generation process, for contract billing lines where ‘Use Daily Rate’ is active, the system will
calculate for each checked day of week, the quantity of days that occur within the billing line’s start/end billing period dates.
The total quantity of all days will be multiplied by the daily rate to calculate the total invoice value.

Note, the ‘Suppress in non-working periods’ option will be applied at the day level, so when checked and a non-working
period is defined on the relevant calendar, the system will ignore any non-working days in this calculation.

Once generated, the user is free to override the number of each day of the week to be billed, and thus change the overall

value of a daily rate invoice if required.
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On ticking the option for ‘Use for stores order re-charge?’ these ‘template’ billing lines will be used to generate the invoices
for any stores order re-charges.

SR BE Contract Billing Line - AAWS 2ND 01 o

General

e 9 @

Close  Previous MNext Accept  Accept

and new
Navigate Save
Billing line
Effective 10/01/2011 v | to |(notset) b Use for stores order re-charge?
Split by (®) None () Month () Client PO ref () Delivery () Manth and client PO ref
Inv site heading Groupings
Consclidation @)
Consolidation seq o
e Summary invoice -
Ref.&0MN, Del Date:&0D - &PN §
Diocument delivery
Address to Site ~
AN .
Frequency 1/ | Months ~ EATSED L] =
[ Immediate recharge?
Revenue type Re-chargeable Goods ks 0
VAT Standard Rate ~ Dates
Invoice run Special Rechargezble Goods ~ Last invoice 30/04/2013 w
Client PO ref [] Mandatory PO ref? Mext invoice 31052013 e

The options described below are available on ‘Stores order re-charge’ billing lines:
Split by

Where a specific purchase order reference is provided for every stores order that is processed, the client may require one
invoice per purchase order reference or alternatively where no purchase order reference is provided for a stores order, the
client may require a separate invoice for each delivery against a stores order. The options are Month, Client PO reference,
Delivery and a combination of Month and Client PO reference.

During invoice batch generation, the expanded ‘split by’ option is applied, thus providing invoices to the client at the level
they desire.

If there is a client PO reference, it will be automatically included in the billing line text, so that the first billing line is still used
to locate it and the ‘Your Ref’ field populated. The need to have the &CR substitution defined in the billing line text will
disappear, so the printed invoice lines will no longer need to repeat the same client PO reference.

Invoice site heading

Where a stores order billing line is addressed to the client rather than the site, there is a requirement that the site delivery
address be shown on the invoice, with the recharges listed below each site delivery address. This is achieved via the Invoice
site heading box available on stores order re-charge billing lines.

The following substitutions to be used:

&SC - site code
&SN - site name
&SA - site address
&SP - site postcode

During invoice batch generation, stores order re-charge lines will be included. On change of site, an additional text only line
will be inserted to the invoice, using the defined invoice site heading format (if defined). As a result, a client level invoice that
contains re-charge lines for multiple sites will show these grouped by site, with an appropriate heading before each group.
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On ticking the option for ‘Use for workbill?’ these ‘template’ billing lines will be used to generate the invoices for any workbills
where the confirmation of work done is tied to invoicing.

oo - illi - [m|
{ .'] ol I-r) = Contract Billing Line - AAWS 2ND 01
.

General

J e 9 @

Close  Previous Next Accept  Accept

and new
Navigate Save
Billingline
Effective IMEEGE |~ to | (notset) £ Use for workbill?
Split by (OINone O Month (O Client PO ref () Confirmation () Month and client PO ref (@) Workbill
I texct Groupings
&l Consolidation W
Consclidation seq 0
Summary invoice T
Document delivery
Address to Site ~
AMS 2ND o =
Allow variable client debtor?
Immediate recharge? U
VAT Standard Rate ~ Dates
Invoice run One-Offs ~ Last inveice (not sef) v
Client PO ref [ Mandatory PO ref? Next imsoice 10/01/2011 ~

The options described below are available on ‘Workbill’ billing lines:
Split by

Where a specific purchase order reference is provided for workbill that is processed, the client may require one invoice per

purchase order reference or where no purchase order reference is provided for a workbill, the client may require a separate
invoice for each completed workbill. The options are Month, Client PO reference, Delivery and a combination of Month and

Client PO reference.

During invoice batch generation, the expanded ‘split by’ option is applied, thus providing invoices to the client at the level
they desire.

If there is a client PO reference, it will be automatically included in the billing line text, so that the first billing line is still used
to locate it and the ‘Your Ref’ field populated. The need to have the &CR substitution defined in the billing line text will
disappear, so the printed invoice lines will no longer need to repeat the same client PO reference.
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BILLING REVIEW

The billing uplift facility can be used to apply a global change across multiple contracts. These are managed through batches
so that a historical record is available.

A billing review batch can be created from the Billing Review option available on the Billing menu. To create a new Billing
Review batch, click on new and enter a description, review date and Value or Percentage increase (+) or decrease (-).

i ‘1 = Billing Review Batch Details - (new) O
eneral |
F| - Motes =
U o 35
Cloze Save Delete Post
Mavigate Save Other Batch I

.......................

General Extraction

Batch number new batch
Descrniphon October 2018 - increase
Review date 012003 e
Change
Walus +- £0.00
OR
Percentage +- 2 00%

Extraction criteria includes: client, site contract, business analysis heading(s) and codes, as well as task type and/or billing
frequency and invoice run type.

- S |+ Eiliag Review Batch o . Datober 2118 incieast - (new] =] LR Y] 3 | Esllieg Review Brich e - October BB « increase - {new o
* -
-
Ealr Eall
- - - -
T -~ 9 X
iy Adlegt  Addepl Eri AOLEpt Rlep!
ared rms ol
Ma e Pawigte Saew
Exrrmcs Bt
=1 =]
T Hardiredd sl ong Gererdl  Puireds dralpnn

et - B Widbysis
Faciries Marsgerent

L Ciperaters Marager
Tyl Mg
(== o L SapariBoTE
Toak iy 3
.

Irwrace run rpe

Freguancy wabn

On acceptance of the selection criteria, the system will retrieve all the live contracts affected by the selection and display
them in site sequence with the before and after billing position. Contracts currently at a status of ‘work in progress’ are
retrieved and highlighted but will not be processed when the billing review batch is posted.
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INVOICE RUN

A billing run is controlled by a group or ‘batch’ of Invoices for a specific invoice frequency.

A new batch can be created from the Billing > Invoice Batches menu by clicking on New and completing the Invoice Batch
Details screen. Once completed click on Save to generate the batch.

¥4 : = Invoice Batch Details - * O
294

General

,/] H @ % Motes

¢ Attachments

Close Save Delete
Mavigate Save Cther
-| General
Batch number new batch
Invoice run type v
Accounts system | Accounts i
Batch date 22/08/2018 w

Note, to post or delete this batch you must first apply the lock

Financial period 208 |/ 5

Standard text

Notes

Batch number - this will be automatically generated by the system.
Invoice run type - select the relevant Invoice run.

Accounts system - where TemplaCMS is linked to only one accounts datasource this will default, alternatively the user will be
able to select the relevant accounts datasource.

Batch date - this is date up to which the invoices for the batch will be generated i.e. all billing lines for the invoice run with a
next invoice date before and up to this date will be included.

Financial period - where the accounts datasource is linked to Access Dimensions this will default to the current open Sales
Ledger period in Access Dimensions.

Standard text -when invoice documents are distributed, this text will be used as the first line(s) of the document, i.e. before
printing billing lines. This text will also be used when producing pro-forma and summary invoices.

Notes - additional notes relevant to the invoice batch can be entered here.
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The batch will contain all invoices created by the system for this run:

’E‘S =L Invoice List

Genersl
D@ peeC memm a5 @ O &0
Close Refresh  Print Excel Expand Collapse Open View  Pro- Change  Distribut= | Filter  Unfitter Publish Select

formas  posted period selected  selected format format
List Row Filter Status
Drag a column header here 1o group by that colurn

St Pz ZeZe C O lnvoice Clientcod  Client name Site code  Site name Type  Dated Netvalie  Vatvalue Grossvalue Netsuspende Vatsuspende G

[=]| (=) (=) (3] (s (]| () (s [= [= = = [= = = = [=] = [= =
v AMPH-AMPH (2033)  AMPH  AMPH AMPHIO | AMPH 5TH Invoice | 010112016 0 24198 8.40 £50.38 £0.00 £0.00
v AMPH-AMPH (28033)  AMPH  AMPH AMPHIO | AMPH 5TH Invoice | 01101120160 £4456 891 25347 000 £0.00
v AMPH-AMPH (22033 AMPH  AMPH AMPHIO | AMPH 5TH Inveice 010120160 £0.00 000 £0.00 000 £0.00
v CBCS- CBCS (29111) cBcs  caes CBCSO1 | CBCSLONDON Invoice 01111120150 £0.00 000 £0.00 000 £0.00
v CBCS - CBCS (29111) CBCS | CBCS CBCSUT | CBCSLONDON Invoice 0111120150 83008 £166.02 £996.11 £0.00 £0.00
v CECS- CBCS (29111) cBcs  cacs CBCSU1 | CBCSLONDON Invoice | 01111120150 £458 082 £551 000 £0.00
v CBCS- CBCS (29111) cBcs  caes CBCSO1 | CBCSLONDON Invoice 01111120150 12928 £1788 £22714 000 £0.00
v CBCS - CBCS (29111) CBCS | CBCS CBCSUT | CBCSLONDON Invoice 0111120150 24866 973 £58.39 £0.00 £0.00
v CECS- CBCS (29111) cBcs  cacs CBCSU1 | CBCSLONDON Invoice | 01111120150 £1388 378 2267 000 £0.00
v CECS- CBCS (29113) cBcs  cacs CBCSU1 | CBCSLONDON Invoice | 01101120160 24366 973 25833 000 £0.00
v CBCS- CBCS (29113) cBcs  caes CBCSO1 | CBCSLONDON Inveice 010120160 £13.83 £378 2267 000 £0.00
v CBCS - CBCS (29113) CBCS | CBCS CBCSUT | CBCSLONDON Invoice 0101120160 £551.07 11021 £661.28 £0.00 £0.00
v CECS- CBCS (29113) cBcs  cacs CBCSU1 | CBCSLONDON Invoice | 01101120160 £267358 £5360 £22158 000 £0.00
v CBCS- CBCS (29113) cBcs  caes CBCSO1 | CBCSLONDON Inveice 010120160 215 6431 £a504 000 £0.00
v CBCS - CBCS (29113) CBCS | CBCS CBCSUT | CBCSLONDON Invoice 0101120160 £7.80 £156 £2.36 £0.00 £0.00
v CBCS - CBCS (29112) CBCS | CBCS CBCSUT | CBCSLONDON Invoice 0112120150 £2153 6471 £385.34 £0.00 £0.00
v CECS- CBCS (29112) cBcs  cacs CBCSU1 | CBCSLONDON Invoice 0111220150 £7.80 £156 £33 000 £0.00

[ | e4s870283] £9974063 £50844346]  £86751]  E17ads|

If billing lines relating to an outstanding invoice batch are altered within the contract, the behind-the-scenes “fix-up’ process
will update the relevant details within the invoice batch as long as the batch have not been Posted.

The generated billing lines that will be invoiced can be accessed directly from the batch or from the Billing > Invoices menu
option. This list can be filtered using the ‘Change Filter’ option and selecting the relevant criteria.

PRO-RATA INVOICES

Where a new billing line is not effective for the entire billing period, for example on a monthly billing frequency where the
‘effective from date’ on the contract billing line is 10/12/2015 and the ‘next invoice date’ is 01/01/2016, the system will
determine that this is a pro-rata invoice when the invoice batch is generated.

Any pro-rata invoices in the batch will be flagged to the user via the pro-rata icon:

The invoice will be generated with the full value for the full month irrespective of the fact that the new rate only took effect
from the 10/12/2015.

“") B Invoice List
— General
~N O o .c & Autorefresn - p o {5 - I * * ) Reinstate
‘ & i e 59 L J Sl L s
Close | Refresh Print Excel Expand Collapse Open View Pro- Change Distribute Filter  Un-filter Publish Select
formas  posted period selected  selected format format
List Row Filter Status

Drag a column header here to group by that column.

(# St Pa Ze Ze C O Invoice Clientcod Client name Site code  Site name Type Dated Net value Vatvalue  Gross value Nets
B = =) = =) = E E O] [=] O] [=]] amphl ~ ||| =0 [= [=] O] = [=]
" 4ln} AMPH - AMPH (23033) AMPH AMPH AMPH/O AMPH 5TH Invoice  01/01/20160 £41.98 £8.40 £50.38
v D AMPH - AMPH (29033) AMPH AMPH AMPH/O AMPH 5TH Invoice  01/01/20160 £44.56 £891 £5347
v 1 AMPH - AMPH (29033} AMPH AMPH AMPHD | AMPH 5TH Invoice  01/01/20160 £0.00 £0.00 £0.00

Hovering over the pro-rata icon will indicate how many days the system has calculated the invoice should be for, this will
default to the full period value e.g. 22/31 days:

. : n Irvvonce List
.
enenl
D D, e P s e - 3 & [ o
PR S i s B ) <8
QOoste fetresh Primt el Expand  Collapse re - ). Ovtnbute tor
rtectes
Lne Riew Sanut
;& S P Chert cod  Chert rame Stecode  Ste reme Type Omes Net value Vetvalse  Gooss value MNet
BEE® = [ 0 B vt va® ® = = O [®
JXY ] ANPH L0 ANPH STH vace 01 1% 840 £5038
7’ e ~ 1] APy NP MPHD  ANPM STH invosce s an €534
- AP ANPH APMD  AMPH ETH rvace 01 £000 X £00X
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Double-clicking on the line with the pro-rata icon next to it and then on the relevant invoice line will give the option to apply
the pro-rata rate or change the pro-rata proportion:

Irvopnce Detanly - nvoce for ANIPM deted G100 20%

-4

;¢ EXTX ML
.
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= \; :l) U - F’ P 4 >
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Nevgae e Cther Racoed
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vaces contact irtaeral v Raf N Aoccowrts v ro 0

P On Sw Tex Fe Prce Tt At Geoss VAT code Tath e Reverue Yo Saies sveiyvs
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J AMPWTT - AP 5T Forcd - 100N » 310) ¢ 00 [ < ©oxn [Sd= (200 - Sested HAC - He  HWCREY

- — — e - —- - .
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On clicking the Change pro-rata proportion button, a popup will appear which allows the user to change the

pro-rata proportion:

Invoice Uetails - Invoice tor Higgins Fenaing dated 14/0//2012

RSIERLY”
L o &
— General
I I S i I — ] : F
‘/J @ E> % Motes BT P] }U ,._j ‘fn i —
= Process sheets ““ Change pro-rata proportion
Close Previous Mext Pro-  Suspend Postpone  Apply Chafg
formas  inveice invoice pro-rata  rata pfol 1B/ A
MNavigate Save Other Record
0K Cancel
Imvoice
Invoice header
Batch batch 745 - Adam \Workbill Billing run test for Accounts ending 310 | Type Invoice Higgins Fencing
EllﬁtEEZThe Old Bakery
Client Higgins Fencing 0 b Dated 14/07/2012 LINE3
Site Address to | Client LiMES
Invoicee contact Internal inv Ref 50032 | Accour
Par Dai Site Text Qty Price Met VAT (
E E E =5 EH = = = = = =
V _J RI0OT - River Island - Brist 1233 1.00 £12.00 £12.00 £2.40 £

The Change pro-ration proportion button is only visible when a single invoice line is selected.

On clicking the Apply pro-rata button the system will calculate the number of days that should be invoiced and the following

message will appear:

Confirm action

part period proportion.
Continue?

Document Ref: TEAM TemplaCMS - Billing and Invoice distribution from Access Dimensions.docx Version:

© Copyright 2021 TEAM Software by WorkWave

This will function will pro-rata the invoice value based on the

Mo

1

Page 1839
TEAM Software by WorkWave | teamsoftware.com/legal



Click on Yes to continue - this will update the invoice value and the pro-rata icon will now appear with a ‘blue tick’:

":‘1 S Ivasce Detads - nvoice for AMEH deted 01/91/209
.
Notes - 2
() i—l v H " el
e Previows Pro-  Suspend P
i
Mg Save Omer
—

iervtae header

Baxcn Basch 843 - Man Cormract kor Accounts endng 110720% Type Iovorce ANPH STH

ANPH 5TH
Client upv o Dutes 010120% RN A
Ste ZMPH STH o Zddess o Ste
Imetacee cortact irsecrad irw Het M) Accourm ww ro
Par Tent Gy Prce het VAT Gross VAT cooe Task ype Raverue type  Sales aralysis
j- & @ w O} ® ® ® @ @ ® ® ®
| AMPHEY - AMPH 5TH Peried - OVONZ016 48 31032015 0.00 £000 €00 £000 1-Qarcewd  BAC-inko  BACREY %0
4
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The calculated value it can be overridden by double-clicking on the line and manually entering the required value.

SUSPEND/RELEASE

Contract billing lines can be marked as suspended in which case the batch generation process will still include the invoice line
but automatically flag it as suspended.

A user can ‘release’ a suspended invoice line, and equally manually suspend or release other invoice lines in the batch. Itis
possible to release either one or multiple invoices from the invoice list rather than having to drill into the invoice detail.

£t A B nveice Ditasls - Inveis foe EEHH duted 21711/2013

* Cereral

\',:l = H =k PP Z
e - .
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formas. IreOee reDele
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rrvoece nice

Irvocece: hesader

Estch Bimbeh B - Mg Contrast for Aevouns eneg IV01201E Tygs [ EE:':‘:;:'

Chiet EEHH [ Daind T T DUE

St EEHH 4TH o Sddress i | Sie

Iewemce coinet irtereal irre Flef FHDT | Arvounts i ne

Par Do Sitm Tt e Price tiet WAT Gross WAT code Task typn

E & = E & = & & 1] = = &
g EEHHTN - EEHH 4TH Pariod - UW112015 w0 3001008 Q.00 £0.00 £0.00 audid 1-Sandeed  BOC - Dy
LY EEHHAN - EEHH 4TH OFFICE CLEAMING 100 E208.00 20800 E4180 1-Starderd  DOC - Dadly

The ability to suspend and release is only applicable to invoice lines generated from standard contract billing lines. As such a
user cannot suspend:

Manually entered invoice lines
Stores recharge invoice lines
Workbill invoice lines

On posting a batch containing suspended invoice lines, the contract billing line ‘next invoice date’ will be advanced based on
the defined frequency and therefore the same invoice line will NOT be generated in a subsequent batch. However, the
original invoice lines will remain in the invoice batch, clearly identified as suspended, thus providing full traceability of
suspended invoices lines.

’E‘) ERE Invoice List
— | General
@ Auto refrech - > 2 - 1o s ) Reinstate
U e - Q% @ O & :
- R . i i

Close FRefresh Print Excel Expand Collapse Open View Pro-  Change  Distibute | Filter  Un-fitter Publish Select

formas  posted period selected  selected format format

List Row Fiter Status

Drag a column header here to group by that column

[# st P2 Ze Ze C O Invoice Clientcod  Client name Site code  Site name Type  Dated Netvalue  Vatvalue Grossvalue Netsuspende Vatsuspende Gross suspen
o) (o] (]| ) ]| ] | 0 ] = = = =] =) =) = = = = = = |

04 AMPI - AMPI (28035) AMPI AMPI AMPUDT  AMPI 1ST Invoice | 010120160 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

Id EEHH - EEHH (29222) EEHH  EEHH EEHHIOT  EEHH 4TH Invoice | 01/1120150 £0.00 £0.00 £0.00 £208.00 £41.60 £249.60

Id EEHH - EEHH (29222) EEHH  EEHH EEHHIOT  EEHH 4TH Invoice | 01/1120150 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

v EEHH - EEHH (20223) EEHH  EEHH EEHHIOT  EEHH 4TH Invoice  01/12720150 £208.00 £4160 £249.60 £0.00 £0.00 £0.00

v EEHH - EEHH (20223) EEHH  EEHH EEHHIOT  EEHH 4TH Invoice  01/12720150 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

It is not possible to perform any further action on a posted suspended invoice line.
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POSTPONE/RELEASE

The ability to postpone and release is only applicable to invoice lines generated from standard contract billing lines. As such a
user cannot suspend:

Manually entered invoice lines
Stores recharge invoice lines
Workbill invoice lines

On posting a batch containing postponed invoice lines, the contract billing line ‘next invoice date’ will NOT be advanced and
therefore the same invoice line WILL be generated in a subsequent batch. As with suspend, the original invoice lines will
now remain in the invoice batch, clearly identified as postponed, thus providing full traceability of postponed invoices lines.

3 sy Inweice Detarls « laveice for EMUB dated 01/11/201%

LR

Naagate Save

rrooace header

Batch Batch 848 - Main Conteact Sox Accounts ending 31012016 Type Irvouce BMUS 25

BMLE 26
Chert ) o Dated O1112015 WIKO18
S EMUB 26 o Adzess o S

Ievoncee contact Interraal irv Ret 201 Accounss inv no

Par Dy See Text Qy Prce Net VAT Geeas VAT code Task type Revesue type  Sales anshysis

DALY OFFICE CLEANNG

3 X FEMI HYGIENE LNITS 100

It is not possible to perform any further action on a posted postponed invoice line.

Itis possible to postpone/suspend either one or multiple invoices from within the invoice list rather than
having to drill into the invoice detail.

CANCEL/RELEASE

Cancel is only applicable to workbill and stores recharge invoice lines, and as such a user cannot cancel:

Manually entered invoice lines
Standard contract billing invoice lines

When cancelling an invoice line, the user will be required to provide notes to justify the cancellation, which will be stored on
the workbill or stores order. Prior to posting a batch, a cancelled invoice line can be released if it has been cancelled in error.

On posting a batch containing cancelled invoices lines, the associated workbill or GRN will be updated to identify it as ‘invoice
cancelled’, and the contract item will be advanced as if the invoice had been processed. The cancelled invoice will remain in
the batch clearly identified as cancelled, thus providing full traceability of cancelled invoices.

It is not possible to perform any further action on a posted cancelled invoice line.

DELETE
The ability to delete either a line from an invoice or an entire invoice is only available on manually entered lines and invoices.

Once a manual line or invoice is deleted, no trace of it will remain within the batch.
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INVOICE BATCH SPLIT

TemplaCMS invoice batches may contain many invoices, either generated or manually entered/amended. On occasion, there
may be a need to post most, but not all of the invoices in a batch (for example if there are delays in obtaining PO numbers for
some invoices in a large batch).

The Split sales invoice(s) button allows the user to deal with this situation. Note, this button is only visible if the batch have
been Locked first.
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Highlight the invoices that can’t be posted at the moment and click on the Split sales invoice(s) button.

This will move the selected invoices to a new invoice batch identified with the same run and date details, and referenced back
to the owning batch with a new ‘batch reference’ being a suffixed version of the original batch (e.g. 118.1 will contain invoices
split from batch 118).

Any batch can be splitinto multiple sub-batches if required.

Override calculated VAT value on Sales Invoices

The option Allow VAT override on invoices? on accounts datasources will when selected allow the calculated VAT values on a
sales invoice to be overridden.

The overridden VAT will not be recalculated unless the quantity, price or VAT code are changed on the invoice.

Mlerts  Contracts  Budget Review Batch List | Datasources |

System Admin Datasources
@ System Control
=3 Functions Drag a column header here to group by that column.

a2 Workflow Admin
=3 Batch Admin
E =g Gateway Admin

@ Datasources

@ External Systems

@ Device Registration

@ e-Trading Error Logs
=3 Miscellaneous

E:E: Datasource Details - Accounts | [ e S
: File Tools Help
J close k) save k& Save and new 4@ Previous & Next Dj Control details
|Genera| | C service Dates
cote
Description | A
Datasource type Master for type?
Cornctn e
Connection string %ﬁ%ﬁf&”'ﬂﬁ‘éﬁﬁaﬂ'ﬂﬁf Pool Size-200:
user=#5TDuser; password=#5TDpassword;
Product version
Interface user
v VAT value
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Ad-hoc invoices or credit notes can be created by creating an invoice batch with the Invoice run type set to an ad-hoc invoice

or credit.
." ;‘W 1= RE Invoice Batch Details - * |
o General

J H o

Close Save

Navigate
General
Batch number
Invoice run type
Accounts system

Batch date

Financial period

Standard text

" Motes

r’ Attachments
Delete

Save Other

new batch

(ad-hoc invoice or credit)

Accounts w
22/08/2018 w

Note, to post or delete this batch you must first apply the lock

2018 |/ 5

Once the batch has been created click on Lock and then on Invoices. On the invoice list screen click on New to start entering

the ad-hoc invoi

ce or credit note:

Irwociza Lint
&
& ¥
Canery
- . - — &

D L e m P L+ ¥ w & [ @O
R e - 3 ] L) Led (L
i Redowih P Bxel Expand Collagne oni | Blew r n hange Dhitribute  Splt wsles Fiter Unsfiker  Publiih  Selact

L J weipcted  amlecied  formed  fommat
Liet Fow iike
f
-] ey heagher Bese B Gitsap brp Bl oo =
AT i s L D |leesew Clem oo Clerd v Tde code  Sale raee Tyee Ctaed Het v Vatvnhoe  Giodd wihee el napen
B & E E EEEESE = =1 | = = = = = = =
Select the Client and Site and whether this is an Invoice or Credit:
F i Ew Jd s Invoice Details - Invoice -
= | General
7 MNotes )
S »
Close Save Pro-
formas
Navigate || Save Other Record
Invoice
Invoice header
Baich batch 853 - ad-hoc invaicing for Accounts daled 2210812018 Type fimoice 1% ﬁ:g
Client BAWS @ . |Dated 220872018 ||| EC4NBHL
Site WS 2ND %@ *. | Addressto |Client -
Invoicee contact Internal i Ref 0/ Accounts inv no 0
Far Dai Site Text Qyy Price Net VAT Gross VAT code  Tasktype  Revenuelype Sales analysis Clientorder  Source
oiicicicic) g o g g g g g o = = o] o]
£0.00 £0.00 £0.00
Ig > [®
Add Delete Details Cancel Release Build from posted

Click on Add to enter the line details manually. Alternatively, instead of manually adding the line details the Build from
posted option can be used to retrieve the details from previously posted transactions. This is especially useful for crediting an
existing invoice as this would allow the user to pullin all the details from the invoice that is to be credited.
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e -

Credit Details -
~ | General
y _- Notes .
u) H g
Close Save Pro-
formas
Navigate || Save Other Record
{Credit
Credit heager
Batch batch 853 - ad-hoc invoicing for Accounts dated 22/08/2018 Type Credit ~ m:ﬁ
Client ARIS @ . |Daed a0t o] ECANGHL
Site ABS 2ND

Invoicee contact

@ 2 | Addessto |Client ~

Internal inv Ref

0| Accounts inv no 0
Par Dai Site Text Qty Price Net VAT Gross VAT code Task type Revenuetype Sales analysis Clientorder  Source
G ST = o g g | o g = o g = =

AAWSI0T - AKWS ZND DAILY OFFICE CLEANING 1.00 £42194 £421.94 £84.39 £506.33 1-Standard DOC-Daily DOCREV-D 4000 Manual

*
£42184 £8439 £506.33

< > ¥

Add Delete Details Cancel Release Build from posted

to reverse the sign of the invoices.

Where the invoice type of the selected line(s) differs from the invoice type being edited the user is prompted with the option

Confirm action

invoice],
Continue?

WARMING --this CREDIT is for a POSITIVE value fi.e. it is an

Yes Mo

Invoices and credit notes can be mixed in the same batch.

A credit note can also be created directly from a posted invoice. When viewing a posted invoice, the Create credit note button
appears. When pressed a new ad-hoc sales invoice batch is automatically created into which a single credit note is

constructed as an exact reversal of the original invoice. Having confirmed the creation of the credit note the user is then
prompted to open the new credit note from where they are free to amend the credit as required.

@R " ol @ |7

rvesen Outahs - Irvvoice for AAAA deted 01/04/2015

Creste Qevance
s | crede ncts
N s Othwr Fcoed
v (reste crecit nose
\rnoe bendey
eyt Baxch 343 - Make Contnet Yy Scoanty aniheg J1902008 Tyoe e Laba
et i . - faMa
Clant AAMA o Deted 014420 Wi 1A
Sae e an o Lovess s S
Irwtoe st Fiesscdpd 2073 7 Wieresl o Ret 2530 | Acoownss v W
| Fm Ou 5w Tent aw Frce [ woT Grons VAT sode Tonk e Feverse type  Soles yaipse Tlhent tfer
fy-] o = = a - ) . =l - 10 . (= . = . (
—
AAMATT . AN By Pertod - 1082018 15 X054 m [Ea ] i .00 L000] V-Sweme | DOC - Dwly | OCCREY -0 | 4000
Oudy Clasrry
| AAMADT - AN B Tou Toweds x 3 weddy 1w (23] L= By 143 1-Soeaae NESH - e RSHREY #0

A note is added to both the invoice and credit note to maintain an audit of the credit note’s creation.
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Where TemplaCMS has been set up to distribute invoices, it is not possible to post the batch until all invoices have
been distributed.

POSTING AN INVOICE BATCH

Once the batch has been locked and invoices distributed, the Post button will become enabled on the Invoice Batch
Details screen:

CE R » o
> o4 w Sy
.

»

Ganersl

J @ o @D

Cote  Previous
Navgate
Gereral
Batch rumber
Invosce run type
Accourts aystem

Batch cate

Frarcal perad

Once the batch has been locked, the Post button will become enabled:

LA o o
Fed v
‘Y

General

Jepdo = O[3

Cose  Previouns
Navigate
Genersl
Banch namber
levesce run type
Accourts system

Banch date

Financaal penod

3 Imvvoice Batch Details - Software - Licence/Suppont Renewals for Accounts.

¢ Atachments
Next Delete Ivesces  Fost | Lk

Save Other Bakch

Softaare - Licance/Supgort Revewals
coures
oo

Note 10 post or dedete s batch you must fest apply the Jock

014/ 10

s Invoice Batch Detads - Software - Licence/Support Renewals for Acco..

¢ Attachments
Next Save  Delete Invoices | Post

Save Other Batch

g52

Scltware - Licence/Support Renewals

Accourts

V012

Note. whist thes batch i open, sl ofher users will be prevented bom

openng assocated detals iir amendment

2014 0

(W)

On clicking on Post the user will be prompted with the following screen:

Confirm action

@ This process will post the invoices in Templa-CMS, creating
/' details in the accounts system for printing and posting to the

ledgers.

This will not be possible if any are in use,

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

Continue?

Yes | Ma I

Click on Yes to continue. On posting the batch the invoices will appear in Access Dimensions:

Invoices will post to Selling > Process Batch > Orders

Credit notes will post to Selling > Process Batch > Credit Notes
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BATCH PERIOD CONTROL

As sales invoice batches are created, the sales ledger year and period are automatically retrieved based on the selected batch

end date where the period is not already closed, or the current period if it is.

Invoice batches may contain invoices with a mixture of invoice dates that could be posted into separate periods within
Dimensions. At posting time, the possible period of each invoice is determined, and where more than one period may be
targeted and is open, the user will be warned of this and presented with the following options:

Apply the batch period to all invoices - Yes on the confirm action screen
Apply the determined period to each invoice - No on the confirm action screen

Confirm action ﬁ

, USE BATCH PERIOD?

The batch contains transactions for differing periods:
2013-03

Press YES to post all transactions to the BATCH period.
Press MO to post each transaction to the SPECIFIC period.

Yes No ‘ Cancel |

A user with the ‘InvoiceBatch.PeriodAmend’ function will be able to amend the year and period of an already posted invoice

batch via the Change posted period button if needed.

L4 . iz Babch Dutash - Main Contract for Accounty anding 11/602015 u

Nregate S Other

e Tl Tl Mg Ciomdrnct

Aivmatls 4yS8T  Accoumts

Batch Sate ngrgnd

Mo w0 poat o et e BCh o et et aonly ha ook
Eorgrail pobatal s T
St et

The below Posted Batch - Period amend screen explaining the procedure and allowing the calculated period to be used will

appear. On selecting Continue this will update all invoices in the batch:

.‘ ‘} | | Posted Batch - Period... O
- General
Close

Navigate

Period

Changing the posted penod will move details in the site transactions to
||| the new period, thus allowing you to correctly match how transactions
have been posted within the accounts system.

By ticking the ‘use calculated peried’ option, the period relevant to the
batch date will be used rather than the entered pericd.

| New financial period 2016 |/ 7

[ Use calculated period?
I

i Cancel Continue

| BatchPearoddmend & 2077 Templs Computer Systams [fd s
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Un-posting a batch or individual invoices

Authorised users can un-post an invoice batch from within TemplaCMS via the Un-post button:

::z . @ m & Invoice Batch Details - Main Contract for Accounts ending 31/10/2015 a
e
S a
. \ ) 0
Jaw o = [ afa]s
¢ Amtachements
Gose Previous Next  Delete woices  Post | Une Change
post.  potted penod
Navigate Save COther | sl
Gerecsl it.ln-pm_{_.
Batch sumber 85

Invaace rum type Maen Cortract
Actourts system  Iccounts
Borch cate 3INg20%
Note, %o post or delete $us baich you must first applly the lock

Francal penod 21 /1

-

For an authorised user, individual invoices within a single posted sales invoice batch can be un-posted without un-posting the
entire batch of invoices. This can be done by double-clicking on the posted batch and then clicking on Invoices. On the invoice
list screen select the individual invoices that need to be un-posted and click on Un-post sales invoice(s).

s Ivoxce Lat

U@ e 0 m Som= U & L@ 0 8 0@ e

Retres B focel  Bspand  Collapee Ve Change Un-poss rales bty fiter  Un-fiser  Pcbigh  Select
fooves  pOsted pemod mecxeld rlected  selected  fomat  foomst
Lt Ao Filter Statue
Ve 3 coiume Smader Sarw & groap by hak cokimn |Un-post setes invascely) |
¥l S Pe ZeZe C O wvexe Chertcod  Cheet npme S coce S rame Troe  Dates et vaba Vet valee  Tross wahe Netscapende Vet
[OUONCHO RO RO IC O] O} = = = = O} ® = = = =
- AAMA  ARNA (83D SN AN MMAD  ARMA Irence  D1RAQ0NS 0 9500 £5500 £330 (2]

- ASBLL - MNL (73345} L s A0 A vace 010420150 Qs s 0o (oo
T T Towacmmaamn s T [ T ) ) BT T
- ARMA - AIML (28047} vl v A0 s Qs 0w (=) (2
- AR < ARMA (38D AN AN LALD paMa g Ireoce 010620150 27500 41 02300 (24}

The following warning message will appear:

@ This process will un-post the invoices in Templa-CMS,

Mote, this will MOT rermove the transactions fram the accounts
systern, or re-calculate the next/last invoice dates on the
contract,

Continue?

Yes | Mo |

This will only un-post the invoices in Templa-CMS and will not remove them from the accounts system and thus any
invoices would need to be manually credited in the accounts.
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On clicking Yes, the following will happen:

A new ‘ad-hoc’ invoice batch will be created

The selected invoices will be moved to the ‘ad-hoc’ batch, and marked as un-posted
The original (now smaller) batch will be re-summarised to ‘site transactions’ (i.e. the value of the un-posted invoices

will be removed from the reporting database)

The state of any affected stores orders (or indeed work-bills) will be re-assessed, and therefore set back to

‘not invoiced’

Following the un-post, and based on whether further rollback is required (e.g. of GRNs), the user may then decide to delete

the ad-hoc invoice batch and its invoices.

Note: it is the user’s responsibility to raise any necessary credits and post it to Access Dimensions.

Once the TemplaCMS invoice batch has been successfully posted to Access Dimensions, the following points should be

adhered to when processing the resulting batch:

From TemplaCMS, make a note of the Batch number.

In Access Dimensions, from the Selling tab go to the Orders option and from there click on Process Batch. This will
display the batch selection screen - enter the batch reference no as CMSSI#, where # is the batch number as

noted above.

)

¢ @ @
Find 3 Al | Orders with
Regd Date to
Order Date to
Period to All Years I
Order Account L=}
Delivery Route L=}
Customer Ref,
Order Mo, to
Batch Ref. CMSSI795
05 Stock Code L+ }
Customer Sort Key L |
User Id. >} = User Keys

[~ Accounts On Stop
[v Invoices to print
[¥ Invoices to update

[ Partially Processed

W Delivery Motes to print

W Delivery Motes to update

[ Awaiting Purchase Order Delivery
[v Only Display Orders With Allocated Stock

Display:
W Mormal Delivery Status [ Urgent Delivery Status
Customer Cutput Destination Al |

Click on Display for the screen to list all the items posted from CMS for this batch reference.
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Toggle all the Invoices that should be distributed and posted to Yes (this can be toggled all at once by using the
‘square’ button):

Click on the Green tick and tick the Print Invoices checkbox and checiet

that the options for Update Invoice and Confirm after printing are ticked as well:

Process Batch

v X @

Da the following

¥ Print Invoice
Inwoice Date

¥ Update Invoice

¥ Confirm After Printing

™ Print Picking List

Subtotal By :-

Current Year
Period 7

Stock Code

[ Start New Page for each subtotal

I [ show Detail Text

I~ Sshow Order Detail

Sort By :-

Order Mumber

[~ show Order Status Motes

| [T Show Order Status

Click on the Green tick.

Select the output for the invoices on the following screen, for example Printer:

3

Output

2 @BE8@E e a

i

[T save as a Document

[T Use fax margins

Please select the output for the Invoice.

& L

=TT TmT

Process Batch EI ExT

E - F v X @

Order Account MName Order No. Value [— Order Date | = Priority Batch Ref. Delivery Route
ABP Ports 1APR 09 Normal CMS55I1

ABPOO1 AEF Ports 4976 1363.43 |YES 1MAR 09 Mormal CMS5I1

ABPOO1 ABP Ports 4975 1358.43 [YES 1FEE 09 Normal CMSSI1

ABPOO1 ABP Ports 4574 1358.43 [YES 1JAN 09 Normal CMS55I1

ABPOO1 ABP Ports 4573 1358.43 [YES 1DEC 08 Normal CMS55I1

ABPOO1 ABP Ports 45972 1358.43 [YES 1NOV 08 Normal CMS55I1

ABPOO1 AEF Ports 4971 1363.43 |YES 10CT 08 Normal CMS5I1

ABPOO1 ABP Ports 4970 1363.43 |YES 15EP 08 Mormal CMSSI1

ABPOO1 ABP Ports 4969 1358.43 [YES 1AUG 08 Normal CMS55I1

ABPOO1 ABP Ports 4963 1358.43 [YES 1 JUL 08 Normal CMS55I1

ABPOO1 ABP Ports 4967 1358.43 [YES 1 JUN 08 Normal CMS55I1

ABPOO1 AEF Ports 4966 1363.43 |YES 1MAY 08 Normal CMS5I1

ABPOO1 ABP Ports 4955 1363.43 |YES 1APR 08 Mormal CMSSI1

ABPOO1 ABP Ports 4964 1358.43 [YES 1MAR. 08 Normal CMS55I1

ABPOO1 ABP Ports 4963 1358.43 [YES 1FEB 08 Normal CMS55I1

hat the date and period is correct. Ensure

Check the invoices have printed out correctly (and without getting jammed in the printer); reprint individual invoices
(or all) if necessary.

Whould pou like to re-print them'?
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Once the invoices have been printed answering Yes to the below question will proceed with posting the invoices to

the accounts - this is the point of no return.

Are the [nvoices OK?

[ |

Yes

Once the TemplaCMS batch containing credit notes has been successfully posted to Access Dimensions, the following points

should be adhered to when processing the resulting batch:

From TemplaCMS, make a note of the Batch n

umber.

In Access Dimensions, from the Selling tab go to the Credit note option and from there click on Process Batch.
This will display the batch selection screen - enter the batch reference no as CMSSI#, where # is the batch

number as noted above.

, B @
Find &1 | Al I Orders with
Reqd Date to
Order Date to
Period to All Years I
Order Account €
Delivery Route L+}
Customer Ref.
Order Ma. to
Batch Ref. CMSSI735
0/5 Stock Code €
Customer Sort Key €
User Id. L+} & User Keys

[ Accounts On Stop
W Invoices to print
W Invoices to update

[ Partially Processed

[¥ Delivery Motes to print

Iv¥ Delivery Motes to update

[ Awaiting Purchase Order Delivery
[v¥ Only Display Orders With Allocated Stock

Display:
Iv¥ Mormal Delivery Status v Urgent Delivery Status
Customer Qutput Destination Al |

Click on Display for the screen to list all the credit notes posted from CMS for this batch reference.

Toggle all the credit notes that should be distributed and posted to Yes (this can be toggled all at once by using

the ‘square’ button):

Process Batch

= [ )

Order Account Credit No.

Order Date

Priority # Status Batch Ref.
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Click on the Green tick and tick the Print Credit Notes checkbox and check that the date and period is correct.
Ensure that the options for Update Credit Note and Confirm after printing are ticked as well:

=

Process Batch
v X @
Do the following
v Print Credit Mote
Credit Date Current Year

26 MOV 18 Period 7
[+ Update Credit Mote
[v Confirm After Printing

Click on the Green tick.
Select the output for the credit notes on the following screen, for example Printer:

¥) Output -7
PAG@ecs 8B vX @
Flease select the output for the Credit Motes,

[ Save E-mailed reports as Documents
[ Use fax margins

Check the credit notes have printed out correctly (and without getting jammed in the printer); reprint individual
invoices (or all) if necessary.

Would you like to re-print thern’? -

-

Yes

Once the credit notes have been printed answering Yes to the below question will proceed with posting the
invoices to the accounts - this is the point of no return.

Are the Credit Maotes OK? Mo
Tes
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AMEND CLIENT ORDER REF ON POSTED INVOICES

Once an invoice has been posted and distributed nothing further can be changed but in certain circumstances, the client
order reference may not have been given until the invoice had been posted and distributed.

Users authorised to the Invoice.AmendPostedCustomerOrderReference function will be able to amend the Client Order
reference and Invoice line text on any discrete posted invoice line.

Please note: where the contract’s billing line’s invoice text contained the &CR substitution, this substitution will have been
actioned when the invoice batch was generated, therefore if the user has changed the client order ref and it is shown in the
invoice text the user will need to manually update this.

Any change to the posted invoice text or client order ref will be recorded in the invoice header notes and the invoice
batch notes:

1 - System Ad 24/05/2018 15:05:47 | Client order ref changed from: ABC002 to: ABC003
1- System Al 24/09/2018 15:05:44 | Invoice text changed from: Maonthly Billing

Client order ref: ABCO02 to: Monthly Eilling
Client order ref: ABCO03

AGED DEBTORS

The accounts system (Access Dimensions) - owns the client debt information, including credit limits, on-stop flag and aged
debt values. This information can be used within TemplaCMS in order to provide for better credit control in a number of
areas, such as stores order entry, stores order approval, one-off workbills and one-off workbill approval.

Aged debt overdue buckets are available on the System Control > Accounts menu, where the options are ‘Current month’,
‘Current - 1’, ‘Current - 2’ and ‘Current - 3’

re ') IRE System Control - Accounts ]
A ¢ -
-
- General
Close Save
Navigate
Accounts | Purchase invoice matching Defaultanalysis for prospects
Journzl administrator Jill Scott %:3,;0
Recurring jnl alert advance 5| (days)
Aged debt overdue bucket Current-3
Current month 17
Current-1 urna
Current-2

Purchase settlement discount cost type none

Record settlement discount on payment date?
Scanned purchase invoice attachment type 5

[] Prevent duplicate Pl references?

Accrue timesheet budgets Mever ~
Unused holiday accrual task type L
Default 'Owned contact type Accounts (@
\workbill cost accrual % 0.00%
Pl to SO peried match control Ignare w
Pl to S0 staged billing period match control Ignore ~
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When applied to a client, any debt in the nominated bucket or an older one will be regarded as overdue.

WORKFLOW PATHS

Workflow rule ‘check types’ exists for:

Client credit limit exceeded
Client on stop
Client debt overdue

It is therefore possible to define a ‘credit control’ stage on the workflow paths used for stores order and workflow approval.
This stage includes the above check types, and have routes defined that would pass responsibility to a credit control user
should any one of the rules be failed.

CLIENT DETAILS

The Credit control tab available on the client details window, shows the following details:

Aged debt values

Total debt

Credit limit

Over/under credit limit value
Overdue debt total

On stop status

d:.] Ja | s Client Detail - AAWS
e

General

-/] <;:| C> H . Notes ? s \3 E @ G

¢ Attachments

Close Previous Mext Save Client Summary invoice  Consclidated  Roster  Transactions Reports
(2] Create mail sites line groups invoice groups - =
Navigate Save Other Record

| General Properties Invoice distribution  Diates

Debt

Up to 30 days 31 - 60 days 61 - 90 days Over 90 days
Aged debt values £0.00 £0.00 £0.00 £10.440.88
Unallecated credits 0.00
Total debt £10.440.88
Credit
Credit limit £0.00 Overdue debt £10,440.88
Over/under credit limit £10.440.38 On Stop No

When accessed, a re-calculation of the aged debt figures within Dimensions is automatically triggered to ensure the details
are up to date.

Whilst Access Dimensions does provide aged debtor reporting, this can only be at a client level, and is unable to be sorted and
sub-totalled based on the business analysis structure in TemplaCMS.

More flexible debtors report by the site (and therefore business analysis level) has been provided within TemplaCMS and can
be access from the Reports > Contracts & Sites menu.

When selected the report presents the following selection criteria with options to select the accounts datasource, client, site
and business analysis codes:
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e 3 Aged Debtors Report
Ii ¢ YE ged Debtors Repo
.

. : General

U@zt = 3 3 [

Close Refresh Print Excel Expand Collapse Source Runon Select saved

all all transaction  batch results
| report
<
Selections | Details
q
Datasource B
9 Client %)
7 sie K
1 Business analysis
1 Level Code
| Facilities Manag...
j Operations Man
4 Contract Manag..
| Supervisors
¢
i
Rows to show o
i
: Accumulatedebt | (do not sccumulate)
g (do not accumulate)
3 Over 0 days
Over 30 days
Over 60 days
Over 30 days

Rows to show - when entered, for example, 10, the 10 customers with the most debt overdue will be displayed. Leave this field
blank if a report with all customers is required.

Accumulate debt - this dropdown is built from the ageing buckets as defined in Dimensions, so may show months or days.
When selected, the debtors report will extract all data, and then filter out any transactions that are younger than the selected

‘accumulate’ option. In doing so, a single value column will be shown (e.g. for debt ‘Over 60 days’) rather than the individual
debt ageing buckets.

Once the criteria have been selected, clicking on the Details tab will build the ‘aged debtors list’.

Please note, that if all selections are left blank, a full aged debtor will be built, although any user-relevant restrictions on
accounts data sources and BA codes will always be applied.

In building the ‘aged debtors list’, the process identifies all relevant sites based on the selection criteria, and extract
outstanding transactions as at the current date associated with each site.

Each transaction will then be aged using the ageing method defined within Dimensions (months or days). The results will be
displayed in a grid, as below:

P N
&3 \ J s Aged Debtors Report
.

General

@t = 3 B3 [

Close Refresh Print Excel Expand Collapse  Source  Seve Runon  Selectsaved
all all  ftrnsaction results  batch  results
report

Selections | Details

‘Aged debtors report
Drag a column header here to group by that calumn
Site description Contract Manager Over 90 days
= [= [=
ALGSTTH DAN CARTER £5387622
BAFH FITZWILLIAM 01 DAN CARTER £64530.04
BAFH FITZVILLIAM 02 DAN CARTER £137,250.20
BLFC LR DAN CARTER £152802.74
CECS LONDON DAN CARTER £78,048.23
CreHCI0 DAN CARTER £23744.76
CWVH ILFORD DAN CARTER £80.708.54
DBSP PATERNOSTER DAN CARTER £23748.00
DCTM DCPCU DAN CARTER £22 842 60
ESGS 77 DAN CARTER 2717782
I £665.375.15 |
T

Standard grid functions to sort, group (and therefore sub-total), print, and export to MS/Excel is available.

Clicking on ‘Expand All’ and ‘Collapse all’ toggle the list displayed between summary (as above) and detail mode.

Document Ref: TEAM TemplaCMS - Billing and Invoice distribution from Access Dimensions.docx Version: Page 33|39

© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



When expanded, each outstanding transaction is shown, with the following additional columns:

Transaction date

Transaction type

References, including CMS invoice batch reference
Due date

Audit number

Processed by

. ER™
@ J s Aged Debtors Report

et e 3 G @
Refresh  Print Excel Expand Collapse Source Save Runon Select saved

all  fransaction results  batch results
report

Selections | Details |

Aged debtors report

I—Drag e e _

7 Site description Contract Manager

= o] |

ALGS 7TTH DAN CARTER

Site description Over %0 days Transaction date Transaction type Internal imveice number

o o o] o o o
ALGS 7TTH £230.85 31/052013 INV 21837
ALGS TTH £1.96973 0500612013 NV 21856
ALGS TTH £1.88153 31/07/2013 NV 24248
ALGS ALGS TTH £169253 31/082013 INV 24344
ALGS ALGS 7TH £1.969.73 301092013 INV 24437
ALGS ALGS 7TH £1.881.53 317102013 NV 24535
T ALGS ALGS 7TTH £169253 301112013 INV 24629
T ALGS ALGS 7TTH £1.96973 31122013 INV 24723
Tl ALGS ALGS 7TTH £1.88153 09032014 INV 25560
Tl ALGS ALGS TTH £1.69253 09032014 NV 25561
Tl ALGS ALGS TTH £1.96373 09032014 NV 25562
o ALGS ALGS TTH £1,881.53 091092014 INV 25563

Client details

Over80days

£53.976.22

Dimensions inveice number Due date

Ll

=]
94431 | 30/06120°
94522 | 05007/20°
35065 30/08120°
95158 30/09/20°
95253 3010/20°
95348 | 301120
95441 3012120
95535 300120
95608 | 09/10/20°
95609 | 0910120
95610 | 0910120
95611 09/10120°

Aged debt option also exists on the Reports menu accessible from the client details screen. When selected, it provides direct

access to the debtors list, pre-filtered to the current client.
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As the ‘aged debtors list’ is a securable function, only authorised users will be able to access this via the navigator, site or

client.

Site details

Aged debt option also exists on the Reports menu accessible from the site details screen. When selected, it provides direct

access to the debtors list, pre-filtered to the current site.
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TRACEABILITY

TemplaCMS determines a link between TemplaCMS source transactions, and their Access Dimensions nominal ledger posting.
A number of tools have been provided within TemplaCMS to reconcile the applications.

Prior to posting transactions from TemplaCMS to Access Dimensions, a TemplaCMS audit number is stamped on the source

transaction, for example, Sales invoice items.

3 D

TemplaCMS - Contract Management System -- TemplaCS V6.1.0

General

) : = ' 2 o o« -, o4
r’t’} D 1_-_‘} .c & Auto refresh - .. 8 ;g ¢ b H N 3 \j N g
U 5e - @ B g ) & 1 S \
Close Refresh Print Excel Expand Collapse QOpen View  Pro- Change Distribute Filter Un-filter Apply  Change Select
formas  posted period selected  selected last filter filter filter
List Row Filter
Navigator U Mets  Clients  Sites | Invoice List
Biling
@ Invoice Batches
@ Invoices Drag a column header here to group by that column.
@ Billing Review .
Dated Met value Gross vale Account Internal invoice reference number [Goods receipt number  Stores order number Mt
[=] [=] [=] [=] [= [=
30/04/2013 0 £73.35 £1 £BB.OF 93962 | 20965 10011 4550 0
30/04/2013 0 £208.04 £41861 £249.6f 93962 | 20965 10011 4550 0
—— 30104720130 £185.76 £37.15 £222 Zl 93962 | 20965 10012 4140 0
Payroll 30104720130 £3248 £6.50 £389§ 93962 | 20965 10012 4140 0
Workbills 30104720130 £4342 £868 £52.1p 93962 | 20965 10012 4140 0
Hygiene Services 30104720130 £208.04 E4161 £249.68 93962 | 20965 10076 4550 0
Billing 30104720130 £73.35 £1487 £BB.OF 93962 | 20965 10076 4550 0
Lo e 0420120 £208.04 £4161 £2496F 53062 | 20965 10272 4550 0
Stores
30104720130 £73.35 £1487 £BB.OF 93962 | 20965 10272 4550 0
Reports
— 30104720130 £4342 £868 £52.1p 93962 | 20965 10273 4140 0
Maintenance 30104720130 £3248 £6.50 EBB.BI 93962 | 20965 10273 4140 0
PE——— 30104720130 £185.76 £37.15 £2229) 93962 | 20965 10273 4140 0
Projects 3004720131 -£208.00 -E4160 -E24968 2381 20969 0 0 0
System Admin 3004720131 £0.00 £0.00 £00§ 0 20970 0 0 0
Session Admis
R A [ £9.358.808_. | £1871.785...| £11.2305%3- 1

TemplaCMS will attempt for any posted batches to retrieve the corresponding document number from Access Dimensions.

TemplaCMS has no control over the posting process in Dimensions, so will not know if and when the transactions have been
posted. For this reason, the match retrieval process runs as a background task once per day (usually at night).

This task will attempt to find the associated posted transaction in Access Dimensions, using the assigned TempICMS audit

number.

A Transaction Reconciliation report can be accessed from the Reports > Contracts and Sites menu:

When selected this will present a selection criteria window allowing the following options:

Transaction Reconciliation Report

4 T\ E
Dt

Close Refresh Print Excel Expand Collapse
all

all
report

Selections | Details

Datasource |

TemplaCMS
Financial peried !
Transaction type | All

Transaction number 0

Accounts
Financial period {]

Transaction number
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This report can be used for reconciling the company for an entire period, or as a method of locating a single TemplaCMS

invoice based on the Access Dimensions invoice number.

Once the relevant selections have been entered clicking on the Details tab will retrieve the information and display it

as follows:

i

Transaction Reconciliation Report

General Filter

Uy e@=0 =
Close Refresh Print Excel Expand Collapse
all all

report

Selections | Details

TemplaClS

Draga column header here to group by that column

Status Datssource Transaction type.
o] ol o]
Exceptions Accounts Sales invoice
Exceptions Acecounts Sales invsice
Exceptions Accounts Sales invoice
Not matched Accounts Sales invoice
Exceptions Accounts Sales invoice
Not matched Accounts Sales invoice
Exceptions Accounts Sales invoice
Exceptions Acecounts Sales invsice
Exceptions Accounts Sales invoice
Not matched Accounts Sales invoice
Exceptions Accounts Sales invoice
Exceptions Accounts Sales invoice

Transaction number
g
14140/44686
14140/44687
14140/44688
14140/44689
14140/44630
14141/44691
141471/44692
14141/44693
14144/44703
1414544704
14145/44705
14145/44706

Date

= =) Cl
TR
= EC
D ET

01092012000 | 2012

01092012000 2012
01032012000 | 2012

P e P

Financial year  Financial period  Account

Costtype

5

‘Sub-Contracted Window Cleaning
Washroom Services
‘Sub-Contracted Periodics
DOC revenue
Washroom Services

DOC revenue

DOC revenue

Waste - All Suppliers
DOC revenue

DOC revenue

DOC revenue

In House Pericdics

Transactio
ol

89397
89357
89357

88397
89696
89696

89408

89428
89428

Any discrepancies found between the TemplaCMS and Access Dimensions details will be highlighted, and the row marked as
an exception. The status column allows users to filter on Exceptions, Not matched and Matched transactions.

Standard grid sorting, grouping (and therefore sub-totalling), printing and export to Microsoft Excel options are available.
Additionally, double-clicking on a selected row will display further details and allow drill down to the source transaction:

: : ¢ ¢ Teansact
9
Genersl
Close Re- Source
match | tansaction

Naoogate Fecord
Cetals | Source tramaaction

Datascurce Accourts O
TerglelNS

Financal peniod 2012/ 6

Tesnaacson type Sales evonce

Tranabcson murber 14140/84638

Coo 01097012

bocoart DBCH o
Cost type Sut-Contracted 'Window Claaning o

Gross Net VAT
£1.16580 9y £1%¢27

Acoounts

Financasl pericd 013/ €

Teanaachion murber 83357

Aot nrrber $24

Lae 15082012

Aeount B8GCH (3 )
NL ctedt account 4020 -+ Cortracted Sub-Cortracted Vind €@ | 1 . Sales

NL debat accournt 1200 - Debtors Conol Account © 3 - Cuventfasens
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The transaction reconciliation details can also be viewed for a single TemplaCMS transaction audit number for example from
clicking in the Transaction reconciliation button from a posted invoice line:

CE R ¢ Iowonce Nem Detads - Irvouce Tos BEMA duted X004201) 0O

! o ‘v ,,1'_
R e 4 41 ' el
LT T Yoot Yores ol ey

boue

Trormacvon

- recondiahon

Nawipate Vo or
" P

rece

Rt 455071, Dt Date 0O0A201) « SCOTT MERFORMNANCE X0 TOUET ROLL LY X%
|
Qn Mce et VAT A
4 (e e e o
Tate DOMA 157 o
Tast 4w Vo haipes
Hawn tpe Neo crarpoatie Good |

Match now - if the transaction is currently ‘not matched’ (i.e. the Access Dimensions details were not posted the last time a
matching took place), the Match now button allows the user to process matching for just this transaction.

Source transaction - when pressed this allows the user to view the transaction source.

.‘ ;‘} o= Transat

L g

General

Close Source
now]  transaction
Navigate
Details

Datasource Accounts 0
TemplaCMS

Financial period 2011 |/ 9

Transaction type Sales invoice

Transaction number 67839440

Date 01/12/2011

Account ARNWS (i ]
Cost type DOC revenue 0

Gross et VAT
£0.00 £0.00 £0.00

Accounts

Financial period i

Transaction number

Audit number 0

Date 23/08/2018

Account

NL credit account

NL debit account

To complete the loop, from any one of these windows (however they were accessed), the Transaction reconciliation button
allow access to the Transaction reconciliation details screen. In this way a user could start with a TemplaCMS invoice, and find
the associated Access Dimensions details, or start with an Access Dimensions invoice number, and find the TemplaCMS details.
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The Billing > Invoices menu option provides a full invoice transaction list which can be used to display or filter the
following fields:

©  Stores order number
o Goods receipt (delivery) number
o Workbill number (range)
o Internal invoice reference number
® Accounts invoice number
‘.; _‘;3 FRL TemplaCMS - Contract Management System -- TemplaCMS V6.1.0 -
e ¥
General
QQ? »r % -c ] @ Auto refresh - U C% »T ‘53 :J ""‘E E_ | ﬁ .\j i@ E ) Reinstate
Clese  Refresh  Print Excel Expand Cellapse Open  View  Pro- Change Distribute Filter Un-filter Apply  Change Select Publish  Select
formas  posted period selected  selected last filter filter filter ~ format format
List Row Filter Status
Vavigator B mers  Clients  Sites | Invoice List
Reports
) =@ Contracts & Sites ~
@ Site Anzlysis Drag a column header here to group by that column
@ Timesheet Analysis Ml Wi sit. | Wl
@ Feriodic Budget Analysis Net value Vatvalue  Gross value Account Internal invoice reference number Goods receipt number Stores order number  Multi sit Multi sit Workbill  Source
@ Transaction Reconciliation & & O] @‘ @‘ |§|| |§|| IE|| @‘ @‘ @‘
@ Aged Debtors -~
@ PAL Report £0.00 £0.00 £000 0 20576 0 o 0 o 0 Contract billing AAWSIDT - AA
@ Aged Creditors " £1408 £282 £16.91 93934 | 20960 9521 7360 0 o o Stores order receipt AXWS/DT -
Contract Admin £421.94 £8439 £506.33 94256 213856 0 o 0 o 0 Contract billing AAWSIDT - AA
Payroll £4185 £833 £50.34 34256 21356 0 o 0 o o Contract billing AXWSI0T - AA

This allow users to find an invoice transaction from a variety of source data for example if the invoice was for a specific stores
order, this screen will show the stores order number that it was generated for.
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» 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.



