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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 FROM TEMPLACMS

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.

The functionality described in this document allows for the distribution of invoices directly from within TemplaCMS, and
therefore bypasses the Dimensions order processing module, posting the transactions directly into the sales ledger.

SYSTEM ADMIN

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

.o . System Control - Billin =
&1 ‘] ol ¥ g
L F

General

Close  Save

MNavigate
Billing nvoice distribution

Invoice production e

Proforma document style Format1 v

Summary invoice document style Format1 e

Annuzlisation weeks per year 52.00000

Accrue revenue to prior periods? Yes e
[ ] Default suppress in non-working pericds
] Manage billing reviews

Inter-company billing method SIP| inter-company process -

Enable daily billing rate
] Allow rebate accrual

] &llow invoice date override

Billing tab
Invoice production - the option should be set to TemplaCMS.
Proforma document style - 2 document styles are available for proforma invoices.

Summary invoice document style - 2 document styles is available for summary invoices
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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 .

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 active? - if checked inter-company billing is enabled and an additional mandatory field for inter-company
business analysis level will appear. The nominated BA level is required to show at which level the client level inter-company
overrides are defined (see later).

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 work bill 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.

Invoice distribution tab

’e . System Control - Billin =
b '] 1 ¥ g

4

General
Close  Save

MNavigate

] Maintain invoice numbers at datasource level 7

] Mumber invoices and credit notes separately?

Last invoice/credit note number 0

Invoice document style Faormat1 w
Maximum inveices per email 0

Default VAT code (nane) =
Default settlement term {nene) —
Default payee bank account X

Maintain invoice numbers at datasource level? - if ticked the datasource invoice distribution options grid becomes enabled from
where the user can indicate whether separate invoices/credits are required as well as specifically the number ranges for each
accounts datasource.
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Number invoices and credit notes separately? - if ticked this enables the user to enter different number ranges for credit notes
and invoices. This is a system-wide setting that can be overwritten at data source level.

Last invoice number - entering the last invoice number will ensure the next sequential number will be used for the next invoice.

Last credit note number - entering a last credit note number will ensure the next sequential number will be used for the next
credit note.

Invoice document style - four different invoice formats exists, for examples of each please see Appendix A at the end of this
document.

Maximum invoices per email - there may be a limit to the number of invoices (attached as a .pdf) that can be sent in one e-mail,
the maximum number can be set here.

Defaullt VAT code - a default system wide VAT code can be set, this can be overridden at datasource or client level if needed.

Default settlement term - a default system wide settlement term can be set, this can be overridden at datasource or client level
if needed.

Default payee bank account - the default payee bank account can be set, this can be overridden at datasource or client level if
needed.

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, itis 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.

37 System Control - System Setup a
File Tools Help

J Close kA Save

General Business analysis levels Passwords  Frequency colours | Email preferences

Overriding sender email i ™

Document type

= =

Client statements manual e-mail
Data form manual e-mail
Equipment audit form manual e-mail
HS runs manual &-mail

Inveice distributions manual e-mail
Manual SO forms manual e-mail
Pro-forma inveice manual e-mail
Summary inveice manual e-mail
QA form manual e-mail

Self billing inveice manual e-mail

Stores arder picking list manual e-mail

Subject
=

Statement

Dats forms

Equipment audit forms

Hygiene services runs

Please see the attached inveice(s) for &SN
TemplaCMS stares order form attached
Pro Forma Invaice(s)

Summary Invoice(s)

Quality Audt for site &SN|

Self billing Inveice(s)

Picking list

Body Body HTML

o}

Your statement is attached

The requested data forms are attached

The requested squipment audit forms are
attached

The requested HS runs are attached

Flease see the attached invoice(s)
TemplaCMS stores order form attached
Please see the attached pro forma invoice(s)
Flease see the attached summary invoice(s)

Substitutions key (Double click  are attached
to include]

= Site code
= Site name ist
= Client code

1g invoice(s)

Stores order delivery note manual e-mail Delivery Note = Client name: note
Stores order supplier order manual e-mil Stores order oot der
Stores order client confirmation manual e-mail Stores order der
Stores order request manual e-mail Stores order requests The requested stores order requests are
Timesheet manual e-mail Timesheet(s) ﬁzcrhequesled site timesheets are attached

Training form manual e-mail
‘whorkbill manual &-mail
workbill quote manual e-mail

Pavshests

Training forms
Vorkbill(s)
\rorkbill quotels)

Please see the attached pavshest

The requested training forms are atteched
The requested workbill(s) are attached

The requested warkbill quote(s] are atiached
Please ses the sttached pavsheet

~ B E

| ynctic@iempla.com

| A

The substitutions available for the Invoice distributions manual e-mail allows the invoice number, Site code, Site name, Client
code and Client name to be included in the subject and body.

When e-mailing out sales invoices from TemplaCMS where the invoice number substitution has been defined in the subject or
body, the sales invoice number is substituted into the text. Note that where multiple invoices are sent in a single e-mail, the
invoice numbers as a whole are substituted, e.g. as 444/445/446.
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Some options related to billing / invoicing is available on the accounts datasource accessible from the System Admin > Gateway
admin > Datasources menu.

¥ ;‘) @l s Datasource Details - Accounts - a
. General
@ | 4
Close Previcus Next Save Contrel
details
Navigate Save Other

General | Invoice distribution  Customer service HS Stores orders ~ Workbills  Email preferences 4

Code ACCOUNTS

Description Accounts

Datasource type Accounts ~ Master for type?

Connection type Dimensions ~

Grrreet 5 data source = TEMPLA-SQL2\PROJ2008R2; initial catalog =
AR TCMSDEMO_fccounts_NEW: Connect Timeout=10; Max Pool

Size=200; user=Astd | p d=Hstd d:
Product version 2500
Interface user cMS

{Allow VAT value override on invoices?

Region

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.

INVOICE DISTRIBUTION

Header and footer text as well as defaults for VAT, Settlement terms and Payee bank account for printing on the invoices can be
defined on each accounts Datasource. This can be done from the System Admin > Gateway admin > Datasources menu.

Double click the relevant datasource and click on the Invoice distribution tab to display the following screen:

* W law - Datasource Details - Accounts - m|
' /
- General
Close  Previous Next Save Control
details
Navigate Save Other
General | Invoicedistribution | Customer service HS Stores orders  Workbills  Email preferences 4 #

Sales invoice footer text

Settlement discount message

VAT code Standard Rate

Settlement term 30 Days from date of invoice

Payee bank account HSBC current account ?S)o

Attached T&C's path

Boc email address
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Sales Invoice footer text - enter text to be printed at the bottom of the invoice here. A number of subsitution keys that can be
used exist.

Settlement discount message - enter a settlement discount message if needed. A number of subsitution keys that can be
used exist.

Vat code - specify a default VAT code for the datasource if it differs to what has been setup on System Control. This can be
overridden at client level.

Settlement term - specify a default Settlement term for the datasource if it differs to what has been setup on System Control.
This can be overridden at client level.

Payee bank account - specify a default Payee bank account for the datasource if it differs to what has been setup on System
Control. This can be overridden at client level.

Please note details like Vat Registration number, Company Registration number etc. are picked up from Access Dimensions
directly and is not defined in TemplaCMS. It is only the ‘Payee bank account’ that can be defined in TemplaCMS.

MAINTENANCE

Different bank accounts used for the Payee bank account details described above can be set up from the Maintenance ->
Accounts menu via selecting Bank accounts and clicking on New.

* 2‘1 IE-B-N- BE Bank Account Detail - HSBC current account - o
S o ¥
b General
Close Previcus MNext Save
Mavigate Save

General | Dates

Code HSBC

Description HSBC current account
Bank account code 12345678

Bank sort code 11-22-33

Bank account description | HSEC current account

Code - enter a code for the bank account.

Description - this should be an internal description for the bank account.

Bank account code - enter the Bank account code, this can be used to print on the invoices.
Bank sort code - enter the Bank sort code, this can be used to print on the invoices.

Bank account description - enter a, this can be used to print on the invoices.
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Invoice run types can be defined from the Maintenance > Billing menu.

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

I-‘. I TemplaCMS - Contract Management Sys
b y —
o General
= rm B ‘E} -g ) [y check duplicates - (e J @ _'\] .\‘-2‘
|J ul, L ﬂ \"’—i \
@ Auto refresh A .
Close Refresh Print Excel Expand Collapse Open New Copy View
List Row
Havig 2 Alerts Contracts | Invoice Run Types
Maintenance Invoice Run Types
=3 User Access/Security ~
=3 Business Structure Drag a column header here to group by that column.
=3 Budgets .
®2 Payroll [l St Code Description
= =2 Billing E| E| IE||
@ Invoice Run Types g Epmail
@ Summary Invoice Groups | ~mal
@ Consclidated Invoice Groups [ Goods Recharge
=3 Purchasing — )
Docume “na v 1 Main Contract
GonlraetATET 2 On Site Periodics
Payroll 4 One-Offs

CLIENTS

For Invoice distribution via e-mail a client contact must be set-up. This can be done from the main Contacts list or on the fly
from the Contact tab on the client screen.

Alternatively, if the Invoicing contact already exist in Access Dimensions this contact will be available in CMS. Please note any
details on contacts from Access Dimensions can’t be changed within TemplaCMS, it will need to be changed in Access
Dimensions.On adding a new contact the following screen will be displayed:

e

Contact Details - (new)

General

IJ H % % Notes .j

¢ Attachments X
Quick

email

Save and
new
Save

Close Save

[3 Create mail

Mavigate Other Record

General | Properties  Sites  Clients  Suppliers  Dates

County
Postcode
Job title
Telephone
Fax
Mobile
Email

cc

Contact type
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Code - a code for the contact can be entered. If left blank the system will automatically generate a code.
Name - click on the ‘...’ to enter the contact name.

Address - enter the contact address, if addressing the invoice to a ‘Contact’ this is the address that will be used as opposed to
the main Client or Site address.

Town - enter the contacts town if needed.
County - enter the contacts county if needed.
Postcode - enter the contacts post code if needed.

Job title - select an existing ‘Job title’ via the binoculars. We recommend that a job title such as ‘Invoicing contact’ be used so
that it will be easy to distinguish these from other contacts in TemplaCMS. A new job title can be created on the fly or from the
maintenance menu.

Telephone - enter the contact telephone number if needed.

Fax - enter the contact fax number if needed.

Mobile - enter the contact mobile number if needed.

Email - a valid e-mail address must be entered if invoices are to be e-mailed to the contact.

If the contact was created from the main Contact list it will now need to be added to the Contact tab on the relevant client:

Invoicing details for each client can be set up at client, site or contact level (if contacts exist) and are accessible from the Client
> [nvoice distribution tab.

‘:'] Ja s Client Detail - AAWS - m]
e
- General

_J <;:| C> H _ Notes ? :j 6 E g v

¢ Attachments

Close Previous Mext Save Client  Summary invoice Consolidated Roster  Transactions Reports
[2] Create mail sites line groups inveice groups - -
Navigate Save Other Record

General Properties  Contacts  Creditcontrol | Invoice distribution | Dates

Invoice document style override | (none) - Attached T&C's path

Address to | Record Email? | Email to contact

Client Van Der Berg, Lynette; | =)
Site ABIWS ZND O

Contact Stoor Rick [] | Stoor Rick;

Contact Brown Mary O Brown Mary;

Contact Van Der Berg, Lynette | Van Der Berg. Lynette;

Contact O

The Invoice document style override option allows the System Control default document format to be overridden by client.

The Invoice distribution grid lists the Client, all its associated Sites and any Client or Site contacts, as any of these could be
selected on contract billing lines to address the invoice or credit note document to.

When invoicing at Client level the Client row can be selected for distribution via ticking the Email box and selecting the e-mail
contact from the existing client or site contacts. Similarly, if invoicing at site level.

When choosing to email and again during invoice distribution all Email to contact records will be checked to determine if the
email addresses are valid.

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

L)
Ly

Contract Billing Line - AAWS 2ND 01

General

a5 9 @

Close  Previous

Navigate

Eilling line

Effective

Inv text

Mext Accept  Accept
and new

Save

17/01/2011 w | to | (notsef) + | [ Use for stores order re-charge?

Period - &0F to &0T

Price
Basis
Task

Revenue type

VAT
Invoice run

Client PO ref

£0.00 | Weekly £0.00 | Monthly £0.00 | Annual
Advance « || Frequency 1| | Menths ~

4 - DAILY OFFICE CLEANING -- Daily office cleaning

DOC revenue

Standard Rate w

E-mail

£0.00

=@

[ Use for workbill 7

[] Suppress in non working periods?
[] Hours billing?

Groupings

Consolidation 2nd FLR, 21 GT WIN |5 @
Consclidation seg 1 Sequence

Summary invoice G

Document delivery

Address to v
ANWS e

Suspend

[] Suspended?

HAuto re-instate (not set)

Dates
Last invoice 01/11/2014 w
MNext invoice 011272014 ~

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.

Inv text - this will determine what will appear on the invoice/billing lines and can be set using substitutions to insert the site
and period details etc. Click in the Invoice text box to see a list of substitutions available:

Substitutions key

=
|

&5C = Site code
&SN = Site name

&CC = Contract code
&CHN = Contract name
&0F = Date from

&0T = Date to

&CR = 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.

Invoice 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.

e .'I IN= e Consolidated Invoice Group Details - AAWS 2ND
. o
T e
General
Close Save Saveand
new
Navigate Save

General | Dates

Client AAWS 0 ‘
Sl ANWS 2ND @ =
Code

Deescription ANWS 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 invoce
group is selected.

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.

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, Window Cleaning, etc.
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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
&SHN = Site name
&5A = Site address
&5F = Site postcode
&CC = Contract code
&CHM = Contract name
&DF = Date from
&DT Date tu:u

&DR = DE|I|"_|’ rate
&DM = Number 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 the week, the number 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.

_d :.] SR L Contract Billing Line - AAWS 2ND 01 o
-

General

J e 9 @

Close Previous Next Accept  Accept

and new
Navigate Save
Eilling line
Effective 10/ 01/2011 ~ | to |(notset) ~ Use for stores order re-charge?
Split by (®None (_)Month (O Client PO ref (O Delivery (O Month and client PO ref
Inv site heading Groupings
Conselidation %
Consolidation seg 0
e Summary invoice G
Ref.&0MN, Del Date:&00 - &P
Document delivery
Address to Site ~
A MR -,
Frequency 1| | Months - AAWS 2ND [i] =
[ Immediate recharge?
Revenue type Re-chargeable Goods ) 0
VAT Standard Rate w Diaies
Invoice run Special Rechargeable Goods ~ Last invoice 30/04/2013 ~
Client PO ref [ Mandatory PO ref? Next invaice 31/05/2013 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 is 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 post code

Document Ref: TEAM TemplaCMS - Billing and Invoice distribution from TemplaCMS.docx Version: Page 14 | 42
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



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.

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.

e et Contract Billing Line - AAWS 2ND 01 o
{ .'] ] 9
[ ]

General

e 9 @

Close Previous Mext Accept  Accept

and new
Navigate Save
Billing line
Effective 10/ 01/2017 ~ | to | (notset) ~ Use for workbill?
Split by (OINone (CIMonth (C)Client PO ref () Confirmation () Month and client PO ref (@)\workbill
I text Groupings
BT Censolidation %
Consolidation seg 0
Summary invoice T
Document delivery
Lddress to Site -
AAWS 2ND o =
Allow variable client debtor?
Immediate recharge? 0
VAT Standard Rate w Daies
Invoice run One-Offs v Last invoice (not set) ~
Client PO ref [] Mandatory PO ref? Mext invoice 10/01/2011 v

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. In order to create a new
Billing Review batch, click on new and enter a description, review date and Value or Percentage increase (+) or decrease (-).

r “\ OH s Billing Review Batch Details - (new) ]
k ; : General |
i ) H f J _* Notes ,,_'J
Close Save Delete Post
Navigate Save Other Batch I
Exiraction
Batch number new batch

Description October 2018 - increase
Review date 011072018 ~
Change
Value +- £0.00
CR
Percentage +- 2.00%

Extraction criteria include: client, site contract, business analysis heading(s) and codes, as well as task type and/or billing

frequency and invoice run type.

- : - S | Biling Review Batch es - Oictcber 2048 « incisase - (nem) =] # : s g3 % EslingRiview Bntch em - Detober 2B - incree - {row o
- -
AT = prl
- - - -~
" -J --.:’ — -J '—’!
Ot Acoept  Aocep! Ot Bacept  Accepl
ared rms ared
Mg Saww Masigate Saw
Frrmctae (Bt =g
Estynetes Empin
e Horaredd gl Gererdl  Budreds Aralrss

Bhsteramia sradyain

Clast %
Faciries Marsgerent
Le) L Operaborm blanager
Corayee| Maraer
Cormgt L ST IRy
Task Sype L
Imwnice run e .
Freguency wahn

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.

] . ..\I Tl s Invoice Batch Details - * |
- . -
.

General

,/] H @ % Motes

¢ Attachments

Close Save Delete
Mavigate Save Other
-| General
Batch number new batch
Invoice run type v
Accounts system | Accounts b
Batch date 22/08/2018 ~

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

Financial pericd 2008 |/ 5

Standard text

Motes

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:

‘}‘\ FDE Invoice List

- General
D o @ Auto refresh - e & - ™ ! -* .* ) Reinstate
I ee*C = @ 5 @& O & L =
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

EstPs ZeZe C O lnwsice Clientcod  Client name Site code  Site name Type  Dated Netvalue Vatvalue Gross value Metsuspende Vatsuspende G
(] 0 [0 [m] ] ) [0 ] = =] [= =] = [= [= = =] =] = =
W AMPH - AMPH (28033) AMPH | AMPH AMPHID  AMPH 5TH Invoice | 01/01/2016 0 £4198 £8.40 £50.38 £0.00 £0.00
v AMPH - AMPH (23033) AMPH AMPH AMPH/D  AMPH 5TH Inveice | 01/01/2016 0 £4456 £891 £5347 £0.00 £0.00
R 4 AMPH - AMPH (29033) AMPH AMPH AMPHD  AMPH 5TH Invoice 01/01/2016 0 £0.00 £0.00 £0.00 £0.00 £0.00
v CBCS- CBCS (29111) CBCS | CBCS CBCS/1  CBCSLONDON Invoice | 0111/20150 £0.00 £0.00 £0.00 £0.00 £0.00
v 4 CBCS-CBCS (28111) CBCS CBCS CBCS/O1  CBCSLONDON Invoice  01/11/20150 £830.09 £166.02 £5396.11 £0.00 £0.00
od CBCS-CBCS (29111) CBCS CBCS CBCS/01  CBCSLONDON Invoice 01111/20150 £459 092 £5.51 £0.00 £0.00
v CBCS- CBCS (29111) CBCS | CBCS CBCS/M1  CBCSLONDON Invoice | 0111/20150 £189.28 £37.86 £227.14 £0.00 £0.00
v CBCS- CBCS (29111) CBCS | CBCS CBCS/O1  CBCSLONDON Invoice | 0111/20150 £4366 £373 £58.39 £0.00 £0.00
4 CBCS-CBCS (29111) CBCS CBCS CBCS/01  CBCSLONDON Invoice 01111/20150 £18.89 £378 £2267 £0.00 £0.00
v CBCS- CBCS (29113) CBCS | CBCS CBCS/1  CBCSLONDON Invoice | 01/01/2016 0 £48.68 £9.73 £58.39 £0.00 £0.00
v CBCS - CBCS (29113) CBCS | CBCS CBCS/O1  CBCSLONDON Invoice | 01/01/2016 0 £18.89 £378 £2267 £0.00 £0.00
v 4 CBCS-CBCS(25113) CBCS CBCS CBCS/O1  CBCSLONDON Invoice  01/01/2016 0 £551.07 £110.21 £661.28 £0.00 £0.00
od CBCS-CBCS (29113) CBCS CBCS CBCS/01  CBCSLONDON Invoice 01701/2016 0 £267.98 £53.60 £32158 £0.00 £0.00
v CBCS- CBCS (29113) CBCS | CBCS CBCS/M1  CBCSLONDON Invoice | 01/01/2016 0 £321.53 £64.31 £385.84 £0.00 £0.00
v CBCS- CBCS (29113) CBCS | CBCS CBCS/O1 | CBCSLONDON Invoice | 01/01/2016 0 £7.80 £1.56 £9.36 £0.00 £0.00
v CBCS-CBCS (29112) CBCS CBCS CBCS/01  CBCSLONDON Invoice 01M12/20150 £32153 £64.31 £385.84 £0.00 £0.00
v CBCS- CBCS (29112) CBCS | CBCS CBCS/1  CBCSLONDON Invoice | 01/12/20150 £7.80 £1.56 £9.35 £0.00 £0.00

[ | 40870283 £9974063] £598.44346]  £86751]  £17349]

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.

‘;W J s Invoice List
e e
=7 General
N O ol .c @ Autorefresn - A o ] #- g ) Reinstate
R S % @ O & [
Close | Refresh Print Excel Expand Collapse Open View Pro- Change  Distibute | 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 P: ZeZeC O lInvsice Client cod  Client name Sitecode  Site name Type  Dated Netvalue  Vatvalue Grossvalue Nets
B [ | | [0 (= ]| [0 ) = = = [E amphl v & = o = = = ol
] AMPH - AMPH (25032) AMPH  AMPH AMPHIO  AMPH 5TH Invoice | 01101720160 £4138 £240 £5038
v AMPH - AMPH (25032) AMPH  AMPH AMPHID  AMPH 5TH Invoice | 01101720160 £4456 291 5347
] AMPH - AMPH (29033) AMPH  AMPH AMPHIO  AMPH 5TH Imvaice | 0110120160 £0.00 £000 2000

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:

. : - Irvvonce List
e ~erd
Ay D L retreshn -
U@ e e - s .
ose  Refresh Primt Ewcel Expand  Collapse e -
u Fiow
Chent cod hert rame She rame
= ol 5 vt
AMPH ANPH AMPH STH
AMPY NPY ANPY STH
AMPH NP AVPMO  AMPH ETH
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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:

f:f s Irvvpuce Detavdy - imvorce for AMPM deed 31702/ 20%
) - Nows 3 .
U e U » P’ ¥ & ~
Clow Pwvion Nest  Sewr Fro-  Sepend Powpend  Apply -
formas <o pocota
Navgerw fe . Ot Aecoro
e vy
T
Bt St B4 - Mase Congract e Acoouems endheg 3100200 Tree wooce ::::f'-'
Chert e 3} Deted 1203 NN
P e o Addear s Sew
Iriacee coreac rimral oo Fat 290N Accourts v ro
4 On Sw o el Poce L] ar Goons VAT cote Tash thyye Fecere e Saies wehve
ORI O “ o) O = ® “ O " ®

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

-iw o \,j B H = Invoice Details - Invoice tor Higgins Fencing dated 14/0/7/2012

General

J@d = P P g

2] Process sheets
Close Previous MNext Save Pro-  Suspend Postpone  Apply Chai
formas  invoice invoice pro-rata  rata pf
Navigate Save Other Record
Invoice
Invoice header
Batch batch 745 - Adam Workbill Billing run test for Accounts ending 310 | Type Invoice Higgins Fencing
Flat 5 The Old Bakery
Client Higgins Fencing o ! Dated 14/07:2012 Hm%
Site Address to | Client HHE‘%
Inveicee contact Internal inv Ref 50032 | Accour
Par Dai Site Text Qty Price Net VAT (
E & [E & @ = = O] = O =
(v4 _._) RIDO1 - 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

% This will function will pro-rata the invoice value based on the
part period proportion.
Continue?

1

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

7:'1 s Imvvaece Detadds - invosce tor AMEH dated 010172096
oy

Jes d -

Cote  Previous

Hage e Ode
ce
roire besde
Bakn Basch 841 - Mun Cormract kv Accounts endieg 110720% ? Iovonc ANPH STH
as: o Corract for g G oo e el
Client P o Dwes | 010120% SR
Ste 2P 5TH o Zadessw Ste
Invcucee contact irsacral inw Het 2033 | Accourts iew o [}
» Prce hoet . Taskope  Meverontype  Sobes aralysis
® ® ® @ @ ®
200 @0 €000 €000 1-Sarcwd  BIAC-InMo BACREV-1 2010
AP AMPH STH l m[ BU!] ﬁl.\!l l‘ﬂl mi'l 1-Saecerd [lﬂ-h'bl.lm-llw
AMPHE! - AMPH 5TH 100 €456 s 29 25347 1-Saedand  BWC-inMo  BINCREV-| 4010

The calculated value it can be overridden by double clicking on the line and manually entering the required value.
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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.

iITh T X" BL nwveice Dietasls - Iveice fer EEHH dated 011172015

Sereral

Je@ d = [Plr o

Pro Sapend  Fostpone  Distribute

formas| iwoice | iwoece
Mrvigate Save Ctheer Recoed

TAN00 Suppsend innice
Irrepice header :
Each Isatzh B2 - M Contras lor Arcounts ending IV012016 Tipe [ éE:'::}:‘
Chient EEHH o Died s TwiS OIE
Sae EEHH 4TH L1 ] mressde S
Imies comtacl rteraal irve Pl T | At ifw hiE

Fur [ Shiw Taxt Gy Frize Ht VAT Groan WAT coda Tuek trpa Rercarus 5o
E E & E = = = = L] = = = = L]
‘f EEHHT! - EEHH 4TH Paricd - DWV1Z00S s 300 1Z00E alii] £0.00 E£D D failis 0 T-Sendend  DOC-Desdly  DOCREV-D
L EEHHTT - EEHH 4TH DFFICE CLEANING 100 E20E00 208 DX E41.60 0 1-Sencdend DOC-Dmdy DOCREV-D

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.

'}‘) o )s Invoice List
- General
7 S O ol .(: @& Auto refresh - ) O G - | T -— -— 4 Reinstate
i S . < G i

U ee - &% @ 9 & [ il

Close Refresh  Print Bxcel Expand  Collapse Open View  Pro- Change  Diswibute | Filter  Un-filter Publish Select
formss  posted period selected  selected  format format

List Row Filter Status

Drag a column header here to group by that column.

| St P2 Ze Ze C O Invoice Clientced Client name Site code  Site name Type Dated Net value Watvalue  Gross value Metsuspende Vatsuspende Gross suspen

=] (] ][] [ [ ] ] = = =] =] = = = = [=] [=] [=] [= |
4 AMPI - AMPI (22035) AMPI AMPI AMPID1 | AMPI1ST Invoice  01/01/2016 0 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
}.IJ EEHH - EEHH 23222) EEHH EEHH EEHH/O1 = EEHH 4TH Invoice  01/11/20150 £0.00 £0.00 £0.00 £208.00 £4160 £249.60
}.IJ EEHH - EEHH (25222) EEHH EEHH EEHH/OT = EEHH 4TH Invoice  01/11/20150 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
o4 EEHH - EEHH (25223) EEHH EEHH EEHH/OT = EEHH 4TH Invoice 0112220150 £208.00 E4160 £249.60 £0.00 £0.00 £0.00
o4 EEHH - EEHH (25223) EEHH EEHH EEHH/OT = EEHH 4TH Invoice 0112220150 £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.

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.
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Inveice Detals « laveice for EMUB dated 01/11/201%

Gerersl

Jand =3 PlE]y

Cocse Previous Next  Sawve Pro-  Suspend | Pestpone | Dutribute

Naagate Save Other Recoed

e e
Irrvsice header
Batch Baich 848 - Main Contract fox Accourts ending 31012016 Tyoe Invoice S %
BMLE 26
Cliert ) o Dated V112015 WIKOS
Son BB 2% o Address o Som
Ievoacee contac Interraa irw Pt 2101 Acceenss inv ne

Text ay Price Net VAT
® ® ® O ® ®

UBOT - ENLS 26 PERIOO 0111172015

801 - ENUS 25 DALY OFFICE CLEANNG 1.00

801 - ENUB 26 3 FEMI HYGIENE LNITS 100

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

Greas VAT code

Task type

0

y DOCREV-D 4000

y  DOCREV-D

WASH-Was DOCREV-D 4000

Revesce type  Sales anslysis

It is 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. Before 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.

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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Ocse Refresh Dt Excel Sgerd  Collgoee Open Naw  View L rarge Db Sphtsake Putinh  Select
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Lm Sy
W wywse  Cross cahe Netsuspente
AEI il
v 0m 0m am
v £166.02 fs6.11 0 €000
] B 5 o )
] I 0 2000
v 7 52 ®am B
v 802 - B 26 900 £000
MTTTTT e C
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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 split into multiple sub-batches if required.

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.

Navigator s

Mlerts G Budget Review Batch List | Datasources
System Admin Datasources
@ System Control

=2 Functions Drag a column header here to group by that column.
=2 Workflow Admin
=3 Batch Admin | *3" Datasource Details - Accounts l SRACREEX ']
= =3 Gateway Admin

@ Datasources ¢ File Tools Help

@ External Systems 1 q |: ) N )

E L&
@ Device Registration : (J close k) save ke Save and new €@ Previous & Next [ Control details

@ e-Trading Error Logs B

General | Customer service Dates
=3 Miscellaneous

Code ACCOUNTS

Description Accounts

Datasource type Accounts El Master for type?
Connection type Dimensions El

Connection string data source = Templasqlcitestsgl; initizl catalog =

RSDemo_Accounts; Connect Timeout=10; Max Pool Size=200;
user=#STDuser; password=#5TDpassword;

Preduct version 250

Interface user SA

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.

. = Invaice Batch Details - * a
{ ‘ JHd nvoice Batc ails
— General
i Motes
¢ Attachments
Close Save Delete
Navigate Save Other
General
Batch number new batch
Invoice run type (ad-hoc invoice or credit)

Accounts system Accounts
Batch date 22/08/2018 v

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

Financial period 2me |/ 5

Standard text
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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 invoice or credit note:

': 4 L Ireceon Lisk
'Y o

Genes

e - Y -: B Acta retreh 0 3 *
- ReY - L, S @ )
Oote Rebwh Print Excel Eapard  Collapoe . ! .

Few

- & O30

h Fiter  UnfiBe  Pubinh  Select
H wiected  amlecied  formad  formad
List Fow Fiki
ga & & i
& & Py 8 e b O |seteta Gl ood  Cherl fideve Sie code  Sile reese Tyt et Het ot Vamvahes  Drodd veles Nt magen
B = = E EEEEE & = = =] = = | L1l = =
Select the Client and Site and whether this is an Invoice or Credit:
z E‘ﬁ JHE s Invaice Details - Invoice -
= | Genenal
g % Notes )
I »
Close Save Pro-
formas
Navigate | Save | Other Record
Invoice
Invoice header
Batch batch 853 - ad-hec inveicing for Accounts dated 22/082018 Type [Ivoice |93 ﬁﬁ
Client AbIS @ . |Dated 22082018 [v || ECANEHL
Site ANWS 2ND @ 2. | Addressio |Client -
Invoices contact Internal inv Ref 0| Accounts inv no 0
Far  Dai Ste Text Qyy Price. Net VAT Gross VATcode  Tasklype  Revenuelype Seles analysis Clientorder  Source
e ol o] ol ol = = o] o] = o ol =
£0.00 £0.00 £0.00
< >
Add Delete Details Cancel Release Build from posted
t

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.

Credit Details -
General
_ Notes »
Close Save Pro-
formas
Navigate | Save Other Record
{Credi
Credit header
Batch batch 853 - ad-hoe invoicing for Accounts dated 220812018 Type Credit ] [ 2w
Client AAS @ . |Dated 220082018 [w] | ECAN6HL
Site ANWS 2ND /@ % | Address to |Client ~
Invoicee contact

Internal inv Ref 0| Accounts inv ne 0

Par Dai Site

Text

Qty. Price. Net VAT Gross VAT code Task type Revenue type Sales analysis Clientorder  Source
Ciiciciichic] g g = g g o] o] o o g g o
AAWSIOT - AAWS 2ND DAILY OFFICE CLEANING 100 £42134 £42154 £8433 £506.33 1-Standard DOC-Daily DOCREV-D 4000 Manual
£42154 £84.39 £506.33
T< >
Add Delete Details Cancel Release Build from posted

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

reverse the sign of the invoices.
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Confirm action

—

A% WARNING -- this CREDIT is far a POSITIVE value (i.e, it is an
invoice),
Continue?

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.

:: ?I an s rvesen Outals - Irvcice for AAMA deted 01/04/2015 e
e

oyt

Lrguiap it LB 1 D

Pavoce  Nest b Create Qevae

T e P sntd
» o A
Clant A o Deted 01420 WIH 1A
e JXUTE 1) o Loves ) S
Iretcee coma Fleancdpd 2093 7| heresl oy Ret 2330 | Acooents ow
Fw " Tet .. aw Price N VAT Gross VATaode  Tomkhye  Feversetype Sobes s Chestorter |
B ® sl (= Ol = Ol (= . 0! . (= O (

A note is added to both the invoice and credit note to maintain an audit of the credit note’s creation.

The invoice list can be accessed directly from the Billing > Invoices menu allowing the use of filters, or from within a posted or
un-posted invoice batch. This grid shows the addressee of each invoice.

Regardless of how the invoice list is accessed a Distribute button appears on the toolbar.

: : :. 2 bs fevvoice List
o=
General
L L= @ Femw 1 E0A D & [ & 0@
./' ‘L ~ e - > » L ~-) y ﬂ
Oote Refresh Prist Escel Sapand  Colapse Jpen  New View Pro Chasge Distribute | Spint sale Filter  Un-fiter  Publsh
format  posted perod voeld | seected  welected  format
Limt Row Fiter
tng & column haader hare % group by Sat column | Distribute |
ISPy ZeZeC O Ivoce Cliertcod  Chest narre Sae code  Site rame Type  Dated Net value Vet value  Gross valu
A RORORCRORONORORO)] O] ® ® § = ® ® 0] ®
W CBCS -CBCS (9111) cecs Cecs CBCSO!  CBCSLONDON Ivorce  01N1200150 €000 0w 00
v CBCS - CaCs () cecs Cecs CBCSOt  CBCSLONDON Invoice 011120150 8000 f1es 9 1
v CBCS- Cacs o) Cacs Cecs CBCSTT  CBCSLONOON invoice  C1N1QNS0 £ass 3% 3 085
v CBCS - CaCsiagny) cecs Cecs CaCsSor  CBCSLONOON Invoice 011120150 £183928 £X 8 27
v CBCS - CaCs(aanm) CeCs CeCs CBCSO1  CBCSLONOON Ivewce INN2NSE £4265 an £8n
v CBCS . Cacs(amy) cecs Cecs CBCSOT  CBCSLONOON Ivorce Q11020150 £18e3 83mn ene
v CBCS.Cacs(aamy) Cecs CBCS CBCSO1  CBCSLONOON Irvesce 010120160 £4865 83 £5833

A user could select multiple invoice rows, or grouped rows prior to pressing the Distribute button.
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When accessed from the invoice batch (not from the invoice list option on the menu), if the Distribute button is pressed with
no rows selected the user will be prompted with:

’

1
A

Confirm action

) Distribute all invaices in this batch?

Yes

‘ No |jl'

On initiation of the distribution process, the selected invoices will be split into two grids based on the relevant distribution
method for the Address to field as defined on the Client.

Where it is determined that an invoice should be e-mailed, but the contact does not have a valid e-mail address, it will be
automatically moved to the ‘print’ grid, and highlighted to inform the user.

In addition to this the user will be able to access the Client distribution options from here allowing on the fly changes to

be applied.

Note that where Summary invoices are in use, these will appear in the distribution list no differently to normal invoices.

F & DL Invoice Distribution
=% | General
] i
U& &
Close Refresh  Client distribution
options
Navigate
Invoices to email
Drag a column header here to aroup by that column
& Invsice pddress o Client site Type Dated Netvalue  Vatvalue  Gross value  Email address
=]} (=] (=] = [= = = = [= = [= =
Inveices to print
Drag a column header here Io graup by that column.
E Invoice Address o Client Site Type Dated Netvaluie  Vatvalue  Gross value  Invoice number
=] [=]| [=]| = [= = [= [= [= [= [= [= [=
» Invsice for CECS dated 011112015 site ceCS CBCSLONDON Inveice 011112015 223989 479 268788
Invsice for CECS dated 01/01/2016 Site ceCs CBCSLONDON Inveice 01012016 223989 479 268788
Invsice for CECS dated 011122015 Site ceCs CBCSLONDON Inveice 01122015 223989 479 268788
Invoice for AMPH dated 01/01/2016 Site AMPH AMPH 5TH Inveice 01012016 7571 1514 90.85
Invoice for AMPI dated 01/112015 Site AMPI AMPI1ST Inveice Q1112015 5200 1260 7560
Print

Print sequence (®) Invoice number () Client-Site-Contact

13 menca Cvmban,
.
-
= fa— bees 18 Chst - - i e o vl | R S g —
Y ) ) [ al 2] - - - gl
_ i |
s
A - abrey v Clawd e Free Lt L a =g LT ¥ -
P » i O " 0 0
-| |_ |_ |-..... e CBCH. et EUIATHE ]:u |u:| ||:l:~|.mm ||...... l:blm: J Jnl.l] -nl:lll Jn.ull
——r— p— —m - fr— [ e—— f— - -
(RS - wIE 207 .
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The action of distributing an invoice will assign it an invoice number, and mark it as distributed. Any attempt to re-distribute
an invoice will ask the user if it should be identified as a ‘Copy’.

Confirm action

Cancel

Please note it will not be able to distribute an invoice to a client flagged as on stop in the accounts system (Access

Dimensions).

As an invoice batch cannot be posted until all invoices are distributed, it will therefore not be possible to post the invoice
batch until the client is no longer on stop, or the invoices have been removed/split from the batch.

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:

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

L \
o4 v
}

L -
Janersl

-) L Cb J ®  Notes ] Al N
S -—} X i3 v

¢ Atachments i

Cote  Previous  Next \clete et e ) Lok
Navgate Save Other Bach

serer el 41

Bateh rumber v

vose run type

Accourts aystem

fatch date

Frarcal perad

Softaare - Licance/Supgort Rerewals
Accourts
e

Nete. 10 post or defele s batch you must fest apply the Jock

200/ 10

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

LR
*y
Lo

General

J @ ko

Cose  Previous
Navigate
Georecs

Batch namber
eveace run type
Accourts system

Bach date

Financaal penod

s H

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

) [48

Invoices

? . Notes

¢ Attachments
Deiate

Newt Save

Save Other Batch
852

Sclware - Licence/Support Renewals

Accourts

V012

Note. whist Bes batch i cpen, sil ofher users will be prevented fom

openng asaocated detals for amendment

2014 0
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On clicking on Post the user will be prompted with the following screen:

Confirm action

A% This process will post the invoices in Templa-CMS, creating
b ,.-' details in the accounts system for printing and posting to the
= ledgers.
This will not be paossible if any are in use,

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

Continue?

Yes | Mo |

Click on Yes to continue. On posting the batch the invoices will appear in Access Dimensions (see section on processing in Access
Dimensions in this document).

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.

wen ¢ iecice Bubch Detasks - Main Contract for At ousts anding 11/ 8005 u

¢ Aftachmenis

L@ 9 v L

Oese  Frewous M

—— Crange
ced pencd
Wrerate S Other
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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:

e = Posted Batch - Period... |
i‘{_],neac erio
— General
-
Close
! Mavigate
|
Period

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

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

| Mew financial period 205/ 7

] Use calculated period?
i

| Cancel Continue

| BatchParoddmend 220717 Templs Computer Sysfems Lid

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

Invoice Batch Details - Main Contract for Accounts endng 3171072015 3

LE R} b o
hod iy s
-

Jan o0 e ] Bl@| <3

¢ Attachmenty

Cose Previous Next eiete woices  Post | Un Crarge
post. fposted penad
Navigate Save Cther Batch
Gerecsl {Un-p
Batch sumber 85
IPvaice rum type Mae Contract

ACLOurts syshem Accounts
Batch cate 3IN0208

Hote, 1o post or delete $vs baich you must first apply the Jock

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 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).
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The following warning message will appear:

Confirm action &

@)X This process will un-post the invoices in Templa-CMS,
& Note, this will NOT remove the transactions from the accounts
systern, or re-calculate the next/last invoice dates on the

contract.

Continue?

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.

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.

With TemplaCMS responsible for distribution, posting an invoice batch interfaces directly to the Access Dimensions Sales
Ledger. This means that no further processing or posting is required in Access Dimensions and the transactions will appear on
the clients account immediately.

AMEND CLIENT ORDER REFERENCE 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 Al 24/059/2018 15:05:47 | Client order ref changed from: ABC002 to: ABCO03
O 1 - System Al 241092018 15:05:44 | Invoice text changed from: Monthly Billing
Client order ref: ABCO02 to: Monthly Eilling
Client order ref. ABC003
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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’

YD System Control - Accounts

L4

.

i General

Close  Save

Navigate
Accounts

Journal administrator il Soott =@

Recurring jnl slert advance 5| (days)

Aged debt overdue bucket Current-3
Current menth B
Current-1 urnal?
Current-2

Purchase settlement discount cost type none

Record settlement discount on payment date?

Scanned purchase invice attachment type )
[ Prevent duplicate P! references?

Accrue timeshest budgets Never v

Unused holiday accrual task type

Default"Ownex contact type Accounts =@

\warkbill cest acerual %

Plto SO period match control

Pl to SO staged billing peried match centrol

0.00%
Ignore v

Ignore ~

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
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'_,‘;"1 S eo W)

Client Detail - AAWS

r

General

.J <‘;| E> H % Notes

¢ Attachments

v &

e M P o

Close Previous MNext Save . Client Summary invoice  Consclidated  Roster  Transactions Reports
(2] Create mail sites line groups invoice groups - -
Navigate Save Other Record
| General Properties ~ Contacts Invoice distribution  Diates
Debt
Up to 30 days 31 - 60 days &1 - 50 days Over 50 days

Aged debt values £0.00 £0.00 £0.00 £10.440.83

Unallecated credits 0.00

Total debt £10,440.88
Credit

Credit limit £0.00 Overdue debt £10.440.88

Overfunder credit limit £10,440.38 On Stop Mo

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 client level, and is unable to be sorted and

sub-totalled based on the business analysis structure in TemplaCMS.

A more flexible debtors report by 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:

Aged Debtors Report

General

[$3 VDL

4

Select saved
results

9

Qe D -
Close Refresh Print Excel Expand Collapse Source Run on
all all transaction  batch
| report
<
Selections | Details
4
Datasource
Client
Site
1 Business analysis
i Level Code
W Facilities Manag...
3 Operations Man..
Contract Manag...
i Supervisors
€
W
Rows to show 0
I
2 Accumulate debt (do not accumulate)
< (do not accumulate)
1 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 are required.
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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:

t E‘T = Aged Debtors Report

e s

General

e e T IS
U= = ®
Close Refresh Print Excel Expand Collapse Source Save Runen Select saved

all all  tansaction results  batch  results
report

Selections | Details

Aged debtors report
Site description Cortract Manager Over 30 deys
o o] ol
ALGSTTH DAN CARTER £5397622
BAFH FITZWILLIAM 01 DAN CARTER £64530.04
BAFH FITZWILLIAM 02 DAN CARTER £127.390.20
ELPC LR DAN CARTER £15250274
CBCSLONDON DAN CARTER 7804223
CFCHCIO DAN CARTER £2378476
CWVH ILFORD DAN CARTER £30.70854
DESP PATERNOSTER DAN CARTER £2375200
DCTH DCPCU DAN CARTER £2254260
ESGST7 DAN CARTER £27.177.82
I 266537515 |

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.

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

o Transaction date
e Transaction type
o References, including CMS invoice batch reference
o Duedate
e Audit number
o Processed by
‘: ;\\z < Aged Debtors Report -
S Genenal
Ryt = 3 WG B
Close Refresh  Print Excel Expand Collapse Source Save Runon Selectsaved
transaction results  batch results
report
Selections | Details.
Aged debtors report
{0129 2 column header here to group by that column.
EH Client code 7 Site description Contract Manager Over 90days
o] o] o] o]
=] ALGS ALGSTTH DAN CARTER £53.976.22
£A Client code ‘Site description Over 90 days Transaction date Transaction type. Internal invoice number  Dimensicns invoice number Due date
o g g g o] o] o] = o]
ALGS ALGSTTH £23085 3110522013 NV 21637 94431 | 30006120
ALGS ALGSTTH £1,969.73  05/06/2013 NV 21856 94522 | 05/07/20°
ALGS ALGSTTH £1.88153 31072013 NV 24248 95065 | 30/08/20°
ALGS ALGSTTH £169253 31082013 INV 24244 95158 | 30/09/20°
ALGS ALGSTTH £1,969.73  30009/2013 INV 24437 95253 | 310200
ALGS ALGSTTH £1.88153 31102013 INV 24535 95348 | 3117200
ALGS ALGSTTH £1,69253 30112013 INV 24629 95441 | 3012720
ALGS ALGSTTH £1969.73 31122013 INV 24723 95535 | 30/01/20"
ALGS ALGSTTH £1.88153  09/09/2014 INV 25560 95608 | 09/10/20°
ALGS ALGSTTH £169253  09/09/2014 NV 25861 95609 | 09/10/20°
ALGS ALGSTTH £1,969.73  09/09/2014 NV 25862 95610 | 09/10/20°
ALGS ALGSTTH £1.88153 09092014 NV 25563 95611 | 09/10/200
e i Y Y E——— S
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CLIENT DETAILS

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.

S WE LY B Chent Outd - ABYS - a
ey — 4
Cenverst
& Neates h {
J @9 W L S i ¢
¢ Antachemann
Cuote Poeviost Nt e Cant  Suvwary ivoice  Conubdated  Roaler  Transactions
2 Cwatw mal vy Log groupt IO e QU . s 1
Mavejats Save Cther Hacond
l Aged dedt |
Grrmw Progetes  Commnn  Credtowmsl  Inscadembiton  Owee | -
Reverce
ACarts e ~oasn
Staterrenny
Cote oS Owrat v WM Nanover
Nore A Satt eavers
Arvess ARNS [
Ervployen sbsance Wacher
Town Hotday uage
¢ -~ e profitatasry
Tumesneet vanani e
Prarcote ECan i
Abience svabrun
VAT harawd Azie - Cover anslyss
Tetagtore Hobday analnn
Fax Conteacts ganed
rietete Contracts awt
L
Carles e w 30 Days bon sate of iovoce »
T8A g snwyss
X0 From mvmce dee - R
Puyoa bark sccount -
Owtmdt maheg comact (rct nat) ~

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.

::1 *F L1 Bl Ste Detas! - AUWS IND
to}
= Ceners

Vesdim D & 20 0 jga?

Frevcu e Consclidsted  Default  Ronter .
3 Creste mail contracts  ivvoKce Qroups  details - - tender
Savigace Lo L Pacond | Aged debt
Genersl | Properes  Susiness snshses  Mardstiegsrahse  Arelysaversion  Contscts  Locstorn  Time end stendy PaL QA Daes
Revesue
Chiert -0 Sustemeras
Code NSO Current v Roster report
N VS IO Daft tumoves
KR E Seatf ewvers
ANS 2
odess Current s2aff
Emgloyee sbsence tracker
Town Hobdey usage
County ~ Ste profeatiley
Posscode EC20% (] DES check recsired? Timeshest verionces
] Vetseg requmed? Atuence snabyse
eringclearsrg woeks per yesr 200
) PPE requmes? Cover analysa
Seres v Suatied IS (] Food hypane carsicate recuared? Hobday snalyss
Seetyze Rorcwrs w Conmacts ganed
Dty madeng cortact (met e v Contracts lost
Temeshest ertry style Adust by excegson ~ 815 anslysin
TRA log snadysn
] Managed builsieg?
Buildng refererce
S code
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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 between 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.

: ‘ o= TemplaCMS - Contract Management System -- TemplaCMS V6.1.0
o Generzl
L ’b 3 ‘!} -c & Auto refresh - d - v\g L g i H ‘3 .-f ‘E
&S -~ - L& S 4 J L. PN ¥
Close Refresh Print Excel Expand Collapse Open \View  Pro- Change Distribute Filter Un-filter Apply  Change Select
formas  posted period selected  selected  last filter filter filter
List Row Filter
e B sers  Clients  Sites | Invics List
Billing
@ Invoice Batches
@ Invoices Drag a column header here to group by that column.
@ Billing Review -
Dated Met value Vatvalue | Gross value Account Internal invoice reffrence number Goods receipt number Stores order number Mt
o = 5 vzl m  m o = E
3000420130 £7335 £88.02 93962 20965 10011 45850 0
30/04/2013 0 £208.04 £4161 £245.65 93962 20865 10011 4580 0
—— 3004/2013 0 £185.76 £37.15 £222.91 93%62 @ 20965 10012 4140 0
Payroll 30/04/2013 0 £3248 £6.50 £38.98 93962 | 20965 10012 4140 0
Workbills 3000420130 £4342 £8.68 £52.10 93962 = 20965 10012 4140 0
Hygiene Services 3000420130 £202.04 £4161 £245.65 93962 20865 10078 4580 0
Billing 3004/2013 0 £73.35 £1467 £88.02 93%62 = 20965 10076 4550 0
Gl elois 3010420130 £208.04 £4161 £24365 93962 20955 10272 4550 0
Stores
300420130 £73.35 £1467 £88.02 93%62 = 20865 10272 45850 0
Reports
300420130 7.
Period/Year End £4342 £8.68 £52.10 93%62 | 20965 10273 4140 0
Maintenance 3004/2013 0 £3248 £6.50 £38.38 93962 20965 10273 4140 0
Service Point 30/04/2013 0 £185.76 £37.18 £27291 93962 | 20965 10273 4140 0
Projects 3004/2013 1 -£208.00 -£41.60 -£24560 2331 20963 0 0 0
System Admin 300420131 £0.00 £0.00 £0.00 O 20970 0 0 0
Sesslonvdming [ £9.358.808_| £1.871.785_] £11.230593. |

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

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

|
.

f"? s Transaction Reconciliation Report

iy
e
General

U@ ueC =

Close Refresh  Print  Excel Expand Collapse
all all

report

Selections | Details

Datasource | ﬁ

TemplaCMS
Financial period !
Transaction type All w

Transaction number 0

Accounts
Financial period i

Transaction number

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:

Transaction Reconciliation Report -

.‘; DL
B —
e

General Filter
U e =
Close  Refresh Print Excel Expand Collapse

all all
report

Selections | Details

TemplaCMS 5
Status Datasource Transaction type  Transaction number  Date Financial year  Financial peried  Account Value Cost type Transactio
= o ®| o o] o ®| o o] o o]
Exceptions secounts Selesinvoice 14140044636 6 EE ;50 b Convectes vinow Clesning. | 85397
Exceptions Accounts Sales invoice 14140044687 __ 13 _ £443.46 ‘Washroom Services 89397
Exceptions Accounts Salesinvice | 14140144688 [omezor2000 |02 | : E ‘Sub-Ceniracted Pericdics 89397
Not matched Accounts Sales invoice 14140/44689 01/05/2012000 2012 L3 DBCH £0.00 DOC revenue
Exceptions Accounts Sales invoice 14140144690 _— 5 _ £122.43 Vashroom Services 80397
Not matched Accounts Sales invoice 14141/44631 01/05/2012000 = 2012 L3 CSBW £0.00 DOC revenue
Exceptions Accounts Sales invaice 14141144692 _— 5 CSEW £624.00 DOC revenue 89696
Exceptions Accounts Sales invoice 14141/44633 __ 6 CSBwW £109.20 ‘Waste - All Suppliers 89696
Exceptions Accounts Sales invoice 14144/44703 __ 13 CEFs £590.51 DOC revenue 83406
Not matched secounts Salesinveice 14145044704 01082012000 | 2012 5 CIRD £000 DOC revenue
Exceptions Accounts Sales invoice 14145/44705 __ 13 CIRD £590.59 DOC revenue 89428
Exceptions Accounts Salesinvice | 1414544706 [omezor2000 | 202 | : CIRD £3000 In House Pericics as428

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

s Teansact
Genersl
Close Re- Source
match | eansaction
Ravigate Pecord
Cetals Source tramaachon
Datascurce Accounts 0
TarglalMS
Financial pericd 2012/ 6
Teansacson type Sales mvonce
Transpcson murber 1474044638
Dete 01097012
Accourt 06O o
Costtype Sub-Contracted 'Window Clesning o
Gross Net VAT
£1.16560 9NN £14 27
Accounts
Financasl pericd 013/ €
Tranaachon purber 85357
At marber $H244
Lae 15082012
Aceoure 8GCH o
KL credt account 4020 -+ Contracted Sub-Cortracted Vind €@ | 1 - Sales
N dedst accourt 1200 - Debtors Control Accoarnt © 3 - Curentfssens I

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:

LR ¢ Iwonte Nem Detad - Invosce Tos BIMA duted 20042011 0
.
¢
G
| ! ’ 1
Oose  Posvions  Neot Stores  Debvery Teariachon
Cevte recondiahon
Nacipate Vs
(S A A ™ >
e

Pt 455071, Dot Date 0004201 - SCOTT PERFORMANCE X0 TOIET ROLL 270Y X08

Qy Mice el VAY Gorran
$ e % e o
tate DOMA 15T o
Tosk e Fachapes

Howran e o c*arpoatie (oot |

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 allow the user to process matching for just this transaction.

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

Source
transaction

. °

Close
Navigate Recerd
Details
Datasource Account
TemplaCMS

Financial period
Transaction type
Transaction number
Date

Account

Cost type

Accounts

Financial period
Transaction number
Audit number

Date

Account

NL credit account

NL debit account

2011 |4 3
Sales invoice
£783/9440
01122011
AAWS
DOC revenue g

Gross Net VAT
£0.00 £0.00 £0.00

23/08/2018

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.

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
Goods receipt (delivery) number
Workbill number (range)
Internal invoice reference number
Accounts invoice number

B

TemplaCMS - Contract Management System -- TemplaCMS V6.1.0

General

I‘J ‘@ \), ‘\%‘ lc D Autorefresh

Close Refresh  Print  Excel Expand Collapse

Navigater

List

~ |l »T AR L 1 - - « i #) Reinstate
U S g Jos L & L]
Open \View  Pro- Change Distribute Filter  Un-filter  Apply Change Select Publish Select
formas posted period selected  selected  last filter format  format
Row Filter Status

Reports

= =3 Contracts & Sites
@ Site Analysis
@ Timesheet Analysis
@ Periodic Budget Analysis
@ Transaction Recanciliation
@ Aged Debtors
@ PaL Report
@ Aged Creditors

Contract Admin

Payroll

Alerts  Clients  Sites

Imvoice List

Drag a column header here to group by that column

Net value

o =

£0.00
£14.09
£471.94
£41.95

=

o o o o

Ll

o o o a

ol
o

o
o
o

=
Contract billing AAWS/01 - AA
Stores order receipt AMWS/01 -

Contract billing AAWS/I01 - AA

Vatvalue  Gross value Account Internal invoice reference number Goods receipt number Stores order number  Multi it Multi sit \orkbill Source
® G o =
£0.00 £000| O 20576 0 0
£282 £16.91 93934 20960 9521 7360
£8439 £506.33 34256 @ 21356 0 0
£8.39 £50.34 94256 21256 0 0

Contract billing AAWSI0T — A&

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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APPENDIX A - INVOICE LAYOUTS

L
L o o

L] Templa Compuber Syshe mes Lid
Technolosy Houwss
Mount Pleasint

TEMPLACM it

Mz B Beecin Ltd | v o 455RR5
1T Armyle Road Date: 12 /06,2005
Fevenoaks Hcoount no: KIUEE001
Kent
TH13 380
[Ee.u:"pt'-:-n Ohontity Price Met Wat Tota ]
O zming from 01,057200 5 o 31,0520 5
Dily Offioe O zning 1 00 500 L) &00
Miomthly desp clezin of Kitchen 1 500 500 L) &00
Term=s 30 Cays Mett
Beindk Details- Met Total: £1.000.00
Baink: H3EC VAT Tota £ 20000
Sort Code: 400707 Invgice Totak:  £1.200.00

Booount No: 13245878

Templs Comprber Systems Lid, Company Reg. Wo. 12345722 VAT Reg Mo 133 4557 1T
emailc scoonmtsEtempla com Tal 0173233 7222 Faoc QIT3ZEIZ2ET ware.bempla com
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L= =
T B
> B |

TEMPLACMS

Mgz & Bean L2d Imwosce  455BES
17 dirmyle Road Dt 120065015
Sy o Booount e WMUESI01
famt
TH13 330
De=cripticn e niity  Price M=t Vat Totsl
Oeaning from 01,505 200 5t0 31052015
Ciiby Office Ol aming 1 S0 500 L] &0
Monthly desp chean of Kitchen 1 00 500 100 &0
NetTotel £ 100000
VAT Totel: £ 2 200)00
ImegiceTots £ 1.200.00
Tamcl lemputar Sodema L

Tacemclogy House, Wicw=t Pasesd, Hide = oocug=, St THIT HE
smail oot empla oo Tal: 7 DADAEE rfax (7XE2ELTY  wew Smeph com
Compmey Bag. No. 12949730 VAT Mag Mo 133 338712
Eack DeimbhcHET Aocowsd Moo 1EIA5E7E  Scof Code: A0ANT  Twrmac 30 IATS Medd
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Templa Computer Systems Ltd

P—— Technology Houwse
* Meount Pleasarnt
Hikdenborough
- Kznt

TEMPLA “‘“

WAT reg- no. GELZ3465789
Fhione 1722 232 BEB

Fax O173Z B32 BRY
Muwgg & E=an INVOICE [copy): 2
Rmgent Rd Date: 280272017
Manche=star Account na: HUGGE00L
Chimstiire Your Ref: PEE2ET
CWi2 INM
[I}Eﬂ"‘]ﬂnﬂ ‘Quesnkity Price M=t =
Caly Conmact O==ning: 0103/20LT bo ZEMZF2017 L.oa STE00 STE00 =TD
23 days ab £25 00 per day
= VAT Analysic= Terms! 30 Cays Net Tokal: £575.00
Code Rate Tokal WAT Bank Detalls )
sTD 20.00 575.00 11500 Biank: Tergia Current focoury| | VAT Todad: £115.00

Sart Codes 11-22-33
Account Ma: 1345678

Templs Computer Systems Lid, Company Reg.do. 122456 , VAT Reg Mo, GELZ3465723
emalksupportfte=mpla.com Tek@ily¥3l
E3X BEE Fawr 1732 B33 BET Wehshts: wearw Ermpla.comi

Irmvoiice Total: £EE0.00

Pag=lofl
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TEMPLA

Mugg & Bean
Regent Rd
Menchester
Cheshire
CWi12 WM

Description Quankiity

Caly Contract Ol==ning: 0102/ 2007 to 2EM2/2017 1.00
23 days ab £25.00 per day

* WAT Analysics
Code Rate Totzl WAT
=TD 20.00 SFE.O0 115,00

FPagzlofl
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INVOICE [copy): 2
Date: 2B/02/ 2007
Acoowmt no HUGGDOL
Your Ref: FOER3ET
Price M=t
57500 STE.O0
M=t Total:
YAT Todal:
Imvolce Tatal:

Templa Computer Systems Lid, Company Re=g Mo, 133456 VAT Reg No. GB1234E5723
emalksupporblt=mpla.com TebkdlF32
532 BEE Fauxr 1732 3327 837 Websit= warw Eemnpla.com

£575.00

£115.00

£650.00
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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.



