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INTRODUCTION

These notes are designed to provide background information and useful experience of using TemplaCMS’s contract admin
functions. They are designed to complement the training and assist you at a later stage when away from the training
environment.

SYSTEM CONTROL AND MAINTENANCE

Any System Control and Maintenance settings related to specific areas/modules are covered in the relevant manuals.

BACKGROUND

In order to setup a new contractin TemplaCMS the related client and site should already exist or be created first. The hierarchy
for contract setup is as follows: Client > Sites > Contracts > Tasks > Cost/Revenue Types

WORKFLOW

When a new contract is won, the responsibility of setup could be split between multiple users, with one entering the budgets,
and another entering the employee pay details. Whilst TemplaCMS has always provided a colour-coded comparison of
configured pay to budgets, it did not prevent the contract from progressing to live when the budget is exceeded - which is more
likely when multiple users are involved.

To assist with this scenario, a workflow check for Contract payroll budget exceeded has been introduced.

On a contract workflow path, a rule Check Type of Contract payroll budget exceeded is available:

. : ‘] = I"j s Workflow Stage Details - Amended contract approval - TEST o X
e

General

e 9 @

Close Previcus Mext Accept  Accept

and new
Mavigate Save
General | Rules | Routes Dates
Description Check Type
"¢  over pay budget Cantract payroll budget exceeded o
* (v
Remove

Assigning this rule to the contract workflow paths will instruct TemplaCMS to calculate if the contract assigned employee costs
exceed the payroll budget for the task to which they are assigned. When determining if the costs are within budget TemplaCMS
will use the later of the following dates:

The current date, i.e. the day the contract is sent for approval
The last employee assignment’s effective from date
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Where the contract-assigned employee costs exceed the payroll budget, TemplaCMS will route the contract to the nominated

user for approval.

CLIENTS

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

TemplaCMS.

A new/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.

Client Detail - AAWS

M oesd -
®

General
-’J @ E> H % Notes 5
Close Previous Next Save ® Attachments Client  Summary invoice
[l Create mail sites line groups
Mavigate Save Cther

Export |  Email Print  Creditcontrol  Invoicedistribution  Dates

Accounts system Accounts

Code MBS v

Name AAWS

Address ANNS

Town

County w

Postcode EC4N BHL

VAT Standard Rate ~

Telephaone

Fax

Email rick stoor@templa.com

\wlebsite

Settlement term 30 Days from date of invoice ~
30| | From invoice date ~

Payee bank account -+

Default mailing contact| (not set) e

TA client reference 0

Inactive?

e =
e M @
Consclidated  Roster  Transactions

invoice groups -
Record

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, Address, Town, County, Postcode - enter the client address details.
VAT - select the default VAT rate for the client.
Telephone, Fax, Website - enter the relevant details for each if required.

Settlement terms - select the default settlement terms for the client.
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Payee bank account - where invoices are distributed from TemplaCMS a Payee bank account that differs from the system level
payee account can be selected on a client. If specified this account will be used on invoices.

Default mailing contact - where contacts already exist, the default mailing contact for the client can be selected.
TA client reference - where T&A is used the client reference can be entered.

Inactive - where a client is flagged as Inactive in Access Dimensions this flag will appear in TemplaCMS.

- :.] dla | s Client Detail - Mugg 8 Bean
nl

General

_J <;:| C> H . Notes ﬁ S \3 E g G

¢ Attachments

Close Previous Mext Save Client  Summary invoice  Consolidated  Roster  Transactions Reports
[=] Create mail sites line groups invoice groups - <
Mavigate Save Other Record

General Contacts  Creditcontrol  Invoicedistribution  Dates

Annual Sales Re..|if
Prospect value
Sector

Properties and can be defined against the clients, but these will only be relevant to (and accessible from) TemplaCMS.

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 exists 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:

- : W ] H - Contact Details - (new) - m] X
U

General

J H E! . Notes g

¢ Attachments
Close Save Saveand Quick
new [2 Create mail |

Mavigate Save Other Record

General | Properties  Sites  Clients  Suppliers  Dates

Code
Name

Address

Town

County ~
Postcode

Job title B
Telephone

Fax

Mobile

Email

cc

Contact type B
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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 - it is vital that a valid e-mail address is entered if invoices are to be e-mailed to the contact.
Cc - enter a ‘Cc’ e-mail address if required.

Contact type - different contact types can be defined to easily distinguish between an accounts contact and a site contact
for example.

From the Credit Control tab, the following details retrieved from the accounts system are displayed:

Aged debt values

Total debt

Credit limit

Over/under credit limit value
Overdue debt total

On stop status

'5 Jas s Client Detail - AAWS

General

J <;:| C> H % Notes 5 \3 S E G 4

2 Attachments

Close Previous MNext Save ; Client Summary invoice  Consolidated  Roster  Transactions Reports
[2 Create mail sites line groups invoice groups - >
Mavigate Save Other Record

General Properties Contacts Invoicedistribution  Dates

Debt

Up to 30 days 31 - 60 days 61 - 50 days Ower 50 days
Aged debt values £0.00 £0.00 £0.00 £10,440.88
Unallocated credits 0.00
Total debt £10.440.88
Credit
Credit limit £0.00 Overdue debt £10,440.38
Ower/under cradit limit £10.440.38 On Stop MNa

When accessed, a re-calculation of the aged debt figures within Access Dimensions is automatically triggered to ensure the
details are up to date.
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Invoicing details for each client can be set up at client, site or contact level (if contacts exist) and are accessible from the Client
> Invoice distribution tab.
e .1 Ja@aw e i Client Detail - AAWS - o X

General

’.’J <;:| E> H * Notes ﬁ 5 6 E @ v

2 Attachments

Close  Previous  Mext Save _ Client  Summary inveoice Consolidated Roster  Transactions Reports
[2] Create mail sites line groups invoice groups - -
Navigate Save Other Record
General Properties Contacts Creditcontrol | Invoicedistribution | Dates
Invoice document style override | (none) o Attached TC's path
Address to | Record Email? | Email to client? Emiail to contact
Client O Van Der Berg, Lynette;
Site RCCP O Wan Der Berg, Lynette;
Site ANWS ZND O Van Der Berg, Lynette;
Site RCCP O Van Der Berg, Lynette;
Contact TERRY DRURY | | TERRY DRURY;
Contact Stoor Rick O O Stoor Rick;
Contact Brown Mary O O Brown Mary;
Contact Van Der Berg, Lynette O Van Der Berg, Lynette;
Contact O 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.

TemplaCMS has been modified to allow a Terms & Conditions document to be defined at accounts datasource and client
level.

Terms and conditions

It is possible to define an optional ‘Attached T&C’s’ document file path on the accounts datasource or client. Where a file is
defined, this will be used as the default attachments of all invoices e-mail distributed. If defined on the client, the path will
override the accounts datasource path.

Note, that in both cases, the document should be stored on a network location accessible to all users who will be
distributing invoices.

During the invoice distribution process, TemplaCMS will automatically attach the T&C’s document if one is defined. Only one
T&C’s document will be attached per e-mail, even where there are multiple sales invoices attached.

Document Ref: TEAM TemplaCMS - Contract Admin.docx Version: Page 9| 47
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Client Detail - BMUEB

-'“ﬂ Jaw s

General

.,J <;] |:> H _ Notes

¢ Attachments

Close  Previous Next Save

[3 Create mail

Navigate Save

General | Properties Contacts  Creditcontrol

Accounts system Accounts

Code BMUE

Name BMUE
CLIENT SITES

This button will provide access to all the sites linked to the client.

SUMMARY INVOICE LINE GROUPS

Summary invoice

Invoice distribution

o
e M @ o
Consclidated  Roster  Transactions Reports

invoice groups -
Record

If Summary invoice line groups have been set up on the contract Billing tab these would be displayed here.

CONSOLIDATED INVOICE GROUPS

If Consolidated invoice groups have been set up on the contract Billing tab these would be displayed here.

ROSTER

This will provide direct access to the Roster Manager, pre-filtered to the current client.

TRANSACTIONS

This will provide direct access to Data forms, Service Requests, Training matrix and Projected workbill schedule, pre-filtered to

the current client.

REPORTS

When selected the Reports option, provide direct access to the following reports, pre-filtered to the current client:

Aged debt

PL (Profit & Loss)

Revenue

Statements

Staff turnover

Staff leavers

Current Staff

Employee absence tracker
Holiday usage

Site profitability
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SITES

Sites are associated with Clients, and Site addresses will be communicated to the accounts system (Access Dimensions) if they
are to be used for billing:

. Eo] X BL Site Detail - AAWS 2ND - o X

General

Jap B o ?D 5 & " @ @ Transactions -

¢ Attachments a Reports ~

Close  Previous MNext Save i Site Consclidated  Default Roster Geofence o
[=] create mail contracts  invoice groups  details @ Site binder
Navigate Save Cther Record
Generzl | Properties  Business analysis  Marketinganalysis  Analysis versions  Contacts  Locations  Time and attendance  Stores ordering | 4 b
Client [AAW 5| 0
Code ANNSIO Current v
Name AlWS 2ZND
Address ANNS ZND :
Town
County . ~
Postcode ECZ01A DBS check required?
Working/cleaning weeks per year 52.00 e T
PPE required?
Stores type Standard > [ Feod hygiene certificate required?
Site type Standard ~
Default mailing contact (notset) e
Timesheet entry style Adjust by exception -

[] Managed building?
Building reference

SIC code

Multiple sites may exist for each client. To keep track of the relationship between the sites and clients, many companies code
their sites based on the customer and an appropriate number. An Auto numbering option exists on the System Control settings
for Sites where a minimum number of digits can be entered. If this is set, when a new site is entered, upon clicking on 'save' a
site code will be automatically generated based on the client code and previous highest site code to the minimum number of
digits specified. For example, if 3 minimum digits are selected and site ‘ABC/016’ already exist the next site code generated for
client ‘ABC’ will be ‘ABC/017°.

If the site details differ from that of the main client, it can be manually entered, otherwise click on Default Details, which will
copy the details from the client to the site.
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L5 B Site Detail - - o x
ATy ite Detail - (new)

_J l l l ! " Notes & i
ose ave Savean

& Attachments |

new | [FCreatemal || getails
Navigate Save Other Record

*| General | Properties  Businessanal i Contacts Locations Timeand attendance  Stores ordering _ Equipmentitems {4 b

Client =@
Code Current v
Name |
Addres:
Toun
| County v !
|| Postcode [] DBS check required?
| Workingiciezning weeks per year 5214 I gt
[ PPE required?
Sl Stendord _[v (] Food hygiene cerificate required?
| Sitetype Standara -
|| Default mailing contact (not set) L2
| Timeshoet onty stle Default method v

[ Managed building?
| Building reference

| SICoode

< Memo

Working/cleaning weeks per year - the number of weeks’ work (cleaning or other) will be carried out at the site per year.

Stores type - options are Standard, Internal Stores and Van. Warehouse sites where stock control is required should be set up
as Internal stores. It is possible to generate transfer stores orders, treating the van as the target delivery site. To use this facility,
therefore, requires that each van be defined as a site with the store's type set to Van which does not allow for management of
stock.

Site type - the options are Standard (e.g. operative) and Overhead (e.g. management) and allows costs on these sites to be
reported differently within the Site analysis reports.

Default mailing contact - one of the contacts set up on the Contacts tab can be selected as the default mailing contact providing
the contact has a valid e-mail address.

Timesheet entry style - different timesheet entry styles exist in TemplaCMS and can be overridden at site level if a different
format to what has been setup on the payroll datasource is required.

Managed building - if ticked the type can be defined as either Tennant or Agent.
Building reference -a building reference can be entered on any site.

SIC code - the SIC code can be used in conjunction with the Hygiene Services module. Waste transfer notes require the SIC code
of the ‘transferor’ i.e. the company that transfers the waste to another company to be printed on the note

DBS check required - when flagged this influences the behaviour of joiners via the employee approval process for example if a
‘single period’ joiner is added to a timesheet the site is checked for this flag and the employee is automatically made un-
approved.

Vetting required - when flagged this influences the behaviour of joiners via the employee approval process for example if a
‘single period’ joiner is added to a timesheet the site is checked for this flag and the employee is automatically made un-
approved.

PPE required - when flagged this influences the behaviour of joiners via the employee approval process for example if a ‘single
period’ joiner is added to a timesheet the site is checked for this flag and the employee is automatically made un-approved.

Food hygiene certificate required - when flagged this influences the behaviour of joiners via the employee approval process for
example if a ‘single period’ joiner is added to a timesheet the site is checked for this flag and the employee is automatically
made un-approved.

Geofence
TemplaCMS supports full 2-way integration with the EziTracker T&A system.

Please contact your TEAM Software Projects team if you wish to implement EziTracker
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e - i il - — O X
f ‘ Ol s Site Detail - (new)

y
-

General

IJ H H % Notes & ¢

¢ Attachments

Close Save Saveand Default Geofence
new [2] Create mail details
Navigate Save Other Record
© General Properties | Business analysis  Marketinganalysis  Contacts  Locations  Time and attendance  Stores ordering  Eguipment items T4 »

Contact for booking \work Jonathan Smith

Email Address 1 support@templa.com
Email Address 2 projects @templa.com
Email Address 3

Telephone No. 01732532888

Access Time for Peniedics | 17:00- 2100
Access Time for Window C.. | 5:00- 9

Access Details

Alarm code

Security contact Joe Black
‘who Holds Key/Swipe James Blue|

Any Other Access Informat...

Additional information can be recorded against a site via the Properties tab. These properties are user defined and securible to
certain user roles.

P N od)- Site Detail - (new) - 0

h
L

General

IuJ H & . Notes &

P' Attachments

Close Save Saveand Default
new [3 Create mail details
Navigate Save Other Record
General Properties | Businessanalysis | Marketinganalysis  Contacts  Locations  Time and attendance  Stores ordering  Eguipment items LI 2
Facilities Management 1-CER
_| Operations Manager FRAMNK SINATRA
| Contract Manager DAN CARTER
Supervisors : KARIN BLACK

Business analysis codes must be defined for each site. This is used for reporting, security, workflow etc.

e s Site Detail - AAWS 2ND - b x
lfTy o ewd - te Deta
tET General
VJ @ E> I l 2. Notes [ = & E '3 Transactions =
§ ¢ Attachments - N @ Reports -
Close  Previcus Next Save ; Site Consolidated  Default Roster Geofence -
[3] Create mail contracts  invoice groups  details G Site binder
Navigate Save Other Record

E{313r||3ral Properties  Business anslysis | Marketinganalysis | Analysis versions  Contacts  Locations  Time and sttendance  Stores ordering | o
Customer Type

Marketing analysis is optional and mainly used for reporting.
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Analysis versions

Where the Enforce period control on analysis? option has been set on System Control each time any of the analysis options on
the site is changed, the period or each of the ledgers is recorded on the Analysis version tab. Double click a line to view the
analysis details.

;;:ﬁ I aw s Site Detail - AAWS 2ND - O x
ek | General |
u',] @ w I ] ', Motes % & a m “ ra Transactions ~
¢ Attachments fl Reports ~
Close  Previous Mext _ Site Consclidated  Default Rester Geofence -
(3 Create mail contracts  invoice groups  details a Site binder
MNavigate Save Cther Record

(General  Properties  Businessz analysis  Marketing analysis

i| Contacts locations Timeandattendance Storesordering | 4 b

From date (F/L)  From period (F/L) From date (S/L) From period (S/L) From date (N/L)  From pericd (M/L) Qriginal
01/01/2001 2001-01 01/01/2001 2001-01 01/01/2001 2001-01
01/082013 2013-05 01/082013 2013-05 01/08/2013 2013-05 [l
2601002017 2017-07 2611012017 2017-07 261102017 2017-07 [l
Contacts
D @ s Site Detail - AAWS 2ND - O x
| General |
U @ @ I ] 2" Notes m a a \E ¢ @ Transactions -
X ¢ Attachments i N G Reports ~
Close  Previous Mext Save i Site Censclidated  Default Roster Geofence o
[ Create mail contracts  invoice groups  details @ Site binder
Navigate Save Other Record

(General Properties  Businessanalysie  Marketinganalysis  Analysis versions
£l Contact Email Job title Telephone Mobile
= = = = =

Brown Mary Onsite Facilities

Locations  Time and attendance  Stores ordering | 4 p

Stoor Rick MD

Contacts associated with the site can be added, removed or created on the fly from the Contacts tab.

Locations

The Locations tab allows actual locations (e.g. buildings and their rooms, floors and their areas, etc.) within a site to be defined
where a common QA template would apply. This option is only available if the QA module is licensed. Any existing QA’s assigned
to the site can be viewed from the Transactions option.

Site Detail - AAWS 2ND
{ E\ Jand)
J| General |
Jaeas - b & a0l O
¢ Attachments N )
Close  Previous Mext _ Site Consolidated  Default Roster  Transactions
[= Create mail contracts  invoice groups  details -
Navigate Save Other Record
Marketinganalysis  Analysisversions  Contacts |LDc:atiDns| Time and attendance  Stores ordering  Equi t items
Building Room
O] Main building [& Room number 023
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Time and attendance

e — - a0 — D
"? 4 i; H Site Detail - BNSA 2ND
General
U@ ® d -, D é a0 9 o9
¢ Attachments N N )
Cloze  Previous Mext _ Site Consolidated  Default Roster  Transactions Reports Site
I [=] Create mail contracts  invoicegroups  details - - binder
Navigate | Save Il Other i Record |

General Properties Business analysis  Marketinganalysis  Analysisversions Contacts Locations | Time and attendance | Stores ordering 4 #

System | TRA |6)|0|

Bl
First break | 100|(hours) afterfist | 350 (hours)
Siseettrese| 025 ous) oy | 200| e

Processing option |ALrtD apply | as of | 01/ 09

Site reference |

Management structure
Contract Manager FRANK SINATRA
Operations Manager TOM BANKS
Valid caller ids Automatic alerts
| Type | Value | Alert | Enabled? | Buffer minutes |
.

The Time and Attendance tab is used to record site-level information needed for Time and Attendance integration. Please see
Time and Attendance manual for more information on this.

Stores ordering

i ? @ @ H Site Detail - AAWS 2ND
General
Jéodix. Db & 80 @
? Attachments
Close Previous MNext . Site Consolidated  Default Roster  Transactions
[3] Create mail contracts  invoice groups  details =
| Navigate i Save i Other i Record
lyst Analysi i Contacts | i Time and i |Stores BrderingIEq.i— pment items
Deliver to Contact
Default delivery contact |BrD\-¢'nI\/'Iar5.r |0| /‘ |
Default special Flease report to back entrance
instructions

Diriver delivery notes

Stores order delivery details can be set up from the Stores Ordering tab.
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Equipment items

‘ Jaw i )¢ Site Detail - AAWS 2ND - |
"
General |
. Notes
= 1 g
P
¢ Attachments N N 3
Close Previous Mext . Site Consolidated  Default Roster  Transactions Reports Site
[3] Create mail contracts  inveice groups  details - - binder
Mavigate Save Other l Record
WET Analysizsversions  Contacts L i Time and Stores ardering | E |terns| QA Dates
Effective | Equipment item | Category | Group
=] 010172018 (]| Henry hoover (]| Hoovers Machinely

Equipment items assigned to the site can be added/removed from the Equipment items tab.

QA

The QA tab displays a list of all the QA’s currently assigned to the site and contract.

I "5 Jawl)s Site Detail - AAWS 2ND - ]
|'
General |
)
Jeddin. D 3 309 90
¢ Attachments
Close  Previous Next . Site Consclidated  Default Roster  Transactions Reports Site
[=] Create mail contracts  invoice groups  details - - binder
MNavigate Save Other Record
inganalysis  Analysisversions  Contacts  Locations  Time and Stores ordering  Equi items | QA | Dates <

IDrag a column header here to group by that column.

| Site | Contract | Reference | Verslon| Type ‘ Status | Start date‘
E

AMASIOT - AAAS ZND ANWS 2ND 01 ANWS01 15| Standard_contract  CO4 -. 17012011

Inter-company sites

This is for use where the intercompany journals process is enabled on the System Control > Billing tab.

Against any site for users with sufficient authority, it is possible to define a pseudo-site in another Accounts datasource. Any
sites with an inter-company relationship already defined, cannot define further intercompany relationships.
Site import wizard

When large contracts are won this can often result in the need to set up many similar sites, which can be time consuming. To
facilitate this, the ability to import multiple sites via a MS/Excel spreadsheet has now been introduced.

SITES LIST

At the point of installation, the Site Import wizard function is not assigned to any function groups, and thus will have no effect.
It is the responsibility of a TemplaCMS administrator to assign it to the appropriate function group(s) in order to give access to
the relevant users.

E St Code D escription
E @ Siewizard |
Sitetizard Amend Site Import Wizard
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A sufficiently authorised user will have access to the Import wizard button on the toolbar:

O oy S

General

.’J ,’Es :—-; !:_;3 .g F ] L JCheck duplicates
. & Auto refresh
Close  Refresh  Print  Excel Expand  Collapse

List

M avigatar n

Contract Admin

Contracts
Sites
Clients

]
(5]
@ Contacts
5]
]

C.

Contract Contral List
Caontact Structure List

S|(UORYE ¢

Irmport Open Mew  Copy Wiew  Create f
wyizard rmail la
Ry

Alerts | Sites

Dirag a column header here to group by that column.

g2 5t Code Added date Type

=] [=] =] =]
ABPOOZ/00 20/04/201910:2 ) Owmed
BH/Z2g 22410/201818:3 ) Owmed

On pressing this button, the Data migration wizard will be launched.

DATA MIGRATION WIZARD

When launched from the sites list this will automatically pre-select the import template type relevant to ‘sites’. The user is

then guided through the relevant processing steps.

Data Migration Wizard ]

1 .. :‘} s
= General
Close

Mavigate
wizard

Select import type

Generate spreadsheet template
Select impart spreadsheet
alidate data

Imnpart

Start again

Done

Step 1: Generate spreadsheet template

This step can be bypassed if the user has already populated a previously created template with site details.

On pressing this button, the user will be prompted to select a location where the MS/Excel template will be saved. This will be

created with a unique name, such as:
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Once saved, the user should locate this and complete one row per site to be imported. In doing so the first row of the worksheet
must be left completely un-altered - i.e. do not insert any columns, or change any column headings, as this will invalidate the
format for import.

Step 2: Select import spreadsheet

On pressing this button, the user can find the previously populated spreadsheet to be imported. Note that the spreadsheet
must be closed to select it.

Once selected, the data will be read and presented in the grid at the foot of the window.
Step 3: Validate data

Validation will be performed on all rows to be imported. If any rows are found to be in error, the user will be prompted to
abandon or continue the import. If ‘continue’ is selected, the errors will be shown against each row that is in error:

£ 5 )- Dats Migration Wirard =

General
Close

Mavigate

wizard
Select import type +

Generate spreadsheet template

Select import spreadsheet «
Validate data ';.ﬁ
Imnpart

Start again &
Done LY 4
Walid & Errors - ca + ] = cz + [}

BA| (=] [m] |[m] =] (=] = =]
» Client code Site code Site name Address

ABCOM site 11 aa

ABCOO1 site 22 aa
J < >

|Mi§vaﬂbnhfxzara’ 2 2073 Templs Computer Spsfams Lig

The user can chose to manually fix the data directly in the grid and repeat the validation, or return to the spreadsheet to
fix the errors. Even if the errors are not resolved, the user can still press the ‘import’ button.

Step 4: Import

On selection, this will attempt to import every row of the grid, regardless of whether validation errors exist. If imported with
errors, the user must take responsibility for reviewing each site and correcting the errors as necessary.

Note that whilst the import wizard is designed as an efficient method of inserting new sites, if the user populates the
spreadsheet with site codes that already exist, it can also be used to update sites. Itis important, therefore, that it is used with
the utmost care.
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CONTRACTS

When creating a new contract, a site or client should be created first, alternatively, the site or client can be created ‘on the fly’.
A client doesn’t need to be selected or created if the Billing module is not going to be used.

A contract can be created from the Contract Admin > Contracts menu by clicking on New.

Pd 5‘\ Wl = TernplaCMS - Contract Management System -- TemplaCMS V6.1.0
- General
J A~ D o .c @ Lcheckduplicates - u @ jil Q :I_- _)ﬁ g € 2 “f Changefilter
| 8 -] \ = L % S it -
) @ Auto refresh & . i Select filter
Close Refresh Print Excel Expand Collapse Open | New | Copy View Create  Print Filter ~ Un-filter  Apply
mail  |abel * || selected selected last filter Publish format
List Row Filter
Navi
=4 2 Alerts  Clients  Sites Daiascurontracts
Contract Admin
@ Contracts
O Sies s |
@ Clients
St
@ Contacts 2l Client Site Contract Re
@ Contract Control List |E|| E“ E“ E“ [=]
@ Contact Structure List - Status : CO1 - Live contract (115 items)
ARWS RCCP/01-RCCP RCCP Ri
ARWS ARWSI0T - ARWS ZND ARG ZND 01 A
ACFS ACFS/0T - ACFS 3RD ACFS3IRDO1 A
Contract Admin AFEH AFEBH/OT - AFEH 62 AFBH 63 01 AF
Payroll AHAS AHASIOT - AHAS ALFORD AHAS ALFORD D1 At

Contracts are version controlled and all new contracts or contract amendments must be sent for approval via the Request
approval button.

;‘ ;\ SI=RE Contract - AAWS 2ND 01

General

¢ Attachments

Close Save . Request = Workflow Openthe  Excel Roster Checkworking Show  Transactions Reports Schedule Site Budget
[=] Create mail approval live versicn time conflicts  audit - - binder  summary
Navigate Save Other Workflow Record Other
Tasks Cale Request approval Workbills  Stores HS Biling QA  Properties Schedule notes  Audit
Reference ANWSI01 version | 19 type | Standard contract w Contract starts | 17/01/2011
Contract ends (not set) -
Client AAWS e
Site AAWS 2ND e =
Description ASWS ZND M
Calendar Standard =@
Working/cleaning 52.00
weeks per year =
Min cover rate 0.00 OR pay scale ﬂ
Max cover rate 0.00 OR pay scale ﬂ
Default cover rate 0.00 OR pay scale E
Max timesheet rate 0.00

In order to make amendments, a Work in Progress version of the contract will usually need be created by clicking on the New
version button.
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el = Contract - AFEH 63 01
&3 ST Y ontrac
ee

General

e d = = QF YEM A B P DI 4

' Attachments

Close Previous MNext Save Workflow Mew Suspend Terminate Excel Roster Checkworking Show  Transactions Reports Schedule  Site Budge
[ Create mail version | contract  contract time conflicts  audit - - binder  summa
Navigate Save Other Workflow Record Other
Tasks  Calendsr  Budgets  Pay \"Jorkbills Billing QA Properties  Schedule notes  Audit
Reference AFBHI0N version | 14 type | Standard contract Contract starts | 01/07/2011
Contractends | (not set)
Client AFEH L]
Site AFEH 63 L]
Description AFBH 63 01
Calendar Standard L)
‘Working/cleaning 5200
weeks per year .
Min cover rate 0.00 OR pay scale
Max cover rate 0.00 OR pay scale
Default cover rate 0.00 OR pay scale
Max timesheet rate 0.00

Some areas on contracts are not version controlled for example Attachments and Properties and thus can be amended without
the need for a New version.

Each section of the contract is a separate function therefore users can be authorized to specific sections only if necessary.

Additional options related to a contract are available on the main toolbar:

x : “-‘ e s Contract - BBNH 83 01
229
General
J <|;I E> *. Notes - @ P] @ AN ; 6 ] G ; ﬁ
(3] - 2 b
¢ Attachments
Close Previous Next Save Workflow New Suspend Terminate Excel Roster Checkworking  Transactions Reports Schedule  Site Budget
properties ['d Create mail version  contract  contract time conflicts - - binder summary
Navigate Save Other Workflow Record Other

Suspend contract - suspended contracts are excluded from most processing options but are included and will create suspended
items in invoice, workbill and QA batches. | suspended contract can be released at a later point.

Terminate contract - this will launch the contract termination wizard which will guide the user through end dating all the
relevant items on the contract and update the contract status to ‘terminated’ when the process is completed.

Excel - this will export the contract details such as tasks, budgets, payroll, workbills etc. as separate sheets in excel.
Roster - clicking on Roster will launch the roster manager pre-filtered to the site that the contract belongs to.

Check working time conflicts - this allows the user to determine if there are any conflicts between a working pattern defined on
this contract and another current pattern (on a different task or site) for the employee.

Transactions - this allows access to all transactions recorded against the contract and includes items such as Data forms, Stores
Orders, Service Requests, workbills etc.

Reports - gives the user access to contract level reports
Schedule - this launches a colour coded timeline view of all the items defined on a contract.

Site binder - the site binder allows authorized users to view ‘site bible’ documents like company policy documents, insurance
documents for key subcontractors etc.

Budget summary - this is a projected profit & loss-style report using the actual revenue from the contracted billing

lines, less all costs defined on the budgets section. The revenue and cost figures are taken solely from the contract
information, i.e. revenue from billing lines or workbill lines, and costs from budgets or workbill lines. Contract tasks used for
workbill assignment can have overall cost budgets assigned to the task, as well as individual cost budgets on each workbill.
Where task level cost budgets exist, they will be used otherwise the task assigned workbills own cost budgets will apply. Where
any workbill has been flagged as ‘Invoice on confirmation’, the price recorded on the workbill will be included in the revenue
total.
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When creating a new contract on selecting the site that the contract belongs to the Reference, version, type, client, description
and Working/cleaning weeks per year will be defaulted based on the site.

L s Contract - AAMA -DEMO - o X
.“‘ FE R DL ontrac
.
- General
| *”. Notes - - 1 i\ " 4 ﬁ
V- L v |
¢ Attachments
Close  Previous Next Save i Workflow Suspend Open the Excel Roster Checkworking | Show | Transactions Reports Schedule Site Budget
S Create mail contract  'WIP version time conflicts | audit - - binder  summary
Mavigate Save Other Workflow Record Other

ﬁenera\‘ Tasks Calendar  Budgets Pay  \orkbills  Stores HS Billing QA  Properties  Schedule notes  Audit

Reference AMAIDT version | 17 type |Standard contract Contract starts | 19/04/2012

£

Contract ends (not set)

Client AR,

£
(-]

£

Site AAMA Bth L]
Description AAMA -DEMO

Calendar Standard L
‘\working/cleaning 52.00

weeks per year

Min cover rate 0.00 OR pay scale

Max cover rate 0.00 OR pay scale

Default cover rate 0.00 OR pay scale

Max timesheet rate 0.00

Contract starts - care should be taken when entering the contract start date as this cannot be changed once timesheets, invoices
or other transactions have been created for the contract.

Contract ends - the Termination wizard can be used to terminate a contract when needed which will populate the Contract ends
date.

Calendar - select a relevant calendar, this can be a standard calendar or site specific.

Working/Cleaning weeks per year - this default to the number working/cleaning weeks per year as set on the associated
calendar.

Min cover rate OR pay scale - a Min cover rate or pay scale can optionally be entered. If this value is set, and employees
overtime/cover rate is than the cover rate set (from the Pay tab), then a warning is issued. On the site’s timesheet, if a cover rate
is entered that is less than the cover rate set on the contract, a new timesheet exception is generated which can be sent for
approval via workflow.

Max cover rate OR pay scale - a Max cover rate can optionally be entered. If this value is set, and employees overtime/cover rate
is greater the cover rate set (from the Pay tab), then a warning is issued. On the site’s timesheet, if a cover rate is entered that
is greater than the cover rate set on the contract, a new timesheet exception is generated which can be sent for approval via
workflow.

Default cover rate OR pay scale - if set, during timesheet entry, if an employee does not have a specific cover rate defined, the
Default cover rate will be used. Whilst the user can still enter a cover rate that is outside of the min/max settings, this will be
regarded as an exception.

Max timesheet rate - it is possible to define at contract level a maximum timesheet rate, above which no timesheet adjustment
or timesheet extra can be added. This rate will be used in validating timesheet adjustments and extra when entered.

Document Ref: TEAM TemplaCMS - Contract Admin.docx Version: Page 21| 47
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Each contract must have at least one Task assigned, as all the other details on the contract relate to this.

_‘ :'ﬂ FITRE Contract - AFBH 63 01 - [m}
L3
- General
] - Notes i C - A 2
U ¥ e oM A B P eMP 4
¢ Attachments
Close Save Request  Workflow Openthe  Excel Roster Checkworking Show  Transactions Reports  Schedule Site Budget
[ Create mail approval live version time conflicts  audit - - binder  summary
Mavigate Save Other Waorkflow Record Other

General |{Tasksi| Calendar Budgets Pay Workbillk Stores HS  Biling QA  Properies  Schedulenotes  Audit

Drag a column header here to group by that column.

EE Task Task type Description Dates

= = = =

p 4 DOC - Daily offic. | DALY OFFICE. | 01/01/2011 - 31/01/2013
5 IHWC - In House | In House Windo. | 01/01/2011 - 31/01/2013

3 PER - Sub-Contr... Sub-Contracted... | 01/01/2011-31/01/2013
7 0O0-F - One-Off || One-Off In Hous_ 01/01/2011 on

Add Remave Details (none)

A new Task can be added to a Work In Progress version of a contract via clicking on Add from the Tasks tab.

Task details
Task number
Type ®
Task starts 01/01/:2011 w
Task ends [not set) e
Description

Full details

Task calendar

Use standard T
OR contract specific (use standard) ~

[] Reverse calendar?

Tao force timeshest creation, select a payrun below

[] Define pay rates at task level?

Aute-build
Auto-build revenue budget?
Budget period 1| | Months w

T 1 WVTD T

N T

Task number - the task number will default depending on the number of tasks already defined on the contract.

Task type - select the relevant task type.

Task starts - this will default to the contract start date but can be changes as long as it falls within in the contract date range.
Task ends - it is not necessary to enter the task end date unless it is known at the time of adding the task.

Description - this will default to the task type description but can be overridden if needed.

Full details - this will default to the task type description but can be overridden if needed.
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Task calendar - If different to the calendar assigned on the General tab a task specific calendar can be assigned to the task via
the Use standard option which upon selection can be converted into a local calendar that can be changed from the Calendar
tab.

To force timesheet creation, select a payrun below - allows a blank timesheet to be created for the contract without the need to
assign employees first. In order to do this an appropriate payrun needs to be selected.

Define pay rates at task level? - see section 6.2.2.

Auto-build revenue budgets - this will, when ticked, prompt the user to enter a budget frequency.

When this is accepted, the system will check to see if a billing line for the task exists (with a budget group that is
associated with the billing section).

Where a task & budget group is found, the tasks revenue budget record will be created with the frequency entered as
per above. The ‘suppress in non-working period flag’ will also be carried forward to the budget if ticked on the relevant
billing line.

If a billing line does not exist at this point, the budget record will be generated at the time of entering a billing line for
the task and accepting it.

CONTRACT TASK WIZARD

On accepting the task, the Contract Task Wizard will be launched, allowing the user direct access to the relevant areas relating
to tasks that may need to be set up.

IE ] | || Contr. O
P e
.
-_ Tazk Wizard
Details

The wizard will guide you through the creation
of the various contract elements relating to this
task.

Click each button in turn for the elements you
want.

Q Budgets 0 entered
(4] Payroll 0 entered
L Workbills 0 entered
o Billing 0 entered
Q QA 0 entered
Q HS 0 entered
L4 Dane

As each area is completed, the user is returned to the Contract task wizard, which is updated to reflect the progress. The user
may complete the steps of the task wizard in any sequence, moving backwards and forwards through the options at will.

Once completed, the task and all associated configuration details are accepted on to the contract after which the details for
each section can be viewed or amended from the relevant tab on the contract.

TASK LEVEL EMPLOYEE RATES

It is possible to control employee rates at the task-level so that all employees on a task can be assigned the same base rates
and cover rates (or pay scale), with any changes to these task-level rates also applied to all the task’s employees. This can be
set at the System Control level.

Document Ref: TEAM TemplaCMS - Contract Admin.docx Version: Page 23 | 47
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



If the System Control > Payroll flag is checked, a further Define pay rates at task level? flag is available on the Tasks tab to be

checked to activate task-level pay:

| Task details |
Task number
Type | Daily office cleani ‘W|°|

Tok s
Tk

Description | DAILY OFFICE CLEANING

Full details ‘ DAILY OFFICE CLEAMING

Task calendar
Use standard | |ﬁ)|
OR contract specific | (use standard) |

[] Reverse calendar?

To force timesheet creation, select a payrun below

| &

[ Define pay rates at task level?
Auto-build
[] Auto-build revenue budget?

This will result on a new Task Pay tab being displayed on the contract:

@ B RE Contract - AFBH 63 01 - m] x
General |
Ud;= 2= el 4@ o
¢ Attachments . @ Site binder
Close Save ) Request Workflow | Openthe Excel = Roster Checkworking Show Reports
[3] Create mail approval live version time conflicts  audit - el Budget summary
| Navigste | Save | Other | Workflow Il Record | |

Genersl Tasks | Taskpay | Calendar Budgets Pay Workbils Stores HS  Biling QA  Propeties Schedulenctes Audit

IErag a column header here to group by that column

| Efective \ Monday | Tuesday| Wednesday|  Thursdey| Friday| Saturday | Sunday| Pay scale \
=] = = = =
L 4 -- DAILY OFFL. | 01/01/2011 - 31/ £8.50 £8.50 £8.50 £8.50 £8.50 £10.00
Fene oo =

The Add (or Remove) button allows the task-level rates or a pay scale to be entered or removed; the cover rate can be left blank

if it matches the base rate:

o N X
\oT |z Task Pay Rate - AFBH 63 01 - (new)
ool o
| General |
Close Accept  Accept
and new

| Mavigate Il Save |
| Task pay rate |

Effective [omot2011 [] to | (notsen o

Task |4—DAILYOFFICECLEANING—Dailyofﬁoecleaning w

Rates Cover rates

Monday 8.5000 9.0000

Tuesday 8.5000 9.0000

\wlednesday 8.5000 9.0000

Thursday 8.5000 9.0000

Friday 8.5000 9.0000

Saturday 10.0000 10.0000

Sunday 10.0000

Pay scale | |

Audit notes
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Calendar

The Calendar tab displays any task-level contract-specific calendars (initially created from the tasks tab), and their maintenance:

\ = Contract - BAFH FITZWILLLAM 01 - d
\ Jas ) ontra

General |

) Close l I 2 Notes m - Q @ E 1 Check working time conflicts [T Schedule
1 Attachments

< Previous ¢ Attac ﬁ Transactions ~ ﬁ Site binder
Save : Request  Worlkflow Openthe  Excel Roster
Ep Next (2] Create mail approval live version G Reports ~ E Budget summary
Mavigate Save Other Workflow Record Other

General Tasks Calendar| Budgets Pay  ‘Workbills  Stores HS Billing QA |Pmpﬁ'hﬁ| Audit

Contractcalendar | Between Category Details

= =

=
010172015 - 01/07/20.. | Non__workin_..| Mew Years Day

03/04/2015 - 03/04/20.. | Non__workin... Good Friday

06/04/2015 - 06/04/20... | Non__workin_.. | Easter Monday

04/05/2015 - 04/05/20.. MNon__workin_..  Early May Bank Holiday

25/06/2015 - 25/05/20.. Non__workin_..| Spring Bank Holiday

31/08/2015 - 31/08/20..| Non__workin_..| Summer Bank Holiday

2511212015 - 25M12/20...| Non__workin_..| Christmas Day

=T

28N2/2015 - 28M2/20.. Non__workin_.| Boxing Day Substitute

Budgets tab

Budgets can be added, viewed and amended from the Budgets tab.

: _
®\ Jaw s Contract - BAFH FITZWILLIAM 01 d
General |
 Close l l 2 Notes [ﬂ - Q % &, Check working time conflicts ") Schedule

1 hments

< Previous ﬁ Transactions ~ ﬁ Site binder
Save . Request Workflow Openthe  Excel Roster
Ep Next (3] Create mail approval live version @ Reports - hadd Budget summary
Mavigate Save Other Worldflow Record Other

General Tasks  Calendar | Budgets | Pay  Workbils Stores HS  Billing QA  Properfies  Audit

Task Description Effective Budaet group Value Hours | Frequency
| =] =] =] =] =] =] =]
p 10 - DALY OFF infeekly Target 010172011 on VIREES - HAGES BT £295.00 47507 1 weeks
Mot applicable Materials Budget 01/01/2011 on MATS - Materials £41.96 0.00) 1 Months
10 -- DAILY OFF... | Auto-built for budg.. | 01/01/2011 on NICERS - MIC ERS Bu.. £14.44 0.00] 1'weeks
10 - DAILY OFF... | Auto-built for budg.. | 01/01/2011 an HOLPAY - HOLIDAY P.. £22 63 0.00| 1'weeks
10 - DAILY OFF... | Auto-built for budg.. | 01/01/2011 on UMIFORM - Unifarm B... 87177 0.00 1'\Weeks
12 - In House P | Pericdics (TS) 01/01/2011 en *26 - Pericdics (TS) £20.00 2.00] 1'weeks
10 -- DAILY OFF... | Auto-built for budg.. | 01/01/2011 - 150 | TOTALREY £1,794.36 0.00) 1 Months
10 -- DAILY OFF._.. | Aute-built for budg.. | 16/07/2014 on TOTALREW £1,900.00 0.00| 1 Months

To create a new budget, click on Add.
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. : t1 =] I"_j - Contract Budget - AFBH 83 07 - (new) O X

General
D & @
Close Accept  Accept
and new
Navigate Save
Budget details
Effective 01/01/2011 i to | (notset) s Suppress in non working periods?
Description Periodics Budget L] Suppress in working perieds?
Budget group Periodics %'B Suppress in periodics period?
Task 7 — One-Off In House Periodics — One-Off In House Periodics  §%
Budget period 1| |weeks ~ | Period start date | 01/01/2011 ~
Period budget
Walue £0.00

Effective - the effective from date will default based on the contract start date.

Suppress in non-working periods? - this should only be ticked if the budget should be suppressed where non-working periods
are defined on the associated contract or task level calendar for example during school holidays.

Suppress in working periods? - this should only be ticked if the budget should be suppressed during working periods.

Suppress in periodics period? - should only be ticked where the budget should be supressed where periodic periods are defined
on the associated contract or task level calendar.

Description - enter a description for the budget group.

Budget group - select the relevant budget group for example Wage, Materials etc. The budget groups determine which
cost/revenue types should be tracked against the budget.

Budget period - enter the financial period for the budget group i.e. 1 week, 1 month etc.

Value - enter the value for the budget

PAYROLL BUDGETS

Where a ‘payroll’ budget group is added to the contract it is possible to enter daily budgeted hours and values specifically for
use with non-52-week year contracts (for example schools), as well as the number of employees the budget relates to. /f the
user sets some employees, they will be forced to add that number of employees to the contract before they can request approval.

A ‘payroll’ budget can also be optionally linked to a Pay scale-like National Living Wage. When the National Living Wage changes,
not only do the employee pay rates get applied globally but, the budget can also be uplifted at the same time using the Budget
Review functionality in TemplaCMS.
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-0 : ‘] U Contract Budget - AFBH 63 01 - (new)
.

General

L 9 @

Close Accept  Accept
and new
Navigate Save
Budget details
Effective 01/01/2011 ~ | to | (notsef) ~ Suppress in non working periods?
Description [] Suppress in working periods?
?
Budget group 'AGES BUDGET FOR TIMESHE G ] Suppress in periodics period?
Task Timesheet budget tolerances
Under Over
Link to pay scale ® Hours 0.00 % 0.00 %
Budget pericd 1) | Weeks ~ Value 0.00 % 000 %

Payroll budget

Employees
Hours Value
Manday 0.00 0.00
Tuesday 0.00 0.00
‘Wednesday 0.00 0.00
Thursday 0.00 0.00
Friday 0.00 0.00
Saturday 0.00 0.00
Sunday 0.00 0.00
Pericd 0.00 0.00 || Caleculator

The Calculator option allows the entry of day of week wage budgets on a contract. When selected, this presents the user with
a window where they can enter details of the number of employees undertaking each work type along with their working
pattern and hourly rate. On return to the budget window, these granular details are used to populate the appropriate daily
hours and values.

'-E-. Contract Budget Details - Mugg 8 Bean O
: File Tools Help
i Close

Details

Employee work type Employee count Hourly rate Mon Tue Wed Thu Fri Sat Sun

Cleaning Operative ~ 3 7.50 5.00 5.00 5.00 5.00 5.00 0.00 0.00

b7 Janitor v 2 8.00 200 2.00 2.00 2.00 2.00 [ 0.00] 0.00
* ~

Note that where calculator details have been entered, the user is no longer able to amend the details directly on the budget, but
must instead do this via the calculator window.

Timesheet budget tolerances - when a budget group is selected that is linked to the ‘Payroll’ budget section, four tolerance
percentage fields are available. This allow% +/- tolerances on hours and cost to be entered and workflow exceptions exist to
handle timesheets that exceed the tolerance. When a budget group is selected that is linked to the ‘Payroll’ budget section, the
four new tolerance percentage fields will be available.

NB: it is not possible to update these fields via Budget Review.

PERIODIC BUDGETS

Where a Periodic budget group is added to a contract, in addition to the frequency of the budget, the user is required to specify
the period start date which will be used to determine the budget period. Whilst this will default to the contract Start date, it
need not necessarily be the same. For example, if a new contract begins on 25" February, the periodic budget may be defined
for a full calendar year, and as such be backdated to 1% January.
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The Pay tab initially shows a list of employees working on the site and from here employees’ contractual details can be added,
viewed or amended.

‘:'ﬁ Jew s Contract - YYOY - X
General
Jaod ;> ®# = La&am A 3 F 0P 4 3
= = ~
© Attachments
Close Previous Next | Save Request Workflow | Openthe Excel Roster Checkworking Show Tramsactions  Reports Schedule  Site  Budget Schedule
[3 Create mail approval live version time conflicts ~ audit - - binder summary  notes
Navigate Save Other Workflow Record

Genersl Tasks Colendar Budgets | Pay | Workbils Stores HS  Biling QA  Properties  Audit

Drag a column header here to group by that column

gf Task ‘wiork type Employes Effective Weekly rate | \weekly hours Period extras
2 = (= (= [=] (=] E E
1--Daily office c.. CLEANER -.. DO07102 - Domfeh, Sharjan  19/04/2012 - 30.. £0.00
Y -0k cfice o CLENER 001 1-Lue hiey | 19002072
1-- Daily officec.. CLEANER - 007102 - Domieh, Sharjan  01/12/2015 - 31/ £0.00

An additional Schedule notes option exists on the Pay tab (this not available on the other tabs). These notes are for internal use
only, though will also be printed on the employee roster from the Roster Manager.

From the Temporary joiner pay details button a rate of pay per day of the week or a pay scale (so in effect a scaled down version
of the existing employee detail screen) can be entered. This rate will be automatically picked up, when a single period joiner is
added to timesheets for the site.

To add a new employee on the contract, click on Add.

¥ '] Contract Employee - BAFH FITZWILLIAM 01 - (new)
General
U @ A
\ [ -
Close Accept  Accept Check working
and new time conflicts
Navigate Save Other

‘| Employee details

Effective 15/01/2014 | to |(notset) w Site DBS check? Site vetting? Site PPE? Site FHC?
_l Employee Luis, LUCIA =@ ' 000111
Task 10 - DAILY OFFICE CLEANING -- Daily office cleaning ~ Site approval | History
‘work type Cleaner ) 0 B no approval details
Approved
Shift Start End Hours Rate | Cover rate Gz
Day 01 Monday 10:00 15:00 5.00 0.0000 0.0000 +
Day 02 Tuesday 10:00 15:00 5.00 0.0000 0.0000 +
Day 03 \Wednesd._.. 10:00 15:00 5.00 0.0000 0.0000 +
Day 04 Thursday 10:00 15:00 5.00 0.0000 0.0000 + - -
Day05  Friday 000 1500 500 00000 00000+ Hotelpualh e desiinihebiEai st
Day 06 Saturday 00:00 00:00 0.00 0.0000 0.0000 + Overrides
Day 07 Sunday 00:00 j00:00] 0.00 0.0000 0.0000 + Pay calculation Default method -
1 Actual
1 Lverage weekly totals: Hours 25.00| Pay 0.00
[ Pay above SSP when sick | No w
Pay scale % Eank hol factor (e.g. 2 for double time) 1.00
; Heliday method Basic 3 0
1 Extras per period 0.00 Details

Effective - relates to when the employee starts on the contract and will be used in holiday entitlement calculations. Where the
employee assignment details change over time, the current assignment will need to be ‘End dated’ and a new effective version
created in order to preserve the original values for reporting.

Employee - select the employee that will be added to the contract.
Task - select the task that the employee will be associated with.

Work type - A Work type must be defined for each employee. Where an employee has multiple duties e.g. Cleaning & supervising
duties on a site they will be added to the contract twice, once for each Work type.
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Employee working times - the specific start and end times of an employee’s contracted hours can be defined. Furthermore,
where an employee works a split shift across a day, the discrete start/end times of each working session can also be defined via
clicking on the ‘+’ sign next to an entry for a day.

Pay scale - either the contracted Hours and Rates or Pay scale should be specified (rates need to be manually entered &
maintained if pay scales are not used).

Holiday method - this will determine how the holiday entitlement for the employee is calculated.

Extras per period - can be used for payments to an employee that will be the same each period. For example, if an employee is
given a standard mobile or fuel allowance. This option can also be used to enter pay for salaried staff. It is possible to flag a
payroll data source as Enabled contract extras per week? in which case a Per week? checkbox appears for each contract extra,
allowing a contracted extra to be defined as being per week.

When a contract employee’s datasource is flagged as above and has a contract extra flagged as per week, the contract extra
rate and value are multiplied by the number of full weeks in the pay batch. A monthly batch containing 31 days generating a
timesheet extra for a per week contracted extra would therefore generate a timesheet extra for the defined value multiplied by
4 - the number of full weeks within a 31-day period.

Please note that the calculation of number of days in a period is done based on the pay batch length and any non-working or
calendar events are not taken into account

Site approval - an employee can be set to un-approved for example if they require a valid DBS check before they can work on
the contract. Any un-approved employee needs to be approved before they can get paid.

Visa expiry - when assigning an employee to a contract, if the employee is marked as ‘Visa required’ and the system control
setting Prevent use of visa expired employees is ticked, the user will be prevented from setting the ‘effective to’ date of the
assignment beyond the current expiry date of the employee’s visa.

Employes details

Effective v || to |[(notset) ~ Site DBS check? Site vetting? Site PFE?
Employes Langley, Tiger Fa '0 " J 5204 Visa expiry: 01/072019 (Expired)

Task 1 - Daily office cleaning -- Daily office cleaning

‘wiork type Ta

Pay calculation - this can be set to actual pay or one of the annualised pay options. Please see our TemplaCMS Annualised Pay
document for more information on the available options.

Please note in order to reduce the chance of un-intentionally starting an annualised employee on the incorrect date, the system
will check the following on accepting an employee on a contract. If this s the first assignment for the employee on the contract,
and the pay is to be annualised monthly or daily, the effective start date will be compared to the relevant pay period start date.
Where a discrepancy is found, the user will be asked to confirm it:

Confirm action

L. Annualised emplovees are paid far each day of employment,
?.-' Starting after the pay period startwill cause loss of pay.

I3 this correct?

Yes Mo

Pay above SSP when sick - if set to Yes then when the timesheets are processed by payroll this employee will be flagged as
receiving Company Sick Pay.

Bank hol factor - if the employee is for example to be paid double time on bank holidays a factor of 2’ should be entered here.
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Please see TEAM TemplaCMS Workbill manual for information on setting up this tab.

Please see TEAM TemplaCMS Stores manual for information on setting up this tab.

This tab is only available where customers are licensed to the Hygiene Services module. Please see the TEAM TemplaCMS
Hygiene Services manual for information on setting up this tab.

Please see TEAM TemplaCMS Billing manual for information on setting up this tab.

This tab is only available where customers are licensed to the Quality Audit module. Please see TEAM TemplaCMS Hygiene
Services manual for information on setting up this tab.

The properties tab display User Defined Properties (UDP’s) that has been configured for use on contracts.

- < Contract - AFBH 63 01 - O X
S YL
.
- General
| * Notes r [ <. AN &
L ; L - - |1 44) o) g J ] a i
¢ Attachments
Close Save Request  Workflow Open the  Excel Roster Checkworking Show  Transactions Reports Schedule Site Budget
3 Create mail approval live version time conflicts  audit - - binder  summary
Navigate Save Other Workflow Record Other
General Tasks Taskpay Calendar Budgets Pay ‘\Workbills Stores HS  Billing QA fiesi| Schedulenotes  Audit
O =
Contract Review Date 011072011
Client purchase order no.
Contract type

Authorized users can view, amend or add new UDP's to contracts from the Properties tab.

This is to be used in conjunction with the Roster Manager. Via the roster manager-employee view, it is possible to print or e-
mail the schedule for a selected employee - some of the available formats show information along with contract schedule
notes.

Employee schedule notes can be added via the contract Schedule notes tab. Access to view and modify the tab are controlled
by the following functions respectively:

‘Contract.ScheduleNotesView’ - ‘Contract - View schedule notes details
‘Contract.ScheduleNotesAmend’ - ‘Contract - Amend schedule notes details’
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Ty od - Contract - AFBH 63 01 - box

B Gener |
Ud,)=. & =« &M A @ 9 MP 4

¢ Attachments . N
Close Save . Request Workflow Openthe  Excel Roster Checkworking Show  Transactions Reports  Schedule  Site Budget
['2] Create mail approval live version time conflicts  audit - - binder summary
Navigate Il Save Other Worlflow Record Other

J | J | U U J

General Tasks Taskpay Calendar Budgets Pay Workbille  Stores HS Billing QA Properties
Employee notes

Audit

Schedule notes are not held under version control, i.e. a new version of the contract is not required to change them, and any
entered notes will be visible on all contract versions. The entered notes will appear on every day of the employee schedule until
removed.

Audit

The audit tab gives an overview of all changes that have been made to each section of the contract - this includes the date of
the change, the contract version changed as well as the user who made the change.

:?:ﬁm' s Contract - AMPI 15T 01
R General |

e = # =« Fa&ma @ oMy
¢ Attachments
Close  Previous  Mext Save Request  Workflow COpen the  Excel Roster Checkworking  Transactions Reports Schedule Site Budget
S Create mail approval live version time conflicts - - binder  summary
Navigate | Save || Other i Workflow i Record i Other |
General[preyipys | Calendar  Budgets  Pay  Workbils Stores  HS  Billing QA Properfies | Audit)|
Added E |Section | Version | Deils
|§|| = ,elBudge‘I_r.. 5‘9
25/11/2011 18:45:59 Administrator, Te| Tasks 1 Daily office cleaning
d| =dded by import
251172011 18:45:59 Administrater, Te... Billing 1 added by import
T 13112/2011 09:56:10 Administrator, Te. | Tasks 2 Daily office cleaning
er 2 -- Task added - 2 - In House Window Cleaning
type - Daily office cleaning
task dates - 01/01/2017 en
details - In House Window Cleaning
by import
13112/2011 09:56:10 Administrator, Te... Billing 2 Veer 2 - Billing line removed
task - 1
" [1312/2011 09:56:10 Administrater, Te_| Billing 2 Ver 2 -- Billing line added
task - 2
effective - 01/01/2071 on
£63.00 every 2 Menths
inveice run - Run 1
cost type - DOC revenue
added by import
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Audit grid - contract tabs

When changes have been made to contract details, audit notes are auto-built and are visible from the Contract Audit tab. It is
also possible to view audit notes, filtered to the relevant tab section, at the bottom of relevant contract tabs.

On relevant contract tabs, a grid at the bottom of the screen provides a list of contract audit details, filtered to the section
relevant to the tab.

A La sl s Contract - Bill's house - m]

General |
U é é l ' . Notes [2 Create mail @ m % 1% Check working time conflicts [T, Schedule

. ¢ Attachments @ Transactions ™ G Site binder
Close  Previous MNext Save N Request  Workflow Excel Roster
7| Process sheets approval a Reports ~ G Budget summary
| Navigate || save || Other Il Workflow || Record | Other |

General |{Tagksi| Calendar Budgets Pay  \orkbills Stores HS  Billing QA Properfies  Audit

| Task type | Description | Dates |
of = 0O
- \rfindows Windows 01/04/2012 on
n DOC - Daily offic... | Daily office clean.. | 01/01/2012 on
Remove Details current and future |
Added | By | Version | Details . 'T'
= = s[1 |
27/04/2012 07:49:38 EH 1 Daily office cleaning

“er 1-- Task added - 3 - Daily office cleaning
type - Daily office cleaning
task dates - 01/04/2012 - 31/07/2012
details - test
frequency - 1 Months

 — ————————— F— . - — v v
o Detsil S 20715 Templa Computer Systems Lid| C04 - \Work in progress |
Contracts - other
Additional toolbar options such as Roster, Check working time conflicts etc. exist for contracts.
'} Jaw s Contract - AAWS 2ND 07 - [m] X
General | I
i é é -\ Nates @ - Q % @ @ ) Schedule |
D . ¢ Attachments E:l & i G @ Site binder
Close  Previous  Mext Save . Request  Workflow Openthe  Excel Roster Check working Show  Transactions Reports
[& Create mail approval live version time conflicts  audit - - wd Budget summary
| Mavigate || save || Cther | Workflow | Record | Other |
[|| Tesks Calendsr Budgets Pay ‘\workbills Stores HS  Billing QA  Properties Schedulenotes  Audit
Reference | AwSDT | version [18 | type [Standard contract [] Contractstans
Contractends | (not set)
Client ‘ AAWS |°| /‘ |
Site [ AawS 2ND @ = |
Description | AfwS 2ND 01 |
Calendar ‘ Standard |m|o|
‘working/cleaning
weeks per year
Min cover rate OR pay scale | |®|
Max cover rate OR pay scale | |6)|
Default cover rate OR pay scale | |@|
Mec st
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ROSTER

Please see the TemplaCMS Roster Manager manual for more information.

CHECK WORKING TIME CONFLICTS

The Check working time conflicts button will check all contract to identify conflicting working times against other sites or tasks
that employee might be assigned to.

Vol s Waorking time conflicts O pad
U L=
‘ General ‘
U 58 = |
Close Print Excel Expand Collapse t
all all
Mavigate | Other |
| Conflics |

Conflicting working times exist as detailed below

Employee | Site 1 | Site 2 | From time | Totime |
@ = = 0 =)

p 000111 - Luis, Ashley AMPIOT - AMPL1ST BMUBI01T - BMUB 26 211172019 10:30 211172019 12:00
© 000111 - Luis, Ashley AMPIOT - AMPL1ST BMUBI01T - BMUB 26 221172019 10:30 221172019 12:00
© 000111 - Luis, Ashley AMPIOT - AMPL1ST BMUBI01T - BMUB 26 25/11/2019 10:30 25/11/201912:00
© 000111 - Luis, Ashley AMPIOT - AMPL1ST BMUBI01T - BMUB 26 26/11/2019 10:30 26/11/201912:00
~ 000111 - Luis, Ashley AMPIOT - AMPL1ST EMUB/0T - BMUB 26 271172019 10:30 20172019 12:00
SHOW AUDIT

When changes have been made to contract details, audit notes are auto-built and are visible from the contract Audit tab. It is
also possible to view audit notes, filtered to the relevant tab section, at the bottom of the relevant contract tabs via the Show
audit button available on the toolbar.

f?- ¥ s Contract - AAWS 2ND 01 - O X
{ D _J i Q H | ontra

General |

e E > # =« Fama B P 0MmMP -

. ¢ Attachments . 3
Close  Previous Mext Save Request  Workflow Openthe  Excel Roster Checkworking | Show | Transactions Reports Schedule Site Budget
[= Create mail approval live version time conflicts | audit - - binder  summary

| Navigate || Save || Other Il Workflow Il Record Il Other |

General |Tasks| Calendar  Budgets Pay \Workbills  Stores HS Billing QA Properties  Schedule notes  Awdit

Task |Tasktvpe | Description ‘ Dates ‘
=l &=l &=l
» 4 DOC - Daily offic.. | DAILY OFFICE.  17/01/2011 on
e PER - Sub-Contr_ | Sub-Contracted . | 17/01/2011 on
G IHWC - In House... | In House Windo.. | 17/01/2011 on
Fr—— Details | (none)
Added | By ‘ Wersion | Details |_,.
= = <[ [m|
131272011 09:56:09 Administrator, Te..| 2 Daily office cleaning
er 2 -- Task added - € - In House Window Clezning
type - Daily office cleaning
task dates - 17/01/2011 on
details - In House Window Cleaning
added by import
131272011 09:56:09 Administrator, Te| 2 Daily office cleaning v

TRANSACTIONS

This will provide direct access to Data forms, Service Requests, Training matrix, Stores Orders, Store Order Requests, Projected
workbill schedule etc., pre-filtered to the current contract.
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REPORTS

When selected the Reports option, provide direct access to the following reports, pre-filtered to the current contract:

Aged debt

PL (Profit & Loss)

Revenue

Statements

Staff turnover

Staff leavers

Current Staff

Employee absence tracker
Holiday usage

Site profitability

SCHEDULE

General tab

The Schedule option on the contract toolbar gives a visual presentation of the timeframe of all the contract information such

as when tasks or budgets start and end in conjunction with employee start and end dates etc.

It is also possible to enter or amend contract details directly from this screen for example adding employees, tasks, budgets,

billing information etc.

__J | = Contract 5chedule - A84WS 2ND 01
=
General | ScheduleToolbar
Jo= e U000 O 000
Close Remove Amend View New MNew New MNew New MNew
selected items task budget employee billing workbill QA
| Mavigate || Other |

| Timelineviewl

2111 22771 2511 2611 2711 2811 29711 IEY 0212 032 o412 05712 Denz-T

4 - DAILY OFFICE CLEANING ———————

‘Weekly Target 10hrs £67.00 per 1 Weeks

£17 00/day per 1 Months
£421.94 per 1 Months

Schedule Toolbar

From the Schedule Toolbar option a user can change the date range, include and exclude options and print the schedule.
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N Contract Schedule - AAWS 2MD 01

General ScheduleToolbar

B Yo

Schedulefor: 21/11/2019  Include Print
-21/11/2020 opticns  schedule
ScheduleToolbar

Timeline view

211 2m 251 26111 2711 2811 2911 .

i - DAILY OFFICE CLEANING
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The Site Binder is a site-specific folder of documents that a cleaning company is obliged to keep on each site. It contains a
number of different documents- some site-specific and some company standard -that must be sequenced, indexed, and
printed.

Please see the TEAM TemplaCMS Site Binder manual for more information.

The Budget Summary button gives a projected profit & loss-style report using the actual revenue from the contracted billing
lines, less all costs defined on the budgets section.

The revenue and cost figures are taken solely from the contract information, i.e. revenue from billing lines or work-bill lines,
and costs from budgets or work-bill lines. All payroll budgets will need to be entered as daily budgets to ensure the budget
figures above can be calculated based on the number of days that fall within the period and as such the payroll budget will
fluctuate each month; all non-payroll budgets can be entered as a single value for the budget period, i.e. weekly or more likely
monthly. Any workbill costs will also be calculated based on the number of workbill days that fall within the relevant period.
Note, no revenue budgets will be included.

Contract tasks used for work-bill assignment can have overall cost budgets assigned on the task itself, as well as individual cost
budgets on each work-bill. Where task level cost budgets exist, they will be used, otherwise the task assigned work-bills own
cost budget(s) will apply. Where any work-bill has been flagged as ‘Invoice on confirmation’ the price recorded on the work-bill
will be included in the revenue total.
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The ‘Period’ and ‘Year’ totals relate to the current financial period/year, retrieving their start and end dates from the integrated

Dimensions Sales Ledger or from the internally defined period dates for other interfaced accounts packages. A projected loss is
highlighted in ‘red’.

Mobile Application

On the mobile app’s Contract view, authorised users are able to select a Budget Summary option. This will

display as above, with the data being synchronised to the mobile device after having been refreshed as part
of the server’s overnight routines.

GENERAL

Any new contracts or existing contracts that are in the process of being changed will have a status of Work in Progress (WIP).
Once a WIP version of a contract has been approved, the status will become Live.

The Live version of a contract drives all the current billing, payroll etc. and will remain intact until a new WIP version has been
approved. When a WIP version of a contract becomes Live, the existing Live contract status change to Superseded. All
Superseded versions of a contract will remain on the system and can be referred back to if needed. In addition to this, the version
number will be incremented with each approved new version:

‘:\ I s TemplaCMS - Contract Management Systerm -~ TernplaCMS V6.1.0
e
General
J N ; o == m DI Check duplicates ~ JJ @ ﬁj Q\N I 5 g B 1 “j ‘f 3 Select filter
e — & Auto refresh ~ N Lo Publish forn
Close | Refresh | Print Excel Expand Collapse Open New Copy View Creste  Print Fiter  Un-fiter  Apply  Change
mail  |abel v || sclected  selected lostfilter  filter [03 Select form:
List Row Filter
NEGEIO o frec B ers | Contracte
Contract Admin —
@ Contracts
@ Sies Drag a column header here i group by that column
@ Clients jon  Workinglcl ks per DBSch
@ Contacts niract Reference Status Version Workinglcleaning weeks per ch  Start date.
@ Contract Control List 1] = = = = = @ &
© Contzct Structure List egular Clesning Services Ltd REGULIOT 004 - Work in progress | 2 5214 0O | ovoiror2c
SC0O201 DScoot CO4- ok in progress | 5 200 O | otoizonic
—_— GIE C/0 01 BGIBI01 C04- ok in progress 10 5200 O | 1eo70m(
payroll bt gth 01 AAMAIDT COT-Livecontract 9 200 O | 19mer012(
Workbills PI1ST D1 AMPUOT C04 - Viork in progress ‘ ) |3m ‘ 0 ‘mfmfzmu
Hygiene Services hatoss 2D 01 AAvISIOT COl-lveconiact 14 | 5200 O 1iaon

When viewing a work in progress contract a taskbar option exists to open the live contract. Where no work in progress contract
exists a taskbar button on live contracts allows a work in progress contract to be created. It is also possible to open the work in
progress contract from a live contract when one exists via the Open the WIP version option on the task bar:

‘:'ﬂ Ja s Contract - AAMA -DEMO
L)

General

D@phie = PFlOoLD & [

¢ Attachments

g o 7

Close Previous Next Save i Workflow Suspend Openthe | Excel Roster  Check working | Show | Transactions Reports  Sch
[= Create mail contract | WIP version time conflicts - -
Navigate Save Other Workflow Record Other

Generall| Tasks  Calendar Budgets Pay  Workbills Open the WIP version QA Properties  Schedule notes  Audit

Reference AAMAT version |17 type | Standard contract Contract starts | 19/04/2012
Contractends | (not set)
Client AAMA (]
Site AAMA 8th (i)
Description AAMA -DEMO
Calendar Standard i)
\wlorking/cleaning 5200
weeks per year -
Min cover rate 0.00 OR pay scale
Max cover rate 0.00 OR pay scale
Default caver rate 0.00 OR pay scale
Max timesheet rate 0.00
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The list of contracts can be filtered via the available filter buttons.

¢

%

“#f Select filter
Publish format

Filter Un-filter Apply  Change
selected  selected  last filter filter (] Select format
Filter

Click on Change filter to enter new filter criteria.

b Eﬁ IH 1= Contract Filter Detail - default filter for Templa support user |
- General
— / % 1
| d 1
Cloze Save Default  Select  Publish
cnteria  filter
Navigate Save Filter
Contract filtering criteria | Sitefiltering criteria ~ Properties filtering criteria
Include statuses
Contract type (all) ] any
Reference
Pending activation
| Description Pending approval
: Pending completion - Billing
Calend e Pending completion - Budgets
| endar J Pending completion - Payroll
| Pending completion - Tasks
Employee ﬂ Rejected
! Superseded
Suspended billing  (O)No (O)Yes (®Ignore Suspended
] Suspended
Teminated

| Contract start range | (not set) w (not set)

| Contract end range | (not set) w (not set)

~

[ Include archived?
] &1 dates are relative?

It is recommended that the contract filter is always set to look at Live and WIP contracts, and only filter or look for Superseded
contracts when specifically required. Contracts which have been ended by using the Termination wizard will have a status of

Terminated.

any elements of a contract are defined by ‘effective’ date ranges, with the ability at the foot of the contract window to

automatically include or exclude historical rows.
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igets | Pay | Workbill Stores HS  Bilng QA  Properies Audit

oup by that column

| Employes | Effective ‘ Weekly rate | \Weekly hours | Period extras |
= = = = =

002359 - Silva, Alexis 010172012 - 300 £0.00 000 £0.00
006575~ Allen, Franklin 01012012 - 261 £0.00 000 £0.00

Cor | Dms Pay Dot e

tvalue| Configuedvalue|  Veriancevalue | Budgethours | Cenfigured hours | Variance hours |
=] =] =] =
£0.00 000 £0.00 [ [0
[current and future
future only
history only
show all

(nene)

S 2017 Templa Computer Systems Lid| C04 - \work in progress

When past data is included, these rows coloured grey in order to make them easily identifiable:

Contract - BAFH FITZWILLIAM 01 -
E2)
e - PL2®m A @ 900 4
|

¢ Attachments

Close Previous Mext Save ) Workflow || Suspend Excel | Roster Checkworking Transactions  Reports Schedule  Site  Budget
properties || [ =] Create mail contract time conflicts = B binder  summary

| Navigate | sawe Cther | Workflow | Record | Other

General Tashs  Calendar Budgets || Fay| Werkbils Stores HS  Biling QA Properties Audit

Drag a column header here to group by that column

‘ Vork type | Emplayee | Effective | WeeKly rate | Vleskly hours ‘ Period exiras |
o] | o] o] | o
CLEANER -.  0DO178 - Warren, Sandrar  01/01/2011 - 30/ £4560 750 £0.00
| 10-- DALY OFF.. COVER - Co. 000178 - Warren, Sandrar  01/10/2011 - 31/ £0.00 0.00 £0.00
| 10-- DAILY OFF.. PERIODICS.. 001832 - Paredes, PAMELA 010972011 - 317.. £0.00 000 £0.00
| 10-- DALY OFF. CLEANER -.  (0DS077 - Nzeyi, VICTOR 01/01/2011 - 30/ £60.80 10.00 £0.00
| 10-- DAILY OFF_ CLEANER -. (05872 - Ansong, Palmyra  01/01/2011 - 301 £121.60 20,00 £0.00
| 10-- DAILY OFF.. CLEANER -. (005934 - Funlayo, Diana 010172011 - 307 £60.80 10.00 £0.00
- 10--DAILY OFF.. CLEANER -. | 000178 - Warren, Sandrar | 01/10/2012 on £52.50 750 £40.00
| 10— DAILY OFF.. CLEANER -. | 005077 - Mzeyi, VICTOR | 011072012 en £70.00 1000 £5.00
10~ DALY OFF.. CLEANER -. | 005872 - Ansong, Palmyrs | 01/1072012 on £140.00 20,00 £0.00
- 10--DAILY OFF. CLEANER -. | 005934 - Funlayo, Diana | 011072012 on £70.00 1000 £0.00
10 -- DAILY OFF_ CLEANER -. 9999 - Stoor, Rick 15i01/2014 - 15/ £12250 17.50 £50.00
Add Terre ©r Deiils Pay calculation | Default method 7 [ Actual |
‘Comparison to WEEKLY budgets

Atdate | 10/10/2018

| Budoetvalue| Configuredvalue|  Veriancevalue | Budget hours | Configured hours | Variance hours [

o]

=

=
» | 10 DAILY OFF. £285.00 233250 JESTS0 4750 4750 o0
11~ In House W £0.00 £0.00 £0.00 00 00 o0
12~ In House . £0.00 £0.00 £000 00/ 00 ]
13- SuhConts £nnn. £nnn £nnn nn nn Y

Contract Copy
To copy a contract, select the relevant contract from the contract list screen and click on the Copy button:

L=/

General |

R
@ vl s TemplaCMS - Contract Management System -- TemplaCMS V6.1.0 - X

ﬂ”j @ & % -c mm  checkdupiicates - D o % e ! - I ? “f Changefilter () Delete @ @
& Auto refresh - > “ Select filter ) Reinstate
Close Refresh Print Excel Expand Collapse Open New | Copy | View Create  Print Filter  Un-filter  Apply - o Manual ~ Terminate
mail  label - || selected selected lastfilter ] Publishformat || [ Show deleted | SOforms  contracts
List | Row | Filter | Status | Other |
Alerts | Contracts Copy e
Contract Admin :
@ Contracts
@ Sites Status *
g Sers St Client Site Contract Reference Version  Working/cleaning weeks per DBS ch  Start dat o)
© Contrect Canral List ofo) o o o o/ wm =
@ Contact Structure List Status : CO1 - Live contract (115 items)
= Status : C04 - Work in progress (51 items)
- ono2
p— [ Tae [ ateoi-as2 [ae20 IEET [ [=w [ O]
— ~ DecH DBCHIO1 - DBCH 3 DBCH 301 DECHIOT 7 5200 O 23042
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The Contract Copy Wizard will prompt the user for a selection of which tabs to copy, as below

1! Contract Copy... O

Copy Wizard
| Details
This function allows you to selectively
| copy the various elements of the
contract.
| Select below those items that you wish
I to copy.
Budgets
Employess
\wiorkbills
Billing
QA
HS

LY 4 Done

Once a contract has gone live within TemplaCMS, it is possible to change the contract start date as long as no activity has
occurred, i.e. no timesheets, invoicing, QAs, workbills etc. exist.

On changing the contract start date, the user is presented with the following options of how to handle the date change:

No action - all dates on tasks and contract items are left as they are. Any conflict must be resolved by the user. This is
the default action.
Ripple down - the change in the start date (e.g. moving it forward 1 month) is applied to all tasks and contract items,
thus automatically resolving conflicts. In this way, a new contract that has a delayed start can be handled easily
Truncate - all elements of the contract are examined and the following occurs:

An item where the ‘effective to’ date pre-dates the new start date is removed.

An item where the ‘effective from’ date pre-dates the new start date is changed to be in line with the new
start date.

An item where the ‘effective from’ date is after the new start date is left unchanged

In this way, an existing live contract can be copied and re-dated, with all historical items being dropped, thus providing
a clean version of the contract.

When a contract is terminated, the reason for the cancellation or loss of the contract can be recorded.
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CONTRACT CANCELLATION REASONS

It is possible to define some Contract Cancellation Reasons from the Maintenance > Business structure menu:

Alerts | Contract Cancellation Reasons

Maintenance
* =g User Access/Security

Contract Cancellation Reasons

= =3 Business Structure ,-"'_‘ _.I.] H ] Contract Cancellation Reason Details - (new) - O X
=g Analysis {i} '
=3 Calendars | General |
@ Task Types .
@ Attachment Types U H B
a3 CostRevenue
@ Property Types Close Save Save and
@ Counties new
@ JobTitles MNavigate Save
@ Site Locations
@ Contact Types General | Dates
@ Branches
@ Contract Cancellation Reasons Code
# ™3 Budgets
......... Description | Site closing down|

CONTRACT DETAILS

If a contract end date is entered, then the reason must be entered:

e N _ Contract - {news) - o x
{ \ |=
IS IELD
General |
U l l :- Mates [3] Create mail @ @ & m
r} Attachments
Close Save N Request Excel Checkworking | Show | Schedule  Budget
] Process sheets approval tirme conflicts | audit SUMIMary
Mavigate Save Other Workflowe Record
General | Tasks  Calendar  Budgets  Pay  Workbile  Stores HS Billing Q4 Properties  Audit
Fieference | | wersion |1 | type |Standard contract | Contract starts 01./01 /2020
Contractends | 311242020
Client | | Reasan |®|
Cite [ N

CONTRACT TERMINATION WIZARD

During contract termination, the reason must be entered on the General tab:

Contract Tertnination - Mewsletter site

Y-

pe
¢

XJ Gereral |
U

i Close

Mavigate

Introduction Tasks Budgetzs  Pawall  ‘workbil:  Biling GA

HS

Firiizh

Reference | ML202006 | | Mewslatter site

1 Client |

Site: | MNewslstter site

Terminate on

[nat zet]

Reason |

=
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MULTI CONTRACT TERMINATION

The reason will be entered once and will be applied to all contracts selected:

I —.,
‘E“I 3 s FAulti Contract Termination o x

s

General
v
Close  Confirmn

Mawigate

Contract Temination

Terminate an ~ Reazon A
EE Conhtract Clignt Site: Start date Terminate an
» WNL202006 - Mewsletter site Mewsletter site 01/01/2020 23/06/2020

CONTRACT LIST
The reason will be shown as Lost Reason on the Contract List and Contract Filter screens:

Drag a column header here to group by that column,

B St Lost reason Client Site
(]| =] ~ | B (=] (=]
: TEST - Test reazon ML2020 - Mewsletier zite

L2020 - Mewsletter site

¥ _"1 =R Cantract Filter Detail - default filter for BH a x
A { i
— General
. - - —
. Q/ \
Clase Sawve Default  Select  Publish  Select
criteria filter format
Mavigate Save Filter
Contract filkering criteria Site filtering criteria Properties filkering critenia
Include statuszes
Contract type [all] w W
Fefererice | Live contract
Pending activation
Description Pend@ng approvql B
Pending completion - Biling
Calendar EY Pending completion - Budgets
Pending completion - Payroll
Employes e En;?edé?gdcomplehon - Tasks
Lost reason Test reazon % 6 gﬂg;;edd:dd
- Terminated
Suspended biling (Mo (O)ves (@) lgnore \.\?.;m?s perc.gress
Contract start range | [nat set) w [nat set) i [] &l dates are relative?
Contract end range | [nat zet) w [not zet) ~
| CorfracitiferDafad B 20 Fempla Computer Sysfems Lfd s

Standard sorting, grouping and filtering can be performed on this column.
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Users authorised to the ‘Contract - Terminate Contract Tasks’ function can terminate a task via the Terminate task button:

4 E\ J |5  Contract Task - CIAM LAKESIDE 09 - Sub-Contracted Periodics

General

e o

¢| Close Previous Next

Terminate
task
Navigate Other

Task number 6

¢

Type Sub-Contracted Periodics i )
Task starts 0111172011

¢ Taskends

(not sef)

Description Sub-Contracted Periodics

Full details Sub-Contracted Periodics

The Task Termination wizard will step the user through the various elements of the contract that are associated with the task in
order to confirm their final processing dates:

4 E‘\I RE Contract Termination - Sub-Contracted Window Cleaning o
. General
Close
Navigate

Introduction | General | Taskpay Budgets Payroll ‘workbille  Eilling QA HS Finish
Tazk 2 — Sub-Contracted Window Cleaning -

Sub-Contracted Window Cleaning
Terminate on 10/ 10/ 2018]

e

Previous Mext

| TaskTermination

Having confirmed the dates on all elements, the final process will create a Work In Progress version of the contract, apply the
changes to it, and send it through workflow for approval

T Contract Termination - Daily office cleaning

O
¢ File Taols Help
i [ Close

Introduction  General  Task pay  Budgetz  Paproll “workbills

Billing 4 HS
Frezs FIMISH' to process this contract tazk termination request.

Thiz will create a new version of the contract, with the nominated dates assigned, and send it for approval by the relevant uzers.

Previous P et Finish
Fask Farminalion

B ANE Fempls Computer Syafems Lig
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Contract Termination

Users authorised to the ‘Contract - Terminate Contracts’ function can terminate a contract via the Terminate contract button:

I:E}ﬁ\ : Contract - CIAM LAKESIDE 09 -
ig General |
Jepdi= = OF Fom Ao o5

. ¢ Attachments 5 . G Site bin
Close  Previous Next Save . Workflow Mew Suspend | Terminate = Excel Roster Checkworking | Shew | Transactions Reports
[=] Create mail version contract  contract time conflicts | audit - - B Budget
Navigate Save Other Workflow Record Other

, General | Tasks | Calendar Budgets  Pay  Workbills  Stores  HTerminzte contract | Froperfies  Schedulenotes  Audit

i Erag a column header here to group by that column

| Task type | Description | Dates

= o o
| PER - Sub-Conlr. | Sub-Coniracted . | B1/11/2011 on

WC - Sub-Contra...| Sub-Contracted.. | 01/11/2011 on

The Contract termination wizard will guide the user through entering the relevant termination date/dates on each tab of
the contract:

IRE Contract Termination - CFIH 2ND 01 [m|

Navigate

| General Tasks Budgets Payroll \workhills Biling QA HS Finish
This process will guide you through the termination of the various aspects of a contract.

Press "NEXT to begin the process.

Previous Finish

| ConfractTermination € 2017 Templa Computer Systems Lid _:;|

When the user clicks on Finish, the termination request will be processed and a new version of the contract will be created and
sent on for approval by relevant users if required.

Please note that the contract will only reach a ‘terminated’ status once all nominated end dates have been passed.

Multiple contracts termination

From the contract list, a user with the authority to terminate contracts will have access to the Terminate contracts
toolbar option:

& 7"_5-‘ =B E TemplaCMS - Contract Management System -- TemplaCMS V6.1.0 - x
Bl == |
I D Check duplicates - - N A H H *f Change filter Delete
8 - : \ T :
i @ Auto refresh ~ ) - o i Select filter ) Reinstate N
Close Refresh Print Excel Expand Collapse Open MNew Copy View Create  Print Filter  Un-filter  Apply i . Manual  Terminate
mail  |abel ~ | selected selected lastfilter (=] Publishformat || i Show deleted || SOforms = contracts
List Row Filter Status Other

Terminate contracts

Contract Admin

@ Contracts

@ Sites Ses |

@ Clients

@ Co St Client Site Contract Reference Version \Working/cleaning weeks per DBSch  Start date

@ Contract Control List

o o) g o 5 o HE
@ Contact Structure List

Status - CO1 - Live contract (115 fems)

Status : C04 - Work in progress (51 items)

= Status - €20 - Pandina annroval (71 item]
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On selecting one or more live contracts and pressing this button, the user is presented with a list of the selected contracts
(having weeded out any that cannot be terminated):

.o = Multi Contract Termination o
e
.

General
Close Confirm

Navigate

Contract Termination

Terminate on 18/06/2019 -
£ Contract Client Site Start date Terminate on
» MURPHO1/002 - The Green Man Yellowpatter [td.  The Green Man 01/01/2014 181062019
MURPHO1/002#1 - The Green Man Yellowpatter Ltd.. The Green Man 01/01/2016 18/06/2019

L

On this window the user may set a single termination date at the top, which will automatically apply to all of the contracts.
Should any contract require a different date, this can then be amended in the grid below.

On pressing ‘confirm’ each contract will be terminated with the relevant date applied to all elements of the contract.

The Contract Control list is accessible from the Contract Admin menu, and is based on the current contracts list, but with
information provided at contract ‘task’ level.

Alerts | Contract Control List

Contract Control List

Drag a column header here to group by that column.
e Contract | Record
Site Caontract ‘wlorking/cleaning weeks DBS check? Vetting? PPE?  Food hygiene cert?  Task/Type Task Detailz Module  Record Freguency
(=] = (=] m W E @ E E ] =] = =] (=] =
AAMAY AAMADT (vE) - 5200 [l [l [l [l 1-- Daily office cl | Daily office cleani = Budget 1 \weeks
O O O O 1-- Daily officecl | Daily office cleani = Budget | Auto-builtforbud 1 '\weeks
O O O O 1--Daily office ¢l = Daily office cleani = Budget = Auto-builtforbud 1 \weeks
O O I O 1--Daily office ¢l = Daily office cleani = Budget = Auto-builtforbud 1 Weeks
O O O O 1-- Daily office ¢l = Daily office cleani ~ Billing Daily office cleani 1 Months
[l [l [l [l 2--'washroomS | \Washroom Servic | Budget | Equip 1 Years
O O O O 2--\ashroom 5 | \Washroom Servic | Billing | ‘Washroom Servic | 1 Months
AMWS AAWSIOT (v14) - 52,00 (| (| (] O Budget  Materials Budget 3 Months
O (| 1 ] 4--Daily officec] DAILYOFFICEC  Budget ‘Weekly Target 1 \eeks
O O | (| 4—Daily officec] DAILYOFFICEC  Budget Auto-builtforbud  1'\weeks
O O | O 4--Daily officecl DAILYOFFICEC  Budget Auto-builtforbud — 1'weeks
1 Il (| Il 4 --Daily officecl DAILYOFFICEC  Budget Auto-builtforbud  1'\weeks
| O (| O 4 --Daily officec] DAILYOFFICEC  Billing DAILYOFFICEC 1 Months

The rows displayed are banded into two, contract level first with task level second underneath. A contract could have multiple
tasks, but also multiple records associated with each task, therefore additional task level columns have been provided covering:

Task number - the number assigned on the contract

Task type - the task type assigned to the task

Task number & type - concatenation of the above two fields
Task description - the description on the task record

Module - whether it is a budget or billing record

Record description

Budget group - the budget group assigned to the task budget
Budget/billing frequency - the budget or billing frequency
Budget employees’ count
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Budget hours (frequency) - the budget frequency and total hours for the frequency
Budget/billing value (frequency) - the budget total or billing value for the frequency
Budget hours (weekly)

Budget/billing value (weekly)

Budget hours (monthly)

Budget/billing value (monthly)

Budget hours (annual)

Budget/billing value (annual) - the pro-rata calculation of weekly, monthly and annual hours/values based on the
frequency hours/values

The count, hours and values are totalled at contract level, so any grouping using the contract’s site or client details offers instant
summary totals at the higher level, e.g. business analysis. Whilst grouping may be available using other lower level details, e.g.
task type, these totals are not possible.

The Budget values displayed reflect the financial effect of adding revenue and cost budget values together. When a Budget
group is defined as being in the Billing section, totals will remain positive, whilst Budget group in any other sections will display
as negative.

From the displayed list, it is possible to:

Perform filtering on all relevant and existing contracts, sites and contract properties, but with the addition of site
properties (e.g. cleaning weeks per year), task fields (e.g. task types or task statuses) and modules (i.e. budget or
billing).

Use field choosing, which will be aligned to the filtering fields mentioned above. Totals are provided for annual hours
and value, and where contract-level or above grouping is used, totals are also shown on the summary lines.

Use print or export to MS-Excel options, where the current view can be used.

Drilldown to a contract, allowing access to all contract details. Subject to authority, update access is also available.

Multiple budget groups may be created within TemplaCMS, for example if some are to be used for site analysis reporting rather
than for the Contract Control List. If required, the check box on the budget group for Suppress from Contract Control List can be
ticked. When the list is being constructed, any contract budgets related to such a flagged Budget group will be ignored.

The Contract configuration report allows users to view a full list (for example) of billing defined across all contracts.

1+ YERE Contract Configuration Repart - ul
. -
e

General
Close  Select saved

results
report

Selections | Details
Date 17/012019 |~

Report type

Datasource el
Client B
Site =
Task type B
[] Include WIP contracts?
Analysis
Business analysis Marketing analysis
Region/Divison Source
Service/Ops Mgr Sector
Contract Mar Town
Area Mgr
Client contract
Internal
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The user can choose which area of the contract they wish to report on by selecting a Report type, the options include Billing,
Payroll, Quality audits and Workbills.

The user may also tick Include WIP contracts this will display work in progress contracts, if a live contract is also available the
‘Live’ contract will NOT be displayed, if no WIP contract can be found but there is a ‘Live’ contract then that will be displayed.

The results of the extraction are displayed in a grid:

Close

VK]

Contract Configuration Report

Refresh

General

e m e @ € W

Select saved  Save
results results

Details

Expand Cellapse

Show analysis

codes

Drag a column header here to group by that column.

Site analysis columns can be optionally included in the grid via the ‘Show analysis codes’ button.
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A report row can be double clicked, and the contract will be opened to the section of the contract that has been selected in
the report type e.g. if a ‘Billing’ report type has been selected and the user double clicks a report row the contract will be
opened and the ‘Billing’ tab will be focused.

Note that for ‘billing’, ‘quality audits’ and ‘workbills’ the configuration report will show the distinct lines defined in each
contract. For ‘payroll’ however, the report will summarise the assignments and show a comparison to the configured payroll
budget (i.e. as can be seen within the contract).
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