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INTRODUCTION

These training session notes have been designed to provide background information and useful hands on experience of using
the document management module within CMS.

These notes are designed to complement the training and assist you at a later stage when away from the training
environment.

DOCUMENT MANAGEMENT

From System Control > System Setup > Document Store, a path can be defined to a central network location where all documents
can be stored:

-4 '} BRE System Control - System Setup
. o

| ¥
- General
Close  Save

Navigate

General

Company name Auto number clients
Company number Maximum characters Minimum digits
Formatting
) Auto number sites

N T Surname, Forename ¥ T e e el Minimum digite 2

Documents
Auto number suppliers

Document store structure | Owner ad Maximum characters Minimum digits
Paths

Company loges S/PRODUCTS\Templa-CMS\Client versions\PROJECTSIPr ]| . Normal working days/times

Gateway S:\PRODUCTS Templa-CMS\Client versions\PROJECTSPr [n] .. Monday 0:00 17:00

Document store SAPRODUCTS Templa-CMS\Client versions\PROJECTSPr ]| ... Tuesday 05:00 17:00

Newsletiers S:\PRODUCTS Templz-CMS\Client versions\PROJECTSIPr ]| . ety Le00 1700

Crystal reports Thursday 09:00 17.00

Friday 05:00 1700

Polling freguency Saturday (not set) (not sef)

Gateway 60| (seconds) Sunday (not sef) (not sef)

Eatch 60 (seconds)

Language selections

[ Block ALL pesting opticns? Bocumentlanguage set | English b o
Alow mobile V27 Windows language set | English |0

All users should have sufficient permission to create & modify folders and files in the location as defined above.

As documents are added to the store, TemplaCMS copies the original document to a path within the location as defined on
System Control.
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The Document Store can be accessed from the Maintenance > Document Management > Document Store menu:

Navigator [
Maintenance

=2 User Access/Security
=2 Business Structure
23 Budgets

Alerts | Document Store

Document Store

Drag a column header here to group by that column

<2 Payrol St Owner details Type Subject Grouping Inbinder?  Added by
= %€ Biling == = o = C Y
=3 Purchasing Employee - 000117 -Luis LUCI  VISA VISAtxt 1 ] Templa support user
= =3 Document Management
@ Document Stare Employee - 000120 - 000120 Document Training Document 3 ] Templa support user
@ Document Templates DE Employee - 000330 - 000330 VISA Example.csv 4 "] Templa support user
@ Document Mailing Batches
@ Mailboxes

=2 Workflow
23 Dashboards
=3 Filters

=2 Accounts

The document store gives an overview of all the documents in the store to which the user is authorised (based on the
‘attachment type’ permissions).

The Attachment types and relevant permissions for each can be managed from the Maintenance > Business Structure >
Attachment types menu (please see the TemplaCMS Maintenance manual for more information on setting up and managing

Attachment types):
By I Alerts  Document Store | Attachment Types
Maintenance Attachment Types

=@ User Access/Security

[ ®& Business Structure Drag a column header here to group by that column

@ Analysis Codes
@ Site ¥E.I)ﬁ\endﬁrs 1| Code Description Area
@ Task Types = = (=]
@ Cost/Rev Types CRB CRB Employee
@ Cost/Rev Types Structure
@ Attachment Types N Doc Document Employee
@ Property Types EEPHOTO Employee Photo Employee
g g;;:ig:fsﬁi:‘;eview Batc |l Uniform Uniform Issued Form Employee
@ Counties Vs VISA Employee
@ JobTitles =
=G Budgets *:" Attachment Type Details - CRB EI| 25w
5
o g b { File Tools Help
=3 Purchasing 2 Next

i ) Close ke Save kdd Save and new < Previous
= ®@ Document Management "

@ Document Store General ;| Dates .
@ Document Templates Adhoc productc... Exclude Ad
@ Document Mailing Batches Area/contracts..  Exclude = |
@ Mailboxes Contracts Admin... Exclude ?
3 \[J)V;;:EDD:ME Employee view.. Exclude i
®2 Filters Finance Director Exclude id
=3 Accounts Financial Contro.. Exclude -
Payroll Administ.. Exclude =
Purchase Ledger Exclude =
Purchase Mana.. Exclude =]
QA Maintenance Exclude =]
QA Manager Exclude =
Regional manag... Exclude ? L

AttachmentTypeDetail

© 2073 Templs Computer Systems Lid |
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The document store can be filtered or searched based on the following details:

& E‘ = Documnent Store Filter Detail - default filter for Termpla Admin | X
General
Close Save Default Select Publish  Select
critenia  filter format
Mavigate Save Filter
Document store filtering criteria |
Created by | |@;,|
Crested range | (not set) | | (not set) | [] &1 dates are relative?
Thread | |
e | %)
Criginal file | |
Saved as | |
Subject | |
Owned b‘y | (am‘,) |
| |
Contact description | |
Contact email | |
Allow add to binder?  (O)No ()Yes (@) Ignore
j
Expiry range | (not set) | (not set) |
Expiry warning range | (not set) | | (not set) |

The document store filter has an option of Include superseded? When flagged, any superseded document store files will be

included subject to any other entered filter options.
The centrally held document can also be examined:

TemplaCMS - Contract Management System - TemplaCMS V6.1.0

i et

General |

U @ L).& .: - @ Auto refresh U 0 %W‘

Close Refresh  Print  Excel Expand Collapse

List Row

Open New View | Examine | Fiter  Un-filter  Apply
selected  selected  lastfilter

g .:“] ﬁ?fﬁ O Delete

Change Select  Publish

filter filter  format
Status

Alerts | Document Store

Maintenance Document Store
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= User Access/Security ~

=3 Business Structure

Budgets

: Payrol St Oumer details Grouping  Expiry date  Expiry warning date

=3 Billing E|| E‘ E|| E| E‘ E|| E| IEI|

=3 Purchasing T o " l

198 Doraant | ] Emeloyes - 006218 - Salami. Cecilia_| E-001 - Employe: | Welcome Leter [7 [ [ Notapplicab | Admi
@ Document Store Employee - 006212- OHENEWAA  E-D01 - Employe | Welcome Letter H Not applicabl  Admi
@ Document Templates
@ Document Mailing Batches Employee - 006209 - Tamayo Loza, E-001- Employe  Welcome Letter 9 Not applicabl = Admi
O Mailboxes Emolovee - 006201 - Valencia Chave  E-001- Emolove | Wieleome | efter 0 Not avolicabl  Admi
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From any area in TemplaCMS where attachments can be defined, the same filter, search and examine functionality exists. For
example, employee attachments:
." ;N‘] Las s Employee Detail - Salami, Cecilia
et General
Japdi= M §P @B % 4
: ) # Attachments : \’ \‘a ) g
Close Previous MNext Save . Planner  Transactions Cuick Print Print Check working Reports
[2] Create mail - email  |abel * badge ~  time conflicts -
Navigate Save her Record
General | Righttowork  Auto Enrolment  Bapking  Sites  Holidays  Properties Teams  Time and attendance  Image
Personal details Minimal
Name Salami, Cecilia Telephone
Address 11 Flariston Court Email
Holmleigh Road Estate| §
Fax/Mabile
Town Kent
County London Dates
Posteode RM3 GHA AT 02/03/2009
Sex Female Left (not set)
Date of birth 06/06/1966 TUPE (not set)
Passport
v
4 EW o= Document Store - Employee - Salami, Cecilia
~ | General
i g L @& Auto refresh - g T o || O Delet
U e e @ S JOQ ~» & [] -
Close Refresh Print Excel Expand Collapse Open New View Examine Filter Un-filter  Publish
selected  selected  format
List Row Filter Status
Drag a column header here to group by that column
@ St Owiner details Type Subject Grouping Expiry date Expiry warning date Image stage  Added by
ollo] o o o ® oo ® o o
i Employee - 006218 - Salami, Ceciliz |~ E-001- Employe  \welcome Letter 7 Mot applicabl  Administrator, Templa
Attachments can be set up in the following areas of TemplaCMS:
Cashbook entries
Clients
Contacts
Contracts
Employees
Equipment items
Goods receipts
Purchase invoices
QAforms
Service requests
Sites
Suppliers
Stores orders
Workbills
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When adding to the document store the following details can be specified:

‘:‘.l JHd s Document Store File - (new) - O X
e
- General
Jde
Close Save Save and Examine
new
Navigate Save Record

File | Dates

Grouping

Type Q9
Original file

Subject

Details | Notes

Owined by not assigned w

Saved as

Source External
In binder?

Document batch
address to contact

Grouping - each item can be assigned a grouping reference to allow related items to be grouped on the document store grid. If
not specified, a unique number will be assigned instead.

Type - Attachment types are defined on the Maintenance > Business structure menu. Users will only be able to add attachment
types that they have permission to.

Original file - this is the file location of the item to be attached. Use the ‘browse’ button to locate the file.
Subject - enter a subject for the attachment for example ‘Dunning letter’.

Owned by - this specifies the area of CMS the document relates to and should default in from the Attachment type. On adding
items, the Owned by details don’t need to be specified but once set it cannot be changed.

Saved as - when an item is saved in the document store, the source file is automatically copied to a sub-folder within the
document store path based on the ownership details.

Source - where a document has been manually attached by a user the Source will show as External. When an attached
document has been generated by the system as part of a mail merge batch the Source will show as Internal.

Document batch address to contact - when creating a document mailing batch for a client document, the contact selection tab
allows the user to select the default client email address, rather than specific contacts. Note that the email address used will
be stamped on the email that is stored on the client’s attachments list when the mailing batch is processed.
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ADDING MANUALLY

Users can manually add items to the document store by pressing the New button on the toolbar and then browsing to locate
the relevant file:

f'é ;"\ B TemplaCMS - Contract Management System -- TemplaCMS V6.1.0 - x
| General
] o 2 wE & Auto refresh |l < @ <« < . @ Delete
U - \ & g r @ &
Close Refresh Print Excel Expand Collapse Open  New View Examine Fiter  Un-fiter  Apply  Change Select Publish
slected  selected lastfilter  fiter  fiter format
List Row Filter Status
o) B sterts | Document Siore | Employess
Payroll Document Store
© Payrun Bstches
© Timesheets Drag a column header here to group by that column.
@ Roster Manager s N
© Employess # St Owner details Type Subject Grouping Expirydate  Expiry warning date Imagestage  Added by
© Employes Assignmenis o] o} o o o o o ol
Emple M ts
© Employes Movemen Client - AEFH - AEFH ContractDocs  LBtest 2t Nt applicabl | Admiristrator, Templa
© Employes Pay -
@ Pay Review Client- AFBH - AFBH Contract Docs LBtest 325 Not applicabl =~ Administrator, Templa
© Pericdic Moritaring — o R
8 Employee Leave | clien-aFs-ar0s ContractDocs  LBitest % Not spplicabl | Administrator, Templa
=3 HMRC Employee - 000120 - Gyapong, Odaf ~ E-001- Employe  Employee Portal - details change ima 327 Mot applicabl = Templa-CMS master user,
=@ Other I
Service request - 72- RE:Ipad CSC- Customer  RE: Ipad 8 Net applicabl  Adminisirator, Temgls
Employes- 001822 - Paredes, PAM €07 Crmimz  Upiifledong <l Mot spplicabl | Administrator, Templa
Contract Admin Employee - 001629 - Abraham, MILT :  FayceylTipg 232 Metzpplicabl  Administrator, Temgla
s Employes - 000111 - Luis, Ashley +  Employee Portal - details change ima 333 Notapplicabl = Templa-CMS master user,
Workbills -
Employes - 001100~ Amofash, ANG s Fayceylllip 2 Mot spplicabl | Administrator, Templa
Hygiene Services -
— Client- APTS - APTS 55 * | IMB's Dunring Letter £ Net applicabl | Administrator, Templa
Transaction Register | Client- APTS - APTS ss. r JMB's Dunning Letter 336 Mot applicabl = A
Stores Client- APTS- APTS 55 t | IMB's Dunning Lefter - Overdue only | 337 Mot spplicabl A
Reports Client - APTS - APTS 55 REM - Reminder  JME's Dunring Letter 3 Not applicabl  Acmiristrater, Templs
Period/Year End [ Jclent-apTS apTS =8 REM - Reminder | JMEs Dunring Letter ) Not sppiicabl | Admiristrater, Templs
it e vy Client - Testd - Test ContractDocs  Client letter 310 Mot applicabl  Administrator, Tempia
Service Point e
< >
28 %) B 2 || pocumentSisrsfiieLst 316toms ©2020 Templs Computer Systems Lid

When accessed from another area of TemplaCMS (for example attachments on a specific employee), the Owned by details will
be defaulted and cannot be changed.

ADDING VIA ‘DRAG AND DROP’

Existing files of any type can be dragged from the user pc and then dropped in a variety of places to add them to the
Document Store.

For each file dropped, the user will be prompted to complete the necessary details as per point 2.3 above.
Drop on a document store list

When a file is dragged and dropped on the document store list, the record onto which the file is dropped is detected. This is
then used to determine the owner and grouping of the new item based on the record it was dropped on.

U — [ . T

File Window Tools Help

¢J Close J Open © New 9, View & Refresh 5a Print & Excel 8 Expand all » Collapse all

%Y Change filter ¢ Select filter «» Examine
Navigotor W Aserts | Document Store | Employees x
Maintenance Poctment Store

% User Access/Security -
= 3 Business Structure
@ Anslysis Codes

1] St Owner details Type Subject Grouping  Inbinder?  Added by

@ Site Calendars =

@ Task Types ZJOROR o] of] & B @ @

f Eosyftw Iv[xﬁ o > Employee-000111-LuisLUCI  VISA VISA txt 1 Templs support us

< i b Employee - 000120-Gyapong ~ Document Training Document 3 Templa support us

[contraceadmin Employee-000390 -Kehinde  VISA Exemple. csv 4 Templa support us
| payroll Employee - 7350 - CuevaRess __ Employee Photo Photo 5 Templa support us
| Workbills [ empioyee-7350-CuevaRess  Document ToinngPlontt | 6 Ternpla support us
| Transaction Register
| Stores

aries » Pictures » Sample Pictures
Jpen ~ Share with v Slide show Print E-mail Bum New folder

Pictures library

Sample Pictures

-

Chrysanthemum,j Desertjpg Hydrangeas.jpg Jellyfishjpg Koalajpg
P9
E Lighthouse jpg Penguinsjpg Tulipsjpg
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Drop on a list that supports attachments:

As listed above a number of areas in TemplaCMS support Attachments. Dragging and dropping a file on to a row on any of these
lists (for example client list, contract list, employee list etc) will default in some details and prompt the user to complete
the rest.

For example, drag a picture of an employee and drop on the relevant employee on the employee list:

Al Alerts  Document Store | Employees x | [3/2013 10:53 50 kB
nce [B/2013 10:41 364 KB
ss/Security
Structure
ISC;DdES @ St Payroll number  Type Name Teleph NICnu Banka Joined T‘ /2013 18:09 9 KB
;r;:m =E & &= & & & —=| /2013 11:44 34 KB
v Types ~ |l » 000111 @ Owned SCB0 01139 12/07/198 [pe/2013 1501 18 K8
P S |08/2013 12:10 B KB
| r 0007120 @ Owned PWEB5 00487 26/06/199:
in 000178 @ Owned PWS0 07052 20/04/19%
000134 @ Owned Employees PX28 71431 01/02/199 /2013 10:47 66 KB
000390 @ Owned SE82 16550 07/05/199!
000473 @ Owned WEB4 00050 07/08/199! S
- [7/2013 11:19 387 KB
- I 011199
egister 000610 J Qwned NS36 42746 15/01/199 \107/2013 13:56 33 k8
000981 @ Owned SC38 34087 25/11/199%
001100 @ Owned SL36 77675 26/05/199
— 001170 @ Ovned e \ NH39 40250 01/09/199
nniara n . cmaese N A cimmn nemes
=3 o
= || » Libraries » Pictures » Sample Pictures v | 4 Search Sample Pictures
E + P
Organize ~ 1] Open ~ Share with = Slide show Print E-mail Burn =~ O
= . .
- Favorites — Pictures library . i
Arrange by: Folder ~
M Deskiop Sample Pictures

4 Downloads
<» Recent Places
. Access

| Templa-CMS

Drop on an (open) item supporting attachments:

A file can also be dropped directly on to an open record as opposed to a list, so in the example above instead of dropping the
item on the employee in the list, the employee record can be opened first (double click on the employee).

An employee photograph can optionally be stored for each employee in TemplaCMS, and this can be seen on the exiting Images
tab of the employee details window.

For quick access, a new thumbnail image is available on the General tab of the employee details:

e - -
{ :‘3 DJa s Employ Cecilia
p General

@i D@ D% A 0

@ Attachments

Close Previous Next Save : Planner  Transactions Quick Print Print Check working  Reports
[3 Create mail - email |abel * badge v time conflicts v
Navigate Save Other Record

General | Righttowork  AutoEnrolment Banking Sites Holidays Properties Teams Time and attendance  Image

Address 11 Floriston Court Email
Holmleigh Road Estate|

Fax/Mobile

Town Kent

County London Dates

Postcode RM3 6HA Joined 0210372009

Sex Female Left (not set)

Dateof bith | 06/06/1966 TUPE (not sef)

Passport

Emergency contact information
Payroll Contactrme

P

S Contact number
Payroll number | 006218 Ovined
Pay frequency | Monthly NIC number | JX567034C

Disabl loyee Portal log-in?
[] Disable Employee Portal log-in’ _—
| Statement A
Leproia Statement B

Approval level StatemeniC Em p loyee

@Site No P46 requirefl

S el No P46 or P46 incomplete Photo
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EMPLOYEE FILTERING ON PHOTOS

Within TemplaCMS, a single employee level attachment type can be nominated as the ‘use for record display’ (i.e. it contains

the employee photo).

The existence or lack of an attachment of this type has been included as a column named ‘Has photo?’ in both the main
employee and the employee assignments list.

Furthermore, the filters for both of these lists allow filtering on photos, as below:

Employee Filter Detail -

i

zeneral

Close Save

Mavigate Save

LJHQWEO

Default  Select  Publish

critena  filter
Filter

Employee filtering criteria | Employee properties filtering criteria

Employee code

[ Al dates are relative?

Employee name

LAddress

Postcode

Fax or mobile

I Has photo? ()Mo ()Yes @Ignnrel

|
|
|
|
Telephone |
|
|
|
|

Email address
NIC number |
Joined between (not sef) | | (not set)
Left between | (not sef) [v| | inotsen
Employee status | iall)

Approval status | (3)

Site |

Pay scale |

Pay rate between | £0.00 | |

Bank accountno. |

Date of birth | (not sef) Iv| [ (notsen

Account type | iall)
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MAILBOXES

The Mailboxes option available from the Maintenance > Document Management menu provides a view of a users Microsoft
Outlook ‘inbox’ and ‘sent items’, along with all of their subfolders.

As the user clicks on ‘Inbox’ or ‘Sent Items’, the contents are retrieved and displayed in the searchable grid on the
right-hand side:

'_?Mailboxes EI E3
: File Toals Help
ose W Wiewr efres F to document store
o cl View @ Refresh P Addtod
P % Print &5 Excel @@ Expand @ Collapse
Mailboxes I j@
= ,& Inbon Drag a column header here to group by that calumn.
'8 From To [ratedtime
i Low priority
& Sent ltems Bl & -
(=) RE: TemplaCMS v5.3.7 cut Mark Boyce Justin Turner 10/04/2013 13:30:12
» __j Metwark, Jamesz Canning Jusgtin Turner 10/04/2013 10:01:18
(=3 Product Impart File b ark, Fermor Justin Turner 10/04/2013 05:38:47
Maidhoves 3 rows 2 2013 Templa Computar Spsfams Lfd J

From the previous screen, the user can view the emails and select them to add to the document store:

*+" Mailboxes

: File Tools Help

i O Qose Q View @ RefresrLLAmwmmzl

i S Print & Excel *@ Expand ® Collapse
[Mailboxes

1Add to document store !

Drag a column header here to group by that column.

St Subject From To Dateftime

ool of of ol

3 k_j FW: DOC Issues List - update Lynette V' D. Berg Lynette V' D. Berg 24/07/2013 13:56:01

@ Sent ltems

Emails can also be dragged and dropped from the above screen into the document store or directly from Outlook.
Please note that the document store mailbox functionality only integrates with e-mails from MS/Outlook.

Further to the above, as there are both 32bit and 64 bit versions of MS/Outlook and the former can be run on either a 32bit or
64bit version of Windows it is imperative that the correct version of the TemplaCMS executable (client) is used if access to
mailboxes is required.

Please refer to the grid below to ensure that you are using the correct executable:

Windows Outlook version TemplaCMS
version executable
64bit 32bit TemplaCMS32.exe
64bit 64bit TemplaCMS.exe
32bit 32bit either

In addition to the above the corresponding version of the redemption.dll (32bit or 64bit) should be installed on the user pc.
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The ‘Include superseded?’ option on the Document Store filter will, when flagged, include any superseded document store

files subject to any other entered fi

MAIL MERGE PRO

lter options.

CESSING

Mail merges can be performed from within Templa CMS, allowing dynamic integration with MS Word and Outlook through the

use of document templates within

CMS.

CREATE ADOCUMENT TEMPLATE

New document templates can be added or existing templates amended. When a template is created and used in a mail merge,

the resulting document will be add

ed to the document store.

A new document template can be created by clicking on New from the Maintenance > Document Management > Document

templates menu:

4 DL

TemplaCMS - Contract Management System -~ TemplaCMS V6.1.0

General

U e

Close Refresh  Print  Excel

.c - [ Check duplicates.
@ Auto refresh - = P

Expand  Collapse Open New Copy View  Print Filter  Un-filter

TUORA 2 & ] e

Clear Search

label = || selected  selected
List Row Filter
N it Erpliyees Docuret S| Docurcrt Templaics
Maintenance Document Templates
=3 User Access/Security -~
=3 Business Structure Drag a column header here to group by that celumn.
=3 Budgets
2 Payral [ St Code T Description Area Type
= Biling oo o | o]
=3 Purchasing teste test Eml Print
=3 Document Management | st mployee i
@ Document Store test test Client Print
@ Document Templates -
@ Document Mailing Eaiches | e fdgdfg Client Print
© Mailboxes REM Reminder letter Client Frint
=3 Workflow -
P hd ms msa Employes Print
- O X

I"‘._‘ il H B

Document Template - (new)
/
General

J Bl © © O ®»

Close Save Saveand Create Store Edit Refresh
new document document document document fields

Navigate Save Document

General | Dates

Code |

Description

Subject

Attachment type

Document

(® Print () Email ) Both
[ Use as default?

Comments
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Code - give the template a code if left blank the system will automatically generate a code on saving the template.

Description - enter a description for the template.

Subject - the Subject is important if the template is going to be e-mailed as the text entered here will appear in the ‘subject’ of

the e-mail.

Attachment type - select an existing Attachment type or create a new one. The resulting merged document will be saved in the
document store with the attachment type as specified on the document template.

Document - from the Document option, browse to an existing document or create a new document via clicking on the ‘Create

document’ button at the top of the screen.

Print/Email/Both/Use as default - the Print and Email options are used to specify whether the template is for print OR email and
the Use as default option to set the template as the default for the attachment type area.

With the Email option selected the user gets access to the Email as attachment? option. When a document batch is assigned a
document template defined as Email as attachment? will result in an e-mail that is created with a .pdf attachment (or the
document merge) rather than being in the body of the e-mail text

An existing word document can be used via browsing to the document, and then click on Store document:

e

T s Document Template - Pensions Letter - o X
oesw u
'y
=" | Genera | y
| p y oy
JeEeoH O O O B
Close Previous Next  Save Create Store Edit Refresh I
document | document | document  document fields i
Navigate Save Document
iGeneril Dates Store document it |
Code 23]
Description Fensions Letter
Subject Pension Letter
Attachment type. Decument 9
Document cal Desktop\De A a
(O Print @ Email O)Both
[ Use as default? E-mail as attachment?

Comments

The Store document option will only be enabled where the template document wasn’t created in TemplaCMS.

To create a new template document, click on Create document from the Document Template screen:

$IYN 0 @ & b s Document Template - Pensions Letter

- o %

L)
[ General
Close  Previous
Navigate

General |_Dates

Code

Description
Subject

Adtachment type

Document

Comments

)@ H 0 0 b

Next Save Create Store Edit

document  document document

Save Document

“29

Pensions Letter

Pension Letter
Document

C/\UsersilynettebiDesktop\Documents'\Pensions docx
O Frint @ Email OBoth
[ Use s default? E-mail a5 attachment?

>
Refresh
document fields
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At this point, TemplaCMS will attempt to launch MS Word and the following message will appear. Click on Yes to continue:

ICroso’ ice

Opening this document will run the following SQL command:

.1'3 SELECT * FROM S:\PRODUCTS\Templa-CMS\Client versions\RSLaptop\Store\_Templates\_Datasources\Price Increase.csv

Data from your database will be placed in the document. Do you want to continue?

Show Help ==

On the following screen click on Yes to continue:

ICroso Ice

v

Opening this document will run the following SQL command:

."iﬂ_ SELECT * FROM F8F2436A.csv

Data from your database will be placed in the document. Do you want to continue?

[ Show Help => l

Lves ||

Create the letter in MS Word and use the Insert Merge Field option from the Mailings tab to select and insert the relevant
merge fields. The fields from TemplaCMS available to merge will be displayed on this list in addition to the standard Microsoft

Office fields:

Home Inset Pagelayout References | Mailngs | Review View

Nitro PDF Professional 7

2 B & | 2 3 =

tes Labels | StartMail  Select Edit || Highlight Address Greeting
Merge - Recipients ~ Recipient List || Merge Fields Block  Line

Insert Merge

| Rules -

|
Field - | £ Update Labels ‘

|43 Mateh Fields |
| Previe

S (W &

4] Find Recipient

|| Finish & |

reate Start Mail Merge Write & I

[Insert empl
that affects

Dear [See Guic

To help people
enrol their work
who aren't alre.

* earn over £!

letter if your
+ areaged 22
+ areunder S

We are enrollin
postponed autg

Why is this ha
The governmer
State Pension,
£110.15 a wee

Employers are
for people to st

How it will affe
know_as the °

If you are alrez

You will not b

| am pleased tc
meets or excee

A itmant

Current_date_numeric
Current date_alpha short
Current_date_alpha_lang
Current_day_numeric_short
Current_day_numeric_lang
Current_day alpha_short
Current_day alpha_lang
Current_month_numeric
Current_month_alpha_short
Current month_alpha long
Current_year_short
Current_year_long
User_forename
User_surname

User title
User_telephone_number
User_direct_dial_number
User_mobile_number
User_fax_number
User_email

Payroll_name
Payroll_address_line_1
payroll_address_line_2
Payroll_town
Payroll_county
Payroll_postcode
Payroll_PAVE_ref
Payroll_logo
Ledger_name
Ledger_address_line_1
Ledger_address_line 2
Ledger_town
Ledger_county
Ledger_postcade

Ledger telephane

Ledger fax

Ledger_email
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For example, on the below the ‘Current date’ (from MS Word) and the ‘Employee Forename’ and ‘Surname’ (from TemplaCMS)

have been inserted:

| «Current_date_numeric» |

TemplaDemols pension scheme - A change in the law that affects
you

| Dear «Employee_forename_1 »«Employee_surname»l

To help people save more for their retirement, the government requires employers to
enrol their workers into a workplace pension scheme. This applies to those workers
who aren’t already in one, and who

+ earn over £9,440 a year (£787 a month)[change “£787 a month” throughout this
letter if your workers are not paid monthly, see Guidance];

s areaged 22 or over; and

* are under State Pension age.

We are enrolling these workers into our workplace pension scheme on [insert
postponed automatic enrolment date, also known as the ‘deferral date’]

Why is this happening?

The government’s aim is to get more people to have another income, on top of the
State Pension, when they come to retire. The full basic State Pension in 2013-14 is
£110.15 a week for a single person.

Employers are enrolling their workers automatically into a scheme to make it easier
for people to start saving.

Once the document is completed, click on ‘Save’ in MS Word and save back in CMS as well.

Please note that the merging functionality is available in the header and footer of a document and can be used for ‘Print’

document templates.

For ‘E-mail’ document templates, any merge information in the header and footer of the document will be ignored.

AMEND A DOCUMENT TEMPLATE

To make changes to the document template, the ‘Edit document’ option can be used:

s e s\ _——

*+" Document Template - Pensions AE InformatioN Letter E\

: File Tools Help
i () Close k Save k) Save and new < Previous Next

@ Create document ) Store document [® Edit document [ Refresh document fields

General | Dates

Code PEN AE INFO|
Description Pensions AE Information Letter
Subject Pensions Auto Enrolment Information Letter
Altachment lype Pensions AE Informaiton letter o
Document S:\PRODUCTS\ Templa-CMS\Client versions\RSLaptop\Storel_Templates\PEN AE INI
@ Print (") Email

[7] Use as default?

Comments

The ‘Refresh document fields’ option refreshes the merge fields available to use in MS Word and should be used in the

below scenarios:

a) On all document templates if the user has upgraded to a new version of CMS as new fields may

become available
b) If any UDP’s have been changed, removed or added
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Document mailing batches can be created in one of two ways.

DOCUMENT MAILING BATCHES FROM ‘DOCUMENT MANAGEMENT’:

To create a ‘Document Mailing batch’ click on ‘New’ from the ‘Document Mailing Batches’ option in the ‘Maintenance ->
Document Management’ menu:

'E'DocumenlBatchDetails—(new) =] 23
: File Tools Help

i (A Close I Save 3 Notes @ Delete

2 Refresh document contents [ Refresh document fields [# Edit document ~# Preview

General | Selectitems  Mailing list

Batch number ow batch
Desciiption |
Document template N
Subject
Previous Next Finish and process
DocumentBaichDetail © 2073 Templa Computer Systems Lid ‘

Enter a description and subject (for e-mailing) and select the relevant document template to be used.

Click on ‘Next’ to add items to the batch either via the ‘Add manually’ option or via ‘Import using filter’.

u
*+" Document Batch Details - Pensions Auto Enrolment Informaiton to employees = &3
: File Tools Help

i ) Close kdl Save < Previous = Next ® Notes @ Delete

@ Refresh document contents [ Refresh document fields (# Edit document =# Preview

General | Selectitems | Mailing list

L

Item
ol

» 000111
000120
000178
000390
001100
001358
001372
001462
001629
001832
001859
001944
002220
002257
002359
002453
002466
002484
002584
002594
002627
002678
002825 Em ployee
002940 Details
002941
003041
003140
0023159
113211 - Dlading Daniel

I Add manually Fimponusmgfl\ler ]I Remave

W »

Finish and process

DocumentBatchDetail @ 2013 Templa Computer Systems [td |
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Click ‘Next’ again to create the final Mailing list based on the selected items.

From the ‘Mailing list’ screen, the merged document can be viewed by selecting an employee and clicking on the

‘Preview’ button:

E Document Batch Details - Pensions Auto Enrolment Informaiton to employees
: File Tools Help
i [ Close k) Save < Previous = Next ™ Notes @ Delete

@ Refresh document contents [@ Refresh document fields [ Edit document «# Preview

General Selectitems | Mailing list

Item

001629
006738
006775

Employee Details

At this point, the document can be changed if needed by using the ‘Refresh document contents’, ‘Refresh document fields’
and ‘Edit document’ options.

Once the batch is complete, click on ‘Finish and Process’ at which point the merged document will be e-mailed or printed
depending on the option set on the document template.

The following screen will be displayed. Tick the ‘Store documents once processed?’ option to save the merged document in
the document store and to add it as an attachment to the defined attachment owner (e.g. employee, client etc.).

Bl I

Einich and nencoce HI |

This function will process the mail merge.

Please select the target printer below, and whether to keep the merged documents in
the docurment store.

Bullzip PDF Printer

(-]

| [ Concel |

||:| Store documents once processed? 0OK

Click on ‘OK’ to process.

DOCUMENT MAILING BATCHES FROM ‘ATTACHMENT TYPE AREA’

If a user has the relevant function, they will have an option to ‘Create mail’ in any area in CMS that allows attachments. For
example from the employee list:

i File Window Tools Help

i ([ Close {J Open @ New [ Copy @ View @ Refresh 5a Print & Excel @ Delete @ Reinstate Show deleted =8 Expand all ® Collapse aIII _ Create mail Iu,

*f Change filter °¢ Selectfilter % Printlabel @ All authorized employees

Create mai

Navigator

q

Payroll

@ Payrun Batches

@ Timeshests

@ Employees

@ Employee Assignment list
@ Employee Movements
@ Employee Pay

@ Absence Analysis

@ T&ALog

@ Employee Planner

@ Holiday Monitoring

@ Pay Review

@ RTI Review Batches

Alerts  Document Batch List  SessionManager Document Templates Users UserRoles  Function Groups ~ Attachment Types | Employees

Employees

Drag a column heade that column

@ St Payroll number  Type Name Teleph MNICnu Banka Joined Left St

(=] (=] (= o = = o o = =
000111 D Owned SC80 01139 12/07/1988 e}
000120 D Owned PW65 00487 26/06/1992 o
000178 D Owned PW50 07052 20/04/1994 o
000390 QD Owned SE82 16550 01/05/1995 o]
001100 ' Owned SL36 77675 26/05(1997 o]
001358 D Owned NH80 64773 02/03/1958 o]
001372 D Owned JMS4 50395 29/01/2001 o]
001462 D Owned SC53 00377 23/06(1998 e}
001629 D Owned ZY50 20270 28/11/1998 e}
001832 D Owned SC62 00436 19/07/1999 o
001859 D Owned PC20 20777 05/08/1999 o

Clicking on ‘Create Mail’ will launch a new ‘Document Batch Detail’ screen and allow the user to create the batch in the same
way as described above.
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» TEAM Software

by WORKWAVE

TEAM Software develops market-leading solutions for companies with distributed workforces. TEAM has a focus on the cleaning
and security industries helping the companies who serve these sectors manage and optimise their business; from front line
service delivery to back office financial management. TEAM’s technology is designed to help improve productivity, employee
engagement and profitability, and at the same time help control cost, risk and compliance. For more information, visit
teamsoftware.com.



