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Please Note: This document is intended as a guide only to assist with the Journal process in TemplaCMS & Dimensions. It is
solely the responsibility of the customer to ensure that Journals are processed correctly when used.

Each step in this document is indicated by a step number and with a ‘D’ or ‘C’ in the first column where:

e D=Dimensions
e C=TemplaCMS

All points where back-ups should be taken are marked in ‘Red’. The user is welcome to take any additional back-ups
if needed.

Step Templa CMS / Access Dimensions Cash Register Process

(o 1 Journals in TemplaCMS- General

There are 4 types of journals available in CMS to allow the user to enter details manually. This caters for
scenarios such as an instance where transactions may be allocated to incorrect sites or cost/revenue types, or
where other site costs/revenue may only be entered into the system in manual form, e.g. asset depreciation.

These types are:

e Standard - a one-off journal

e Recurring - a repeating journal where the ‘number of periods to post’ are also defined

e Reversing - a one-off journal that automatically reverses in the following period

Non Accounts - this type of journal can be used to move costs from between sites where the original

cost might have been allocated to the wrong site. This type of journal will not post to Access
Dimensions

For a reversing journal, Access Dimensions handles the reversing entry and it will be posted immediately in
the following period.

For a recurring journal, Templa-CMS will set the ‘next posting date’ and only allow posting across to the
accounts when this matches the relevant NL period. These will have the ‘number of periods to post’ ed so it
will remain outstanding until this becomes zero.

It is the company’s responsibility to ensure each period’s journal is posted. To assist with this, an
informational workflow message can be issued to a System Control, Finance tab nominated user on a pre-
defined number of days before the ‘next posting date’ becoming due, and will continue until it is posted.

C 2 Creating a Journal
Anew journal can be created from the Transaction Register -> Journals menu via clicking on New.

TTemp\aCMS - Contract Management System -- TemplaCMS DEMO
File Window Tools Help

uj Close {J Open @ MNew View @ Refresh (@ Print & Excel € Delete @ Reinstate m Show deleted =@ Expand ® Collapse @ Auto refresh

&) Filter selected [} Un-filter selected | ¢ Change filter ¢ Select filter Y My assignments &g Change posted period
Navigator Bl s PaynunBaiches Contracts | Journal Register

Transaction Register

@ Purchase Register

@ Purchase Batches Drag a column header hers to aroup by that column

@ Cashbook Register

= )

@ Purchzse Invaices St Lognumb Status Voucher ref Batch ref Date Description Type Remaining repeats Debit total

@ Cashbook Batches E E = = = = = o o = [

® Jourls rid o3 JO05-Posted  CMSp47 CMSpa7 30117201 employers contribution  Standard Mot zpplicable £26,81161
54 JOO5-Posted  CMSpd8 CMsp4g 327201 employers contribution  Standard Not applicable £25312.00
55 JOO5-Posted  CMSp4s CMSpds 31012012 employers contribution  Standard Net applicable £26,185.42

3 JOINR - Posted CRPW AN CRPW AN anemz Correction tn Cnst Alln Standard Nat annlicable £473700

On the Journal Header screen enter the appropriate header details. In the Voucher ref. field enter a unique
reference for the journal. The Batch ref. field can be used to group a number of journals by entering the same
Batch ref. against these journals. Make a note of the Batch ref. used.

Enter the Date required on the journals, the Financial Period will default to the current open Nominal Ledger
period in Access Dimensions.
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: File Tools Help
ﬂj Close H Save hﬁ Save and new |\ Motes ¥ Attachments :j Process sheets
= Request approval g Summary
Details
Journal header
Log number new
Voucher ref
Batch ref
Date not st =
Accounts system El Financial period I
Description Check totals
Total
Type Standard =] Debits £0.00
Standard
Reversing Credits £0.00
Recurring
Non accounts Balance £0.00
Text Reference Value Account Match detsils
Remove Details
JournalDetsil 82015 Templa Computer Systems Ltd -|

Start adding ‘line detail’ by clicking on the Add button. Add some details in the Details box. Enter a Line
reference (this can be something simple like a number - i.e. number the first line in the journal as line 1) and
enter the Value (Debits = positive value, Credits = negative value).

Each item in the journal can either be Not Matched or matched to Site. When matched to Site the below
screen appears with the Site, Task Type and Cost Type

'_E' Standard Itemn Details - dated 03/05/2016 - (new) =] |-

: File Tools Help
(J Close @ Accept @ Acceptand new

Standard item

Details

‘wiage Correction

Line reference | 1 Value £500.00

Match to site
Client | Bp 0jl UK Ltd

1[4

Site BP il UK Ltd

8
&
-

Task typs Daily Office Cleaning

0

Costtype | Basic pay

In the Nominal account section ensure that the correct nominal account is selected:
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.
?: Standard Item Details - dated 03/05/2016 - (new)

: File Tools Help
U Close @ Accept & Accept and new

| Standard item ‘

Details
Wage Correction

Line reference | 1 | Value ‘ £500.00

Matching type Match to site
() Not matched Client |BP0H UK Ltd \0| )|

Ste | BPOIl UKL [©0[
Taskpe | Daily Ofice Cleaning i)
Cost type | Basic pay ‘¢|o|
Mominal account
Account | ZTEEIEF (]
JournalitemDetail B 2075 Templz Computer Systems Lid |
)

L

Click on Accept or on Accept and new to continue entering journal lines. On returning to the main screen the
Check totals box will show if the journal doesn’t balance - although an un-balanced journal can be saved, it
will not be possible to post the journal unless it balances.

——
Journal Details - dated 01/01/0001 (=] e S
I
¢ File Tools Help
i [J close ko save ks saveand new ' Notes ¥ Attachments ) Process sheets
;I Summary
| Details |
Journal header
e R—
o
Batch ref LE1005
Date 03052016 [ =]
Accounts system |C|ty& Essex Accounts E" Financial period I
Descri
cription | \iage correction | Check totals o
Type Standard v Debits
Credits £0.00
e N
Text Reference Value Account Match details
Wage Caorrection 1 £500.00 5090 - 5090 —-'\wWages Site: BP Qil UK Ltd, Cost Type: Basic
Add ] | Remove ‘ | Details
JournalDeiai B 20715 Templs Computer Systems Lid - i
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Once the journal balances the balance value in the Check totals box will be zero and indicated in green. The
Request approval box will appear at this point:

- N
737 Joumnal Details - Wage correction dated 03/05/2016 ] (5],
: File Tools Help
[J close k) Save ke) Save and new @ Delete 43 Previous & Next |} Notes ¥ Attachments :] Process sheets
¥ Request approval ® Workflow E| Summary

Details
Journal header
Entered
Log number 39 10 May 2016 10:47:07 Templa Support
Voucher ref Corrections
Batch ref LE1005
Date 02082016 [+
Accounts system | City & Essex Accounts [»] Financial period 5| ¢ B
Description ; Check totals
‘Wage correction Total
Type Standard [=] Debits £500.00
Credits £500.00
Balance £0.00
Text Reference Value Account Match details
Wage Correction 1 £500.00 5090 - 5090 — Wages Site: BP Oil UK Ltd, Cost Type: Basic
i Correction - posted t: . .
w::?; aﬁ;funf” posted o 2 -£500.00 7430 - 7430 — Bank Charges Site: BP Gil UK Ltd, Cost Type: Basic
Remove Details
JournalDetail B 2075 Templs Computer Sysfems Lid" JOO1 - New i
=

Click on Request approval to continue. Click on Yes on the following message:

i
Confirm action — ——

&% Jounal entry approval will be routed through worlflow. You
¥ will receive tracking alerts as it progresses.
Continue?

g Yes | Mo I

p

Once approved the Post button will appear. Cick on Post’ to continue:

137 Journal Details - Wage correction dated 03/05/2016

: File Tools Help
C] Close H Save lﬁ! Save and new a Delete 43 Previous & Mext b Notes ¢ Attachments :] Process sheets

3 Request approval @ Workflow & Post g summary

Details
Journal header
Entered
Log number £ 10 May 2016 10:47:07 Templs Support
Voucher ref Corrections Approved
10 May 2016 10:52:46 Templa-CMS
Batch ref | B1ANK
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Answer Yes to the following message:

-

Confirm action ——

This process will post the journal entries in Templa-CMS,
creating details in the accounts system for posting.

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

Continue?

Yes | Mo |

This will post the journal to Access Dimensions, if the Journal Register list in CMS is refreshed the journal will
now appear with a ‘Posted gold bar’.

: Fle Window Tools Help

O Close UJ Open @ New CQ View @ Refresh & Print @ Excel @ Delete @ Reinstate Show deleted ®™§ Expand @ Collapse @Auto refresh - "'f Apply last

Y Change filter 7 Select filter @ My assignments & Import wizard &2 Change posted period &) Filter selected [} Un-filter selected

Navigator " BAlerts | Journal Register
Transaction Register Journal Register
@ Furchase Register
@ Purchase Batches Drag a column header here to group by that column.
g (P::z‘h:::k\nﬂ\;zi:e\;ine fist t Lognum ¥ Status Voucher ref Batch ref Date Description Type Remaining repeats
@ Cashbook Baiches = = = = = O] = =
@ Joumals » E\_‘. 39 JOD5-Posted  Corrections LB1005 03/0572016 00:00  Wage correction Standard Not applicable
(of 3 To process Standard & Recurring Journals in Access Dimensions follow step D 4.
To process Reversing Journals in Access Dimensions follow step D5.
D 4 Process Standard & Recurring Journals
From the Financials tab click on the Post Batch button and choose the Journals option:
Home Debtors Creditors Financials Seling System
By TE@ @EE U &—-
AccuuntEl Journal Typt Trial Profit’  Balnce Journals VAT Cash UL (FRa s ™ Period End
Balance and Loss Sheet Batch Journals Book (Period 1)
Records MNominal Surmmary - Cash Book Reports Options
This will display the Batch Selection screen. Enter the batch reference no as per CMS.
Batch Selection
@ o @
Find Batched Journals by
Batch Ref. |
Voucher Ref.
€} Contra Afc
Date Range
to
Period Range
All Years | to
) User Id.
Press Enter on the keyboard to display all the items from the batch posted from CMS.
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Toggle all the Journals that should be processed to Yes. These can be toggled all at once by using the

square button:

P
Batch Selection

© Copyright 2021 TEAM Software by WorkWave

Post Batch =
3 Y vIx @ 7 s e
Voucher Ref. | Date| Period | Valuel%l ﬂlh Ref. / | Type Tl e L Sl
DEMO 01/01/2014 12 Curr 200.00 YES LB Journals | | Batch Ref.
RECURRING 01/01/2013 12 Curr 200.00 YES LB2 Journals
Voucher Ref.
) Contra A/c
Date Range
to
Period Range
All Years | to
) User 1d.
Click on the ‘Green tick’ and answer ‘Yes’ to the following message:
k. to pozt the selected batched transactions to the Ma
accounts ?
i Tes
I
Process ‘Reversing’ journals
From the ‘Financials’ tab click on the ‘Post Batch’ button and choose the ‘Recurring’ option:
O. Home Debtors Creditors Financials Seling System
i_ E Set Up - |__! i | i ___ ‘ ? | | @ Records -
P.ccu:unt!J = Trial Profit’  Balance Journals VAT Cash 0 saction: by Period End
Balance and Loss Sheet Batch Journals Book (Period 1)
Records MNominal Surnrmary [ ——" Cash Book Reports Options
a@&@@@ @Lﬁlﬁ ﬂj Recurring W@M ﬁ;‘[’;‘@
This will display the ‘Batch Selection’ screen. Enter the batch reference no as per CMS.
Batch Selection
7 5 @
Find Recurring Journals by
Batch Ref.
Voucher Ref. |
£} Contra Account
Posting Date From
to
Period Range From
All Years | to
€ User Id.
Q Journal Type
™ Journal Templates Only
Post to Next posting date |
Press ‘enter’ on the keyboard to display all the items from the batch posted from CMS.
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Toggle all the Journals that should be processed to ‘Yes’. These can be toggled all at once by using the
‘square’ button:

[®] post Batch — @ Batch Selection
& o 3 & T v % @ “

Find Recurring Journals by

Voucher Ref, Date | Posted So Far Value [—= Batch Ref. / Type Journal Type

|
10 MAY 16 0/2 250.00 YES LB1005 Journals Batch Ref.

Voucher Ref. |

£ Contra Account

Posting Date Froml:

to
Period Range
All Years
€} User Id.

Q Journal Type

™ Journal Templates Only

Post to Next posting dal

Click on the ‘Green tick’ and answer ‘Yes’ to the following message:

K. to post the zelected batched tranzactions to the Ma
accounts 7
i
I Tes
1
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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.



