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USER ACCESS/ SECURITY

Users

The user list can be used to view all existing user’s details (by double-clicking on a user) or to create new users (by clicking
on new).

@ _;] ..I ¥ TemplaCM5 - Contract Management System -- TemplaCMS VE,1.0
General
U e e m Do TUORA S &
. Q? Auto refresh - . } L---_..
Close Refresh  Print  Excel Expand Collapse Open New Copy View Print Filter Un-filter
label ~ selected  selected
List Row

Alerts | Users|

Maintenance

= =3 User Access/Security ~
@ Users
@ User Roles
© User Groups
=2 Permissions Structure
=3 Business Structure

Drag a column header here to group by that column.
F 5t Code Name
ol =

=3 Budgets Templa Administrator, Templa

=3 Payroll JoRed Red, Jo

®2 Billing

2 Purchasing TCMS Templa-CMS master user,

=3 Document Management v 15 Timeshest Review
GENERAL

Close Ia|| UserRoles  UserGroups QATemplates  Stores Templates Data Form Templates  Training Templates Teams  Restrictec

Name | Red, Jo

Job title | Employes |$|o|

Telephone

Direct dial

Fax
Mobile
Email address

|
|
|
|
|
[] BCC this address when sending emails?

Workflow level | Manager |
Alerting option |A]ert and email |

E-mail workflow assignment alerts? E-mail workflow tracking alerts?
ol -

[] Change password on next login?

[] Restrict access to values?

[] Suppress license warning?

Allow view of archived data?

[ Filter notes by user rele?

[] Restrict contacts to users sites only?

[] Block format changes on filtered lists 7

Name - enter the user's name via clickingonthe ‘...’

Job title - can either be typed in, if the description is known, or a list of all job titles can be viewed by clicking the binoculars.
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Telephone - the user's phone number (optional)

Direct dial - the direct number/ extension of the contact (if applicable).
Fax - the user's fax number (optional).

Mobile - the users mobile phone number (optional).

Email address - the user's email address (optional).

BCC this email address when sending emails? - if ticked the user will be blind copied on all emails that are sent out from
TemplaCMS i.e. they will receive all emails but other recipients won’t know.

Workflow level:

User - the new user will be included within the systems workflow i.e. work can be assigned to them.
Manager - the user will still be included in the workflow, but will also be allowed to re-assign work from one user to
another.

Alerting Option - this specifies how the user will receive alerts relating to activity within TemplaCMS

Alert - provides on-screen pop-ups and will also be displayed on the Alerts home page of TemplaCMS.
Email - the user will be emailed all TemplaCMS alerts to the address input above.
Email & Alerts - the user will be notified by both of the previous methods.

Email workflow assignment alerts? -

Email workflow tracking alerts? -

Overriding Windows language set -

Change password on next login? -

Restrict access to values? - if ticked the user will not be able to see any values, e.g. Pay, product costs etc.

Suppress licence warning - when the installed TemplaCMS licence is nearing its expiry date, a notification will appear on screen
every time a user logs on. If this box is ticked the user will not be shown this message.

Allow view to archived data? - if flagged the user will have access to older data which has been archived, this is still restricted
based on business analysis levels, etc.

Filter notes by user role? - the user will only see notes entered by users who share at least one ‘user role’ with them.

Restrict contacts to users sites only? - if ticked, the user will only be allowed to see site-level contacts, and only those contacts
that are assigned to sites that they are authorized to view.

Please note: they will not be able to see un-assigned contacts, nor contacts assigned to clients or suppliers.

Block format changes on filtered lists? - for any list which allows formats, if a user is flagged as Block format changes on filtered
lists? they will not be able to make changes to the grid layout so long as at least one published format exists for that list. If no
published formats exist for any list, all users will be able to change the grid layout as they require.
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USER ROLES

User roles are a collection of function groups which dictate the option’s, menu’s and data that a user can view

within TemplaCMS.

— | .

- ;‘\ | Ja s User Details - Red, Jo

g
-

o General

Ja -

Close  Previous Mext Save
Mavigate Save

General | UserRoles | UserGroups QA Templates  Stores Templates

Data Form Templates | Ti 4 #

Code lUser Role
*EEVALL Employee view ALL DETAILS
HSM Hygiene services manager
S System Administrator
TMPL Templa Only
Add Remove
UzarDetzi B 2078 Femplz Computer Sysfems LiF -

Add - click on Add to open a list of all existing TemplaCMS user roles, these can be added to the user simply by double-clicking

on therelevant role.

Remove - clicking Remove when a user role is highlighted will unassign that particular user role from the user.
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USER GROUPS

Within TemplaCMS it is possible to create groups of users, this can make setting alerts etc. easier.

User Details - Red, Jo

- O X

‘E\ JenHdls

- General

Je® d

Close Previous MNext Save
Navigate Save

General UserRoles | UserGroups | QATemplates  Stores Templates

Data Form Templates Ti 4 Pk

Code User Groups
GROUP1 Group 1

Remaove

UserDefaril

B 20715 Templs Computer Sy=fems Lid |

Add - click on Add to open a list of all existing TemplaCMS user groups, these can be added to the user simply by double-clicking
on the relevant group. The user will then automatically appear on the user's panel of the user group window.

Remove - clicking Remove when a User group is highlighted will unassign that particular User group from the user.
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QA TEMPLATES

Adding a QA Template to the user will allow them to create a QA from this QAtemplate, i.e. use a blank template to then complete

at any site they have access to.

Uzer Details - Red, Jo

_,-_‘"ﬁ Jea s

General
Jew W
Close Previous Mext Save

Navigate Save

General UserRoles  UserGroups | QA Templates | Stores Templates

Data Form Templates  Ti 4 #

Code Q4 Templates
RT Retail Template

Remove

UserDatail

& 2078 Templa Computer Systems [fd |

Add - click on Add to open a list of all existing TemplaCMS QA Templates, these can be added to the user simply by double-

clicking on the QA Template.

Remove - clicking Remove when a QA Template is highlighted will un-assign that particular QA Template from the user.
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STORES TEMPLATES

Assigning a Stores Template to a user will allow them to use this template as a basis from which to select items when placing a

Stores Order or Stores Order Request.

4 ;W @ | s User Details - Red, Jo - a X
L\ ]

T General

J @ d

Close  Previous Mext Save

MNavigate Save

General UserRoles  UserGroups QA Templates | Stores Templates Data Form Templates 4 »

Code Stores Templates

MAT Materizls Template

RECGG Rechargesble Goods

Remave

UserDetaif

B2 2078 Templz Computar Systems Lid |

Add - click on Add to open a list of all existing TemplaCMS Stores Templates, these can be added to the user simply by double-

clicking on the Stores Template.

Remove - clicking Remove when a Stores Template is highlighted will un-assign that particular Stores Template from the user.
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DATA FORM TEMPLATES

Within TemplaCMS Data forms are very flexible and cover a wide variety of areas. Assigning a template to a user will allow them

access to this template should it be required.

I.-'E‘ das s

\
f

User Details - Red, Jo

.

General
JEew
Close  Previous Mext Save

Mavigate Save

UserRoles UserGroups QA Templates

Stores Templates

Data Form Templates | Trainim 4 #

Code Diata Form Templates
10 New Employee
3 Holiday Reguest

UearDatail

B 078 Templa Computer Sysfems Lid

Add - click on Add to open a list of all exisiting Data Form Templates, these can be added to the user simply by double-clicking

on the Data Form T emplate.

Remove - clicking remove when a Data Form Template is highlighted will un-assign that particular Data Form Template from

the user.
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TRAINING TEMPLATES

TemplaCMS allows for the creation of multiple Training Templates to cover many different area’s, assigning a template to a user
will allow them to complete the necessary training from when others have been trained.

- 5‘] I a - User Details - Red, Jo
- General
J e d
Close Previous Next Save
Navigate Save

UserGroups QATemplates  Stores Templates

Data Form Templatezs | Training Templates | Team: 4 #

Code Training Templates

Remave

INDOo01 Induction Training - General Commercial

UserDetzil

€ 2018 Templa Computer Systems Lid J.

Add - click on Add to open a list of all existing Training Templates, these can be added to the user simply by double-clicking on

the Training Template.

Remove - clicking Remove when a TrainingTemplate is highlighted will un-assign that particular Training Template from the

user.

Document Ref: TEAM TemplaCMS - Maintenance.docx Version:
© Copyright 2021 TEAM Software by WorkWave

Page 15| 136
TEAM Software by WorkWave | teamsoftware.com/legal



TEAMS

TemplaCMS allows for the creation of working Teams to allow for employees who work together on the particular job(s)

regularly to be assigned with greater ease.

User Details - Red, Jo - O >

_,-_‘;"j Jaw s

. General

Je d

Close Previous Next Save
Mavigate Save

Teams | Restrictedanalysis  Batch posting privileges  Datasources  Analysis maintanance  Inter-company: 4 P

Code Teams
Maobile 1 Maobile 1

Remaove

s

UserDetail

© 2079 Templs Computer Systems Lid _;L

Add - click on Add to open a list of all existing Teams withing TemplaCMS, these can be added to the user simply by double-
clicking on the relevant Team. The user will then automatically be included in the Team.

Remove - clicking Remove when a Team is highlighted will un-assign that particular Team from the user.
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RESTRICTED ANALYSIS

Within TemplaCMS it is possible to restrict the sites, contracts, employees etc. based on predefined Business Analysis levels. If
no restriction is added here then the user will have access to all sites, contracts etc.

137 User Details - Frank Sinatra - m]

¢ File Teols Help

u__:] Cloze H Save <@ Previous Ep MNext
Teams | Restricted analysis | Datasources  Analysis mai Dashboard P; i Email Dates 4

Restricted analysis
FRANK SINATRA

Remave

UserDetail © 2075 Templa Computer Systems Lid |

Add - click on add to open a list of all existing Business Analysis codes in TemplaCMS, these can be added to the user simply by
double-clicking on a relevant code.

37 Analysis Codes - [m|
: File Tocls Help
J Close Select (@ Refresh S Search & ClearSearch @) New @, View ®@ Expandall ® Collapseall

Drag a column header here to group by that column

]@ Level Code Description Type T‘
= [=] [=] [=]
»  01-Facilities Management 1-BID 1-BID Business
01-Facilities Management 1-BP 1-BP Business
01-Facilities Management 1-BROAD 1-BROAD Business
01-Facilities Management 1-Caw/ 1-Caw/ Business
01-Facilities Management 1-CBR 1-CBR Business
Remove - clicking Remove when a code is highlighted will un-assign that particular code from the user.
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BATCH POSTING PRIVILEGES

When integrated with a Dimensions database, TemplaCMS posts transactions with the datasource specified interface user. To
ensure better posting period control it is possible to vary the interface user, allowing financial year & period validation to take
place before the transaction post.

‘;‘) - = = User Details - Red, Jo - O 4
: General
Close Previous Mext Save
MNavigate Save

Teams  Restrictedanalysis | Baichpostingprivileges | Datasources  Analysis maintanance  Inter-company datasources  Dashboards Password En 4 B

Interface user JoE|

[ Restrict posting to current period?

Where a Dimensions database is connected to TemplaCMS, a tab for Batch posting privileges is available with options for
Interface user and Restrict posting to the current period (where an interface user has been specified). Any Interface user entered
on the user will be validated to ensure that it exists in every connected Dimensions database.

DATASOURCES

Datasources refer to any Dimensions Accounts and SelectPay Payroll databases that are integrated with TemplaCMS. Assigning
a datasource to a user allows them to see information that is contained in these external databases (thought restrictions are
still applied).

37 User Details - Frank Sinatra - O

i File Tools Help h
i [ Close k) Save <@ Previous S Next

Teams Restricted analysis

Analysis maintanance  Dashboards Password Email Dates 4 »

Datasource
Accounts

Operatives Payroll

Add Remove

UserDetaif 2075 Templa Computer Sysfems Lid |

Add - click on Add to open a list of all existing Datasources linked to TemplaCMS, these can be added to the user simply by
double-clicking on a relevant code.
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.?. Analysis Codes

— m}

: File Tools Help

) Close Select @ Refresh S Search & ClearSearch ) New @ View #8 Expandall ® Collapseall

Drag a column header here to group by that column.

@ Level Code Deescription Type :‘
= o o o]

» 01-Facilities Management 1-BID 1-BID Business
N 01-Facilities Management 1-BP 1-BP Business

01-Facilities Management 1-BROAD 1-BROAD Business

N (01-Facilities Management 1-C&w 1-CR&Ww/ Business

Remove - clicking Remove when a code is highlighted will unassign that particular code from the user.

ANALYSIS MAINTENANCE

The level of authority users have to add, remove and amend Business Analysis codes at each Business Analysis level can be

restricted via this tab.

T User Details - Ben Sweeney

— m}
: File Tools Help
[j Close H Save 4@ Previous S Next
Teams Restricted analysis  Datasources Dashboards  Password Emaill Dates 4 b
Un-restricted
Analysis level Allow add Allow amend Allow delete
Facilities Management O O O
Operations Manager O O d
Contract Manager O O O
Supervisors O O d
Customer Type O O d
UserDetai!

& 2015 Templs Computer Sysfems [fd
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INTER COMPANY DATASOURCES

t E‘) Ja s User Details - Red, Jo
8 )
- General
U@ d
Close Previous Next Save
Mavigate Save
Stores Templates ~ Data Form Templates ~ Training Templates ~ Teams  Restrictedanalysis  Batch postingprivileges D lysi i Inter-company datasources
Datasource User access
Accounts Enter (but not post)

Remove

The Inter-company datasources tab control when a user is allowed to enter and post inter-company transactions. For each
selected datasource, a user access level can be selected from the options of:

Enter (but not post)
Post (but not enter)
All

Add - click on Add to open a list of all existing Datasources linked to TemplaCMS, these can be added to the user simply by
double-clicking on a relevant code.

Remove - clicking Remove when a Datasource is highlighted will unassign that particular Datasource from the user.
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DASHBOARDS

37 User Details - Ben Sweeney - O
i File Tools Help
i [ Close k) Save 4@ Previous &p Next
Teams Restricted analysis  Datasources  Analysis maintanance Password Email Dates 4 »
Dashboard Auto show?
FD - Finance Director []
Add Remove Setauto show

Within TemplaCMS it is possible to construct several Dashboards (graphs/charts) based on several different areas of
information, assigning these to a user will allow them access to the charts.

Add - click on Add to open a list of all existing Dashboards in TemplaCMS, these can be added to the user simply by double-
clicking on a Dashboard.

¢ ¢ Dashboard Select - O

: File Tools Help
[J Close [¥] Select @ Refresh S Search &' ClearSearch & New

3

Drag a column header here to group by that column.

F| Code Description
(=] (=]
» FD Finance Director

Remove - clicking Remove when a Dashboard is highlighted will un-assign that particular code from the user.

Set auto-show - when a Dashboard is assigned to the user it can be set to automatically appear when a user logs on. If the Auto
show? box is unticked clicking this will button will enable auto-show, clicking it again will disable the function.
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PASSWORD

31 User Details - Ben Sweeney — O

i File Tools Help

u Close H Save 4@ Previous Bp Mext
Teams Restnicted analysis D Analysis maint Dashboards

Email Dates 4 »

Password

Repeat password

UserDetail © 20715 Templa Computer Systems Lid |

This is the password that the user will need to access TemplaCMS.

Password - there are no restrictions on what a password can be set to, though it should be something memorable. This must
be set for all new users.

Repeat password - this must match the password that was entered in the previous box, once both match and save is clicked
the password will be applied.
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EMAIL

T User Details - Ben Sweeney — O

i File Tools Help
i [ Close kg Save €@ Previous & Mext

Teams Restricted analysis  Datasources  Analysis maintanance  Dashboards  Password Dates 4 »
SMTP host templats.templal.net
SMTP port
[] UseSsL?
SMTP user (email address
SMTP password
UsenDetz, & 20715 Templa Computer Sysfems Lid

This will need to be the same for all users of the system and will be set up by Templa for all users that require it when the system
goes live, for all new users that require emailing the details should either be copied from an existing user or obtained from the
companies I.T company.

SMTP host - this is the server through which all emails from TemplaCMS will be routed.

SMTP port - for security reasons only some ports will be opened on the SMTP port, this must refer to a port that has been opened
on the above host otherwise emailing will fail.

Use SSL? - SSL authentication is used on some SMTP servers as an extra layer of protection, if this is ticked the following two
fields will need to be populated.

SMTP user (email address) - if SSL authentication is used then an email address that is approved will need to be entered here.

SMTP password - the corresponding password to the above SMTP user will need to be entered here, this is pre-set and not an
opportunity for users to set a password.
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Userroles

737 TemplaCMS - Contract Management System == TemplaCMS V5.4.8

fle Window Tools Help

 Close () Open @ New [ Copy @ View @@ Refresh 33 Print & Excel W Search

& ClearSearch ) Delete @) Reinstate H8 Show deleted ®@ Expand @ Collapse () Check duplicates -

i &J Filterselected [T] Un-filter selected

Alerts | User Roles |

User Roles
=198 User Access/Security
Users Drag a column header here to group by that column.
@ User Roles
@ User Groups Description
=@ Permissions Structure =
=3 Business Structure
o2 b > Adhoc product cost adjustment
=3 Payroll A Arealcontracts Manager
=3 Billing I N
2 Purchasing | @ Contracts Administrator
“EEVALL Employee view ALL DETAILS
FD Finance Director
FC Financial Controller
=2 Dashboards -
HSM Hygiene services manager
PA Payroll Administrator
PL Purchase Ledger
M Furchase Manager
‘QAMAINT QA Maintenance
an QA Manager
RM Regional manager
ES Sales Ledger
EY] Stores Manager
M2 Stores Manager less Amend Balance
Y System Admirisirator
TMPL Templa Only.
TRAIN TRAINING
View View all only
“EEVA View emloyee approval details
“EEVB View emloyee bank details
""""" “EEVD View emloyee date details
Contract Admin -
“EEVH View employee holiday details
Payroll -
G View employee payroll details.
— | e View emplayee persanal details
Billing “EEVPR View employee property details
Transaction Register “EEVS View employee site detsils
Sl “EEVSP View employes site pay details
ety EEVT View employes tezm details
Period/Year End -
B Warkbill Extra
Maintenance —
Service Point
System Admin
Session Admin Direct access |
Dashboards Code | |
2 csermoletist 31 rows ©2015 Tampls Computer Systams [
© 2015 Templs Compuier Sysiems Lid Templa Admin S BB B NuM 2s0ez01s 1636

User roles are a combination of function groups that define the access and authority that users have, the list can be used to view
all existing user roles (by double-clicking one) or to create new users (by clicking on new).
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USER ROLE DETAILS (GENERAL)

T User Role Details - Area/contracts Manager — O
: File Tools Help
i Close k) Save k] Saveandnew €@ Previcus B Mext

General | Function Groups  Dates

Code AM

Description Area/contracts Manager

] Revoked?
UzerRolaletzil & 2075 Templa Computer Systems Lid s

Code - this must be a code that is unique within the users roles.
Description - enter a relevant description.

Revoked - ticking this box will create a “revoked user role” this is essentially the opposite of a normal user role as any function
groups included within this group will then be removed from users who the user role is applied to i.e. restricting their authority.

USER ROLE’S FUNCTION GROUPS

T User Role Details - Area/contracts Manager - O

: File Tools Help
i Close k) Save bkl Saveand new <@ Previous Bp Mext

Dates

General || Function Groups;

Function Group

* Client functions - view only

* Contract functions - view only
* Employee functions - view only
* Minimum opticns

* Report user functions

* Timeshest functions
Add Remaove
LiserRoleDetzil & 2075 Templz Computer Sysfems Lfd

User roles are essentially a case which hold Function Groups, these groups determine the access and authority that users will
have. Many of these are pre-defined before TemplaCMS being installed and will cover a wide variety of situations.

Add - click on Add to open a list of all existing Function set up in TemplaCMS, these can be added to the user simply by double-
clicking a relevant Function Group.
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ars

¢+ Function Groups

: File Tools Help

) Close Select @ Refresh S Search

& ClearSearch £) New @, View

Drag a column header here to group by that column.

Bl Code Description

(= (=

p CACC = Accruals functions
M “ACCY = Aceruals functions - view only
Ml “BILLRVW ~ Bill review functions
M *BILLRV WA * Bill review functions - view anly
» “BUDGRWW ~ Budget review functions

“BUDGRWWY * Budget review functions - view anly

*CE * Cashbook functions
“CBv ~ Cashbook functions - view only
*CLIENT * Client functions

FunctionGrouypSefect 85 rows

— O
p—
A
v
B 2075 Templa Computer Systems [fd

Remove - clicking Remove when a Function group is highlighted will un-assign that particular code from the user.

Additional User permissions

Via a number of different maintenance routines it is possible to define permissions at user role level. It is possible to maintain
these user role permissions via the user role itself, quickly allowing the bulk update of permissions for one user role in a

single place.

New tabs have been added to user roles, each allowing the maintenance of user role permissions for the relevant areas of

TemplaCMS directly from the user role itself:

Attachment types

Award rates (where licensed)
Contact types

Data form types (where licensed)
Extra types

Property types

SR types (where licensed)

Training form types (where licensed)

User Role Details - maint view only

B ;

"?ﬁ Jas s

General

J e EHE
Close Previous Next Save Save and

new
Navigate Save

General  Function Groups
01-Apoplication Form | Exclude

01-Pre Sales Exclude
01-5Scanned Image Exclude
05-Sales Exclude
10-Id Documents Exclude
10-POs Exclude
10-Specification Exclude
15-Risk Assessment | Exclude
15-Training Exclude
20-Disciplinary Add
20-Quality Menitoring | Exclude
30-Ficture Exclude
a Exclude
AR Amend
ARY Amand

Contacttypes  Dataformtypes Extratypes Pro 4 »

—
Ll

v

UserRoleDetail

© 2079 Templa Computer Systems Lid
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User Groups

737 TemplaCIMIS - Contract Management System - TemplaCMS V5.4.8 - X
¢ File Window Tools Help
i () Close {J Open Q) New [P Copy Q, View @ Refrssh 3 Print & Excel S Search & ClearSearch @) Delete @) Reinstate [M) Show deleted ®@ Expand ® Collapse () Check duplicates - n

i & Filter selected [7] Un-filter selected

Alerts  User Roles | User Groups |

528 User Access/Security
@ Users
@ User Roles
@ User Groups

Drag a column header here to group by that column.

=3 Permissions Structure
=@ Business Structure
=@ Budgets
=3 Payrall
=G Biling
=@ Purchasing
=@ Document Management
=g Workflow
=G Fiers
=& Accounts
=@ Dashboards

System Admin
Session Admin [Birect access e
Dashboards Code [ ] ]

2 || esrGrovotist 1 roms 2015 Templa Computer Systems L1
© 2075 Templz Computer Systems L1 Templa Admin & O ® & Num 2082016 1649

Individual TemplaCMS users can be grouped together, this is only applicable for the customer service module where the filter
allows responsibility to be searched by user group.

User group details (General)

asn

++4 User Group - (new) — Oa

File Tools Help
f,] Close H Save H Save and new

|Genera|| Users Dates

Code [

Description |

{zerGrounletzi B 2075 Templa Computfer Sysfems .EJ'.'J‘_:E

Code - this must be a code that is unique within the Users groups.

Description - enter a relevant description.

Document Ref: TEAM TemplaCMS - Maintenance.docx Version: Page 27| 136
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



User group’s Users
37 User Group - (new) — O

File Tools Help
(] Close b Save b} Saveand new

General | Usersi| Dates

|sers

o

LizerGroupDetad B 2075 Templs Computar Sysfoms Lid

Add - click on Add to open a list of all users set up in TemplaCMS, these can be added to the user simply by double-clicking on a
relevant User.

T Users — O
: File Tools Help
i Close Select @ Refresh % Search &/ ClearSearch € Mew -
Drag a column header here to group by that column.
Description T'
(=]
AM
[ AK Anne King
[ BS Ben Sweeney
B CR CR
[ oD Daniel Diego
[ (] Danny Carter
[ DoV Danny de Vito
| DS David Samsuna h
MserSalect AT Tows © 20715 Templa Computer Systems Lid "

Remove - clicking Remove when a Function group is highlighted will unassign that particular code from the user.
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Permission Structure

PERMISSION STRUCTURE FUNCTIONS

mplaCMS - Contract Management System - TemplaCMS V5.4.8
File Window Tools Help
i (J Close

i (3 Print & Excel ™8 Expand ® Collapse & Cleargrouping ¥ UsersinRoles 4 FunctionsinRoles % Rolesin Functions & Functionsin Users & Usersin Functions

Permission Structure - Functions

Permission Structure - Functions
= @3 User Access/Seeurity
@ Users Drag a column header here 1o group by that column
@ UserRoles
@ User Groms User User role Function oroup  Function =
[ = Permissions Structure = = = =
@ Functon AK-AnneKing  PA-Payroll Admi  “MIN -~ Minimum  User.Change - User Maintenance - out o office
@ Datasources
@ Business Analysis PK-AnmeKing  PA-Payroll Admi  “MIN -~ Minimum  Alerilessage Viev - Alet Message Maintenance - Vien
-2 Busiress St BK-ArneKing  PA-Payroll Admi I -~ Minimum  AleriMessageList - Alert Manager
Payrel AK-fnneKing  PA-Payrall Admi - “MIN -~ Minimum Delete - Alert Message M Delete
Biling AK-AnneKing  PA-Payroll Admi MIN-* Minimum  AleriMessage Add - Alert Message Mainterancs - Add
Purchas
Do Wenasement AK-AnncKing  PA-Payrall Admi  "MIN-* Minimum  User ChangePassword - User Maintenance - Change Password
3 Workflow AK-AnneKing  PA-Payroll Admi “MIN-* Minimum  Dashboard View - Dashbosrd - View
: e K- AnneKing A~ Payroll Admi “WRK-*iorkbill orkbillBstch List - Workbill batches
8 Dashboards BK-AnneKing A~ Payroll Admi “WRK -~ Workbill  WorkbilBatch View - Workbill batch - View
K- AnneKing  PA-Payroll Admi “WRK -*orkbill WorkbillBatch UnPost- Workbill Batch - Un-post
K- AnneKing A~ Payroll Admi “WRK -*\orkbill  WorkbillBstch Post - Werlbillbetch - Post
K- AnveKing  PA-Payroll Admi “WRK -*\orkbill  WorkbillBstch Delete - orkbill batch - Delete:
K- AnneKing  PA- Payroll Admi “WRK -*orkbill  orkbilBtch Amend - Workbill batch - Amend
K- AnveKing  PA-Payroll Admi “WRK -*\orkbill  VWorkbillBstch Add - Workbil batch - Add
K-AnveKing  PA-Payroll Admi “WRK -*orkbill  Workbill List- Workbills
K- AnneKing  PA-Payroll Admi “WRK- *\lorkbill  Workbill View - orkbill - View
K- AnneKing  PA-Payroll Admi “WRK - *\lorkbill  Workbill Amend - Workbill - Amend
AK - Anne King PA- Payroll Admi  “WRK -~ Workbill  Wworkbill Add - Workbill - Add
AK - Anne King PA- Payroll Admi  “WRK -~ Workbill  Wworkbill Delete - Workbill - Delete
OK-AnneKing  PA-Payroll Admi  “WRK - ~Workbill  Wierkbill Suspend - Workbill - suspend
AK - Anne King PA- Payroll Admi “WRK - *Wworkbill  Wworkbill Release - Workbill - relezse
AK - Anne King PA- Payroll Admi  “WRK -~ Wworkbill  WworkbillFilter Publish - \Workbill Filter - Publish
AK-ArneKing  FA-Payroll Admi “WRK-Workbill  WorkbillFilter.Add - Workbil fiter - Add
AK-ArneKing  PA-Payroll Admi “WRK - Workbill  WorkbilFilter-View - Workbill fiter - View
vvvvvvvvv AK-fnneKing A~ Payroll Admi “WRK -~ Workbill  orkbill varkbillCenfim - Werkbill - Confirmation
ot o AK-Anneiing  PA-Payroll Admi “WRK - “Viorkbill - Workbill vforkbillSatisfied - Worksill - Sat Nete Entry
Payroll AK-AnneKing A~ Payrall Admi “WRK -~ Warkbill - Workbil WorkbillCancelled - Workbill - Cancellation
Workbils AK-AnneKing A~ Payrall Admi “JOURN - Journ  JournaiEntry List - Journal eniry list
s AK-AnneKing  PA-Payroll Admi “JOURN - Journ  JournalEntry Viev- Journal entry - View
iy AK-AnncKing  PA-Payroll Admi “JOURN-" Journ Journsl Eniry. Reauestpproval - Journal entry - Reauest approval
Transaction Register
K- fnneKing  PA-Payroll Admi “JOURN - Journ  JournalEniry Delete - Journal entry - Delete
BK-AnneKing  PA-Payroll Admi “JOURN - Journ  JournaiEnry Amend - Journsl entry - Amend
— K- AnneKing A~ Payroll Admi “JOURN - Journ  JournaEntry Add - Journal entry - Add
- K- AnneKing  PA-Payroll Admi “JOURN - Journ  JourmalEntry Absndon - Journal entry - sbandon approval
. AK-AnneKing  PA-Payroll Admi “JOURN - Journ  JournaiFiler View - Journal entry fker - View
— K- AnveKing  PA-Payroll Admi “JOURN-* Journ  JournalFilter Add - Journal Entry flter - Add
— K-AnneKing  PA-Payroll Admi “JOURN - Journ  JournaiFilier Publish - Journal entry Filter - Publish
—— K- Anefing  PA-Payroll Adi “Jour  JournalEniry.UnPost.- Journsl Entry - Un-post
v
= || Permissionsuctre ©2015 Templa Computer Systems L
© 2015 Templz Computer Systems Lt Templa Admin & @ O num 30082016 1340
—

Functions within TemplaCMS are the base level from which a users permissions are derived, this is a list of all of the functions
that are contained within TemplaCMS indicating which Function groups, User roles and Users they are currently assigned to.

These can be grouped by a number of different options from the window toolbar:

Users in role - will cause the list to be grouped by user roles with the sub grouping of users, each user can then be drill down

on to see the exact Functions that they have.

&' Cleargrouping % UsersinRoles & FunctionsinRoles

| Alerts | | Permission Structure - Functions

Permission Structure - Functions

User #

User role - -

Function group Function
(=] (=]
User role : AM - Arealcontracts Manager (17 items)
= User role : CA - Contracts Administrator (17 items)
= User : BS - Ben Sweeney (57 items)
Function group Function
“CONTRACT -*  ContractFilter.Add - Contract filter - Add
“CONTRACT -~ ContractFilter &mend - Contract filter - Amen
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Functions in Roles - will cause the list to be grouped by user roles with the sub grouping of Function, drilling down on each
function will then display a list of users who have the Function and the Function group that the Function is contained in that
has been assigned to the user.

|8 Clear grouping %" Usersin Roles 4* Functionsin Roles 4® Roli

Alerts | Permission Structure - Functions

Permission Structure - Functions

_

on ¢
User Function group
[m] [m]

= User role : AM - Arealcontracts Manager (168 items)
= Function : AddressBookFilter Add - Address book filter - Add (17 items)

User Function group
AM - AM *EMPY - = Employee functions - view only
CR-CR *EMPY - = Employee functions - view only

DC - Danny Cart  "EMPV - = Employes functions - view only
DO - Daniel Dieg  "EMPV - * Employee functions - view only
DOV - Danny de  “EMPV - * Employes functions - view only

Roles in Functions - will group the list by Function with the sub grouping of user role, drilling into this will then show all users
who are within the above User role.

0 Clear grouping 4 Usersin Roles 4 Functionsin Roles 4 Roles in Functions

| Alerts | Permission Structure - Functions

Permmission Structure - Funchions

Function #

User Function group
(=] (=]
Function : AbsenceReason.Add - Absence reason - Add (2 items)
= Function : AbsenceReason Amend - Absence reason - Amend (2 items)
= User role : FD - Finance Director (2 items)

User Function group
J5 - Jill Scott “MAINT - * Maintenance options
PC-PC “MAINT - * Maintenance options

Functions in users - groups the list by Users with a sub grouping of function, drilling down on the function will display the
linked User role and Function group.

0 Clear grouping o UsersinRoles 4% Functionsin Roles 4 Roles in Functions 4 Functions in Users

Alerts | Permission Structure - Functions

Permission Structure - Funchons

User role Function group
=] =]
User : AK - Anne King (81 items)
= User: AM - AM (168 items)
= Function : AddressBookFilter Add - Address book filter - Add (1 item)
User role Function group
AM - Arealcontra  “EMPV - = Employee functions - view only
Function : AddressBookFilter Publish - Address book Filter - Publish (1 item)
Function : AddressBookFilter \View - Address book filter - View (1 item)
Function ; AgedDebtors Report View - Aged Debtors Report (1 item)
Function : AlerthM Add - Alert M Maintenance - Add (1 item)
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Users in Functions - will cause the list to be grouped by Function with the sub grouping of User, drilling down will show the
corresponding User role and Function group.

& Cleargrouping % UsersinRoles 4 FunctionsinRoles & Rolesin Functions 4 Functions in Users

Alerts | Permission Structure - Functions

Permission Structure - Functions

User role Function group

[=] [=]
User : AK - Anne King (81 items)
= User : AM - AM (168 items)

= Function : AddressBookFilter. Add - Address book filter - Add (1 item)

User role Function group
AM - Areafcontra  “EMPV - * Employee functions - view only
Function : AddressBookFilter. Publish - Address book Filter - Publish (1 item)
Function ; AddressBockFilter.\iew - Address book filter - View (1 item)
Function : AgedDebtorsReport.View - Aged Debtors Report (1 item)
Function : AlertM 1e.Add - Alert M Maint - Add i1 item)

BEEE

=

PERMISSION STRUCTURE DATASOURCES

*+1 TemplaCMS - Contract Management System - TemplaCMS V5.48 _ x
i File Window Tools Help
i ( Close

{3 Print & Excel ™@ Expand @ Collapse & Clear grouping ¥ Usersin Datasources 4 Datasources in Users

Merts | Permission Structure - Datasources

Permission Structure - Datasources
5 @@ User Access/Security
D Users Drag a column header here to group by that column
@ User Roles
@ User Groms User Deteseurce ~
= =@ Permissions Structure = =
@ Functicns
AM - AM PAY_OP - Operatives P: il
@ Datasources = peraives Fayre
@ Business Analysis BK-AnneKing  ACCOUNTS - Accounts
=@ Business Structure AK-AnneKing  PAY_OP - Operatives Payroll
BS- Ben Sweene  ACCOUNTS - Accounts
=g Billing BS- Ben Sweene  PAY_OF - Operatives Fayroll
== 2"2"\:;::5 CR-CR PAY_OP - Operatives Payroll
=3 Products 0D - Daiel Dieg  PAY_OF - Operatives Payroll
=g Equipment OC - Darny Cart
- PAY_OF - Operaiives Payroll
@ Spend Limits e —OF - Dperstives Fayro
=@ Price Review DDV-Danny de ACCOUNTS - Accounis
Document Management DDV-Danny de  RAY_OR - Operatives Payroll
DS-David Sams  PAY_OP - Operziives Payroll
DSM - Dina Smit ~ ACCOUNTS - Accourts
Dashboards
== i DSM - Dina Smit  PAY_OP - Operstives Payroll
FS - Frank Sinatr  ACCOUNTS - Accourts
FS - Fronk Sinatr  PAY_OP - Operatives Payroll
GWS - George W/ PAY_OP - Operatives Payroll
GG-GG ACCOUNTS - Accounts.
GA- Gina Anders  ACCOUNTS - Accounts
GA- Gina Anders  PAY_OP - Operatives Payroll
GB- Gina Brown  ACCOUNTS - Accounts
GB- Gina Brown  PAY_OP - Operatives Payroll
GR-GR ACCOUNTS - Accounts.
GR-GR PAY_OP - Operatives Payroll
Gw - Gw ACCOUNTS - Accounts.
GW-GW PAY_OP - Operziives Payroll
Eeteeniyey HR - Heather Ro  PAY_OP - Operatives Payroll
oyt HE - Hugo B PAY_OP - Operatives Payroll
Workbills JB- James Bond  PAY_OP - Operatives Payroll
jiene Services
Hygiene JS-JillSeatt  ACCOUNTS- Accounts
2 JS-Jill Seatt  PAY_OP - Operatives Payroll
Transaction Register
M - Jim Maithew  PAY_OP - Operatives Payroll
Stores
11~ John Johnso  PAY_OP - Operatives Payroll
KH - K Hol ACCOUNTS - Accor
Reports R - Accounts
PeriodYear End ome 5
KH-KHolmes  PAY_OP - Operaiives Peyroll
. Ls-Ls ACCOUNTS - Accounts
System Admin Ls-1s PAY_OP - Operaiives Peyroll
— MB- Mark Bouch  ACCOUNTS - Accourts
— MB- Mark Bouch  PAY_OP - Operatives Payroll
v
= | rermissionsrusturepatasource 2015 Templa Computer Systems L
© 2015 Templs Computer Systems Lid Templa Admin S @ ® ® num 30082016 1555

Datasources refer to any Dimensions accounts and SelectPay payroll databases that are integrated with TemplaCMS, this list

provides an overview of which data sources each user has access to:
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Users in data source - provides a list of all users who have access to a specific Data source e.g. accounts, grouped by each
data source.

|e Clear grouping 4 Users in Datasources 4

Permission Structure - Datasources

Permission Structure - Datasources

Datasource -

lser
(=]

[= Datasource : ACCOUNTS - Accounts (25 items)
zer

AK - Anne King
BS - Ben Sweeney
DOV - Danny de Vito

Datasources in users - groups the list based on user ID with all corresponding Data sources that a user has access to appearing
under their name/ ID.

&’ Clear grouping ¢ Usersin Datasources 4 Datasources in Users

Alerts | Permission Structure - Datasources

Permission Structure - Datasources

User ©

Datasource
(=]
User : AK - Anne King (2 items)
User : AM - AM (1 item)
= User : BS - Ben Sweeney (2 items)
Datasource

ACCOUNTS - Accounts
PAY_OF - Operatives Payroll
User : CR - CR (1 item)
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PERMISSION STRUCTURE BUSINESS ANALYSIS

737 TemplaCMS - Contract Management System — TemplaCMS VA% - o x
¢ File Window Tools Help
i Qose
i s Print @ Ewcel ™3 Erpand @ Colispse @) Oesrgrouing WP iysis o B
Users o group by that column
2 temn s
5 =g Permiasions Stucture. = (O]
@ Funciona 00 - Daniel Dieg >-DANIEL DIEGO - DANIEL DIEGO
@ Datsources
@ Business Analysin FS. FrankSinatr  3-FRAK SINATRA - FRANK SINATRA
& oG Business Steure PL-Paticialip  3FATRICI LUFONE - PATRICIALUFONE
@ @ Budoers
- Fan DOV-Denyde  3DAN CARTER - DAN CARTER
® g Billing KH-Khmes  3KEN HOLMES - KEVIN HOLMES
& o8 Puchasing .
@ Suppliers
E o Products DC-Dsny Cant 3DAN CARTER - DAN CARTER.
= =3 Equipment z
S o RH-FH 3ROE GONZALES - ROBEATO GONZALES
= =8 Prics Review cR-CR 3FRANK SINATRA - FRANK SINATRA
@ = Desument Mansgemen: CA-CR 4KARIN BLACK - KARIN BLACK
E =g Workfiow
& Fils A am 2.R0B GONZALES - ROBERTO GONZALES
=8 Aecauns AN M F-NTON ANDERSON - ANTOM AHDERSON
= = Dashocaits
AM - 4-ANTON ANDERSON - ANDRE AKDERSON
payeoll
Workbills:
Hygiene services.
billing
Transaction Register
Stores
Reports
Period Year End
System Admin
‘Session Admin
Dashboards
= © 2015 Tamels Computar Systems.
2015 Tiampls Computer Systoma L1 Tempin Admin S W B NUM 0082016 1608
— e

Within TemplaCMS it is possible to link user profiles to a certain Business analysis codes/ Business analysis level, if this has
been done then the user name/ ID will be displayed in this list with the corresponding Business analysis code:

Users in Business Analysis - groups the list by Business Analysis, with linked user names being shown when drilled into.

&' Clear grouping & Users in Business Analysis & Business Analysis in Users

Alertz Permizzion Structure - Datasources | Permizsion Structure - Business Analysis [

Permission Structure - Business Analysis

User
=]
Business Analysis : 3-ANTON ANDERSCN - ANTON ANDERSCN (1 item)
[= Business Analysis : 3-DAN CARTER - DAN CARTER (2 items)
User
DOV - Danny de Vito
OC - Danny Carter
Business Analysis : 3-DANIEL DIEGO - DANIEL DIEGO (1 item)

Business Analysis in Users - groups the list by User ID, with all associated Business Analysis codes for the user being displayed
via drilling down.

: & Cleargrouping % Usersin Business Analysis 4 Business Analysis in Users

Mlerts  Permission Structure - Datesources | Permission Structure - Business Analysis

Permission Structure - Business Analysis

Business Analysis

(=]
User : AM - AM (3 items)
User: CR-CR (2 items)
= User : DC - Danny Carter (1 item)
Business Analysis
3-DAN CARTER - DAN CARTER
User: DD - Daniel Diego (1 item)
User : DOV - Danny de Vito (1 item)

B B
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BUSINESS STRUCTURE

ANALYSIS CODES

737 TemplaCIMIS - Contract Management System - TemplaCMS V5.4.8
: File Window Tools Help
() Close {J Open Q) New [} Copy A View @ Refresh (3 Print 3 Excel @ Search

@ ClearSearch ) Delete ) Reinstate @@ Show deleted ®@ Expand @ Collapse @ Check duplicates

i & Fiterselected [] Un-filter selected

19§ User Access/Security

Eestiing | Analysis Codes

@ Users
@ User Roles
@ User Groups Code Description Type I
=@ Permissions Structure O] = =
B -g _EE“SX‘:;S:““W »i  OlFacilities Management 18D 18D Business
@ Analysis Codes 01-Facilities Management 1-BP 1-BP Business
@ Analysis Review Batches —
a8 Calendars 01-Facilities Mansgement 1-BROAD 1-BROAD Business
@ Task Types 0-Facilities Management 1-Cau -Cau Business
=3 CostiRevenve -
@ Attachment Types 01-Faciliies Management 1-CER -CER Business
@ Froperty Types 01-Facilities Management 1-CENT 1-CENT Business
@ Counties -
@ Job Tides 01-Faciliies Management 1-CHH -CHH Business
@ Sitelocations I
=2 Budgels | 01-Facilities Management 1-D&W 1-D&W Business
=@ Payrell 0-Facilities Management 1-DIRACC T-DIRACC Business
Eill I
a E F‘urr:asmg 01-Facilities Management 1-DTZ. 1-DTZ. Business
@ Suppliers 01-Facilities Management 1-GR 1-GR Business
=3 Products -
=8 Equipment 01-Faciliies Management 1-GROS +GROS Business
@ Spend Limits D1-Facilities Management 1-GVA -GVA Business
®3 Price Review -
=2 Document Management 01-Faciliies Management 1-HELIX HELIX Business
=& Workflow 01-Facilities Management 1-JLLCT 1-JLeT Business
=3 Filters -
=8 Accounts 0-Facilities Management T-JLUT TILLT Business
Dashboard: -l
8 Dustbcords 01-Facilities Management 1-JLLKT LLKT Business
01-Facilities Management 1-JLLSL T-JLLsL Business
01-Faciliies Management 1-JLLWE TJLLVE Business
01-Facilities Management 1-KNIG T-KNIG Business
01-Facilies Management 1-LEER -LEER Business
01-Faciliies Management 1-MARC 1-MARC Business
B 01-Facilities Management 1-MER 1-MER Business
Contract Admin -
01-Faciliies Management 1-PEAR 1-PEAR Business
Payroll I
Workbills | 01-Facilities Management 1-PEL 1-PEL Business
Hygiene Services | Ot-Faciltes Management 1TAM TAM Business
Billing 01-Facilities Management 1-WORK 1-WORK Business
Transaction Register 01-Faciliies Management 1-NA A Business
Sl 02-Operations Manager 2-DAVID SAMSU  DAVID SAMSUNG Business
ety 02-Operations Manager 2-FRANK SINAT  FRANK SINATRA Business
Period/Year End —
02-Operations Manager 2-JAMESBOND  JAMES BOND Business
Maintenance I
S 02-Opersfions Manager 2-JOHNJOHNS  JOHN JOHNSON Business
Service Point I
— 02-Operations Manager 2NA NA Business v
Session Admin [Direct access O
Dashboards: Code
= (| avatysiscodeist 61 rows © 2075 Templ Computer Systams L
©2015 Tempta Computer Systems Lt Templa Admin S @ ® ® wum 082016 1619

This is a list of all Business Analysis codes that have previously been set up within TemplaCMS, the level that a code is created at
will have implications on access permissions and reporting. All codes on this list will be available for selection when setting up

new sites.
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ANALYSIS CODE DETAILS (GENERAL)

e _ - Analysis Code Details - 1-BID - O
tIhJen d y
o o
B General
Close Previous Mext Save Default
details
Mavigate Save Record

General | Dates

Code 1-B1D

Description 1-BID

Analysis level Company/Division

User ‘-3‘4
Employes S

Employee Portal Contact

Description
Name
Email
Phone

Comment

Code - this must be a code that is unique across all analysis code levels.
Description - enter a relevant description.

Analysis Level - represents which level of the business this code will represent i.e. director, contract manager etc. These levels
will be agreed prior to initial set up and input by Templa, these must never be changed without first consulting Templa
Support.

User (Optional) - it is possible to link each Business Analysis code to a specific user within TemplaCMS by clicking on the
binoculars or typing in the user’s description/ name. Where a user is defined the Business Analysis code can be used in a
workflow path, which allows TemplaCMS to route contracts, timesheets etc. to the correct user.

Employee (Optional) - it is possible to link each Business Analysis code to a specific user within TemplaCMS by clicking on the
binoculars or typing in the user’s description/ name. This is used in conjunction with an integrated T&A system to specify how
managers should receive alerts.

Employee Portal Contact - employee portal contacts can be defined at system level and on analysis codes. When an employee
logs onto employee portal they can therefore see a list of contacts from system level and from relevant sites.
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ANALYSIS REVIEW BATCH

TE TemplaCMS - Contract Management System - TemplaCMS V5

! File Window Took Help

i o ) Open @ New @, View @ Refresh S Print  Excel S Search

& ClearSestch =@ Expand @ Collipse @ Autorsiresh

&) Fierselected [] Un-Fiterselected

%8 Dashboarss

Merls | Sile Analysis Review Batch List |
Site Analysis Roviow Baich Lt

@ = = =

[35Y 2z TEST

‘Session Admin

wE

Code. [

% [ searmysismmiencnirst 1 rows

©2016 Tamts Compurer Systams o]

2075 Tampls Computer Systamms 124

Tempia Admin

S A A A MM wmRe 184

Analysis Review batches allow for bulk changes to be made to site Business Analysis codes, all existing batches will be available
to view from this list.

SITE ANALYSIS REVIEW BATCH DETAIL

¢ File Tools Help

E?E Site Analysis Review Batch - (new)

i [ Close kg Save ') Notes

Mew analysis

From date

From date

From date

General |
Batch number
Reason | TEST
Extraction
General | Analysis
Client | (|
Clientaddress | |
Clientpostcode | |
Site | |
Siteaddress | |
Stepostcode | |
Analysis level | Facilities Management [~ |

[ 18P

hali)

Effective details - purchase ledger

10111/2016

Effective details - sales ledger

101172016

Effective details - nominzl ledger

101172016

From period

Fromperied | 2016/ |
Fromperied | 20161/ |

I

SiteAnalysis ReviewBatchDetail

B 2078 Templa Computar Sysfams Lid i
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Batch number -

will automatically generate the next available number.

Reason - enter a relevant reason for the review batch, i.e ‘Regional Manager change’.

Extraction - defi

General

ines which sites whould be effected by the review based on one or more refining criteria:

Client - will alter the specified analysis code on all sites associated with the choosen client.

Client address -

will alter the specified analysis code on all sites associated with the choosen address.

Client Post code - will alter the specified analysis code on all sites associated with the choosen post code.

Site - will alter the specified analysis code on the choosen site.

Site address - w

ill alter the specified analysis code on all sites with the choosen address.

Site post code - will alter the specified analysis code on all sites with the choosen post code.

Analysis

Specific code(s) at one or multiple levels can be entered on which to refine the items included in the batch.

Analysis level - i

ndentifies the level of the code which will be altered.

New analysis - the new code that will be applied.

Effective details

- the date that the code alteration affects ledger postings must be entered, when a from date is entered for the

purchase ledger the sales and nominal will default to the same date but can be manually overriden.

SITE CALENDARS

5 TemplaCMS - Contract Management System
File Window Taslz Help

do

&) Fiterseiected [ Un-fiter siectest
MHewigator
Maintenance

@ Open @ Hew B Copy D, Vie

TermplaCHIS V348 - @ X

D Rersh 3 Prink & Bxcel B Sesch & Conrsearch @ Deicte @ Reinstate [ Show deleted 8 Expand @ Collopse (G Check dupicates

L Funs to Bank holdey oxtion
i = = 2l
i 1220150 Aoply nen-werking

| contract admin
| payron
Workbils
Hyglene Services
Billng
| Transaction Register
| stores

| Syatem Admin
| Session Admin

Jirsctacces |
Cede

Dashboards

o 1w © 2075 Tompio Comper Sy Lie]

Site calendars can be used to determine employee pay, invoicing, non-working days etc. It may be necessary to have multiple

calendars for di

fferent types of sites/ businesses. This list shows all Site Calendars which have been set up in TemplaCMS.
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CALENDAR DETAILS (GENERAL)

T Calendar detail - (new) — O

: File Tools Help

P Close k) Save kel Saveand new

General | Mon-working periods  Calendar view Timeline view  Dates

Code |
Description

Payable weeks per year 5214000

Employee holiday
working weeks per year

Periodic weeks per year 0.00000

52.14000

Periodic year start date | (not set) £
Runs to [not set) e

Bank holidays Apply non-working b

CalendsrDatai

Code - this must be a code that is unique within the Site Calendars.
Description - enter a relevant description.

Payable weeks per year - how many weeks in the year the employees are getting paid for (used in annualised pay
calculations).

Employee holiday working weeks per year - how many weeks in the year the employees are going to work (used in holiday
entitlement calculations).

Periodic weeks per year (Optional) - this defines how many weeks of the year are desginated for periodic work to occur.

The ‘Employee holiday working weeks per year’ and the ‘Periodic weeks per year’ cannot exceed the ‘Payable weeks per year’.

Periodic year start date (Optional) - if periodic weeks are defined it is possible to define the exact day that the periodic year
will begin, this will run for 12 months unless it exceeds the Runs to date.

Runs to - this is the expiry date of the calendar, this can exceed 12 months if necessary though for some sites the dates may
alter after a set timeframe in which case the calendar should expire on that given date.

Bank holidays:
Apply non-working - includes any days specified as non-working bank holidays on the calendar.
Apply as working - instructs TemplaCMS that bank holidays are considered working days.
Do not apply - ignores any specified bank holidays.
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CALENDAR NON-WORKING PERIODS

: File Tools Help

|L:| Close H Save

+ Calendar detail - Standard

@ Previous Ep Mext

Effective
06/04/2015 - 06/
04/05/2015 - 04/
25/05/2015 - 25/
31/08/2015 - 31/
251212015 - 281
28M212015 - 281

General | Mon-working pericds

Category

Men__working_bank_holiday
Man__warking_bank_holiday
Non__worling_bank_holiday
Man__warking_bank_holiday
Mon__working_bank_holiday
Men__working_bank_holiday

Add Remawve Details

Czalendar view  Timeline view  Dates

Drag a column header here to group by that column.

Description

Easter Monday

Early May Bank Haliday
Spring Bank Holiday
Summer Bank Holiday
Christmas Day

Boxing Day Substitute

<

CalendsrDatzil

207,

L5

Templa Computar Systems [

Add - click on Add to create a new notable item (day) on the existing calendar.

.-E. Calendar Item - Standard - (new)

File Tools Help
[J Close (G Accept (@@ Acceptand new

Mon-working period details

Between
Category

Details

31/08/2016 |~

Mon-working bank holiday

Informational
MNon-working bank holiday

Mon waorking
‘wiorking-bank holiday

Periodic school haliday

Mon-working school holiday

CalendsritemDetail

Between - the date of the day being added to the calendar.

Category - the classification of the day:

Informational - these days will be shown on calendars and timesheets but exist solely as a note, they will not affect any

calulation etc.

Non-Working bank holiday - a bank holiday on which employee’s will not be working.
Non-Working - a day that employee’s are not expected to work on a site.
Working bank holiday - a bank holiday were employee’s are still required to work.

Non-working school holiday - this category was designed specifically for clients who operate to a school calender i.e.
term times, a day(s) in a schools holiday that employees are not expected to work.

Periodic school holiday - applies to a date within a school holiday which has been designated for period work to occur.

Details - this is a description of the day being created e.g. ‘Boxing day’.

Remove - clicking Remove when a non-working day is highlighted will delete that day from the current calendar.
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CALENDAR - CALENDAR VIEW

737 Calendar detail - Standard - O
: File Tools Help
i [ Close k) Save <@ Previous Bp Next
1 General  Non-working periods | Calendar view | Timelineview  Dates
<  December 2015 > Manday Tuesday ‘wednesday Thursday Friday | Sat/Sun
g
MTWTFSS 14 Decemb 15 [T 18 19
123 456
78 510111213 20
14 15 16{Ei 18 19 20
2122232425 26 27 pal 22 23 24 25 26
mEnd [Christmas Day]————
27
January 2016
MTWTFSS 2 2 0 31| 1January 16 2
45678310
111213141516 17
18152021 2223 24 = 2 g U g £
2526272825301 10
123 4567
1 12 13 4 15 16
17
CalendarDetarl ® 2015 Templa Computar Systems Lfd |

Calendar view is designed as a graphical representation of the calendar being created or modified and displays all non-working
periods that have been defined previously. New non-working periods can also be added to the calendar by clicking on any day
which is not currently designated as such and following the process described under the non-working periods heading.

CALENDAR - TIMELINE VIEW

37 Calendar detail - Standard - O
i File Tools Help
ﬂ Close H Save 4@ Previous Bp Next

General  Nor-working periods ~ Calendar view | Timeline view | Dates

24122015 281272015 28122015 291272015 301272015 220
[Chrsimas D= [Bordng Dy 5]

£ >
CalendzrDatzi B 2075 Templa Computer Systems Lid "

Timeline view functions in exaclty the same way as the Calendar view in so much as non-working periods are displayed and can
be added through this menu, the only difference is the graphical display i.e. colums rather than blocks.
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BANK HOLIDAYS

73] TemplaCMS - Contract Management System - TermplaCMS V5.43 - X

¢ File Window Tools Help

i (D Cose (D Open @ New [ Copy @ View @ Refresh 53 Print & Excel @) Delete S Search @ Reinstste g ClearSearch [H] Show deletsd ®@ Expand @ Collapse @ Auto refresh - [~
H i

i &) Filterselected [T} Un-filterselected © G@ Apply changes

=@ User Access/Security

Rl B[ werts Catenars | BankHalisays >
BankHolidays

%8 Business Structure Drag a column header here to group by that column
Analysis
EE Cotenrs [#] St Pending Year  Date Details
@ Site Calendars EE ® @ = =
@ Bonk Holidays ' 2015 OUOT/Z0150  New Years Day

@ Task Types

@3 CostRevenve

@ Attachment Types
‘@ Property Types
@ Counties

@ lobTitles

@ Site locations,
Budgets

Payroll

Billing

Furchasing
Document Management
lorkfow

Filiers

Aecounts
Dashboards

Contract Admin

Payroll
Workbills

Hygiene Services

Billing

Transaction Register

Stores
Reports

Period| Year End
Maintenance

Service Point
System Admin

Session Admin Directaccess
Dashboards Code:

el

2 | serwrotiszytiot 1 rows

empts Computer Systems |

©2075 Templa Computer Systems Lid

Templa Admin

S B @ B NuM 31082016 1616

Within TemplaCMS all Bank holidays must be manually defined as the dates can alter on a yearly basis, it is therefore important
for users to set up any dates that will apply across all calendards in this menu.

New - clicking new will launch the Bank holiday detail window.

2w

=+ Bank Holiday Details - (new) — O

¢ File Toolz Help
ﬂ_:] Close H Save &g Save and new

General | Dates

Date v
Details

22075 Templs Computar Sysfems [fd »

BankHolidzyDefail

Date - enter the date of the bank holiday being set up.
Details - name of the bank holiday e.g. ‘Summer bank holiday’, ‘Christmas’ etc.

Apply changes - after new bank holidays have been set up the should be applied via the Apply changes button in order for them
to take effect within TemplaCMS.

: g2 Apply changes
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asw

* ! Bank Holiday Apply

File Tecls Help
ﬂ_:] Close “#® Process
Bank Holiday Lpply

Press ‘process’ on the toolbar to continue with the bank holiday apply.

There are future changes to the bank heliday configuration that need to be applied.

Applying the changes will update all relevant site calendars with the necessary details, which in
turn may cause fix-ups” to be run for any contract using an affected calendar.

BankHolday:donfy

B 20715 Templs Computer Sysfems Lfd

Process - click on process in order to update these to all the relevant calendars (as the message states).

Confirm action

to any affected batches (e.g. timesheets),

Continue?

es

Bank holiday processing will be completed immediately.
Be aware that completion of this process simply indicates that the
calendars are up to date, and not that the changes have rippled down

Yes - click on ‘Yes’to complete the process.

No - click on ‘No’ to abandon the process.
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Task types

731 TemplaCMS - Contract Management System - TemplaCMS V5.4.8 - X
¢ File Window Tools Help
i () Cose () Open Q) New [ Copy @, View @ Refresh 33 Print § Excel @) Delete S Search

@) Reinstatz @) ClearSearch [B] Show deleted ®@ Expand ® Collapse @ Auto refresh -

i & Filter selected [7] Un-filter selected

Alerts | Task Types |

Task Types
=8 User Access/Security
19§ Business Struciure Drag a column header here to group by that column
=3 Anclysis
@ Calendars Description
@ Task Types =
=2 CostRevenve
° et Types |»i Dpoc Daily office cleaning
@ Property Types DRES Daily Residential
@ Counties I
@ JobTiles ENT Entertainment
@ Site locations [ e Equipment
=3 Budgets -
Payroll 1P In House Periodics
Billing HWC In House Window Cleaning
Purchasing |
=8 Document Management JANOT Jaritor
MATERIALS Materials
REGMISC Miscellaneous.
=8 Dashboards —
s Mobile Superviscr
oocL One-off cleaning
OFIHF One-Off In House Periodics
OFIHI One-Off In House Window Clearing
REG Recharges
SCP Sub-Contracted Periodics
scwe Sub-Coniracted Window Cleaning
WasH Washroom Services
WAs Waste
System Admin
Session Admin [Birect access <=
Dashboards Code ] | ]
T || 7askrvpeList 18roms 2015 Templa Computer Systems Lto
© 2015 Templ= Computer Systams Lid| Templz Admin & O ® © num 3ne2016 1638

Task types refer to any work that will be undertaken by an employee on a contract e.g. daily office cleaning, kitchen cleaning
etc. This list shows all task types which are currently set up in TemplaCMS. It is possible to run analysis reports based on task
type for revenue etc.
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TASK TYPE DETAILS (GENERAL)

¥ -.‘} 1 \,"j £ H s Task Type Details - Daily office cleaning - O x I
— General
J @ 3
Close  Previous  Mext Save
Mavigate Save

GeneraIE Payroll cost type overrides Mominal cost type overrides Dates

Code DocC
Description Daily office cleaning
Reguires timeshest

Enabled on customer portal 7

Workbill manager 0,000 -
colour
TaskTypeletai &0 Templs Computar Sysfems L1y

Code - this must be a code that is unique within the Task types.

Description - enter a relevant description.

Requires timesheet - if ticked a timesheet will be generated when this task is assigned to a contract.

Enabled on customer portal - if ticked clients will be able to see information related to this task on the customer portal.

Workbill manager colour - if assigned this should be unique across all task types, the purpose of this is to distinguish task types
that appear on the calendar view of the Workbill manager which allows the Workbills related to a specific task to be identified

easily.

TASK TYPE DETAILS (PAYROLL COST TYPE OVERRIDES)

When set up to do so on System Control, TemplaCMS will retrieve irrecoverable payroll costs from an attached Access
SelectPay database. These costs are then totalled and journaled to the relevant cost type for each cost. Itis possible to
override the cost type used for the journal creation by task type if required.

‘;w JaEap Task Type Details - Daily office cleaning - ] X
"' General
Jes d
Close Previous MNext Save
Navigate Save

General | Payroll costtypeoverrides |  Nominal cost type overrides Dates
Absence adjustment |
Bank Holiday Pay Adjustment

Basic pay

Bonus

Cover pay

Equipment budget

Expenses

Holiday adjustment

Holiday Adjustment on Terminai..
Holiday Claw Back

Haliday pay

Holiday Pay for Long Term Abse.

¥

eSS E 0 WV Tamanls Camnefar Quofams 164
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TASK TYPE DETAILS (NOMINAL COST TYPE OVERRIDES)

[ YERENTBE

Task Type Details - Daily office cleaning

General

RRE = 5

Close  Previous

Navigate

General
Accruals
PARENT PAY

PENSION ERS
SMP Payments
S5P

Next Save

Save

Payroll cost type overrides

TaskTypeDatail

=3 )

020 Templs Computar Sysfems Lid

When retrieving irrecoverable costs back from an Access SelectPay payroll, in order to create the Payroll Cost Import journal,
TemplaCMS assess if a Nominal cost type override exists for each specific nominal cost type and task type combination
retrieved and if so, the override Nominal cost type will be used instead of the original one when generating the journal line. In
doing so, different cost types can therefore be used for splitting out different tasks’ irrecoverable costs. These can then be
reported as required via existing reporting methods within TemplaCMS.

C/RTYPES

73 TemplaCMS - Contract Management System — TemplaCMS V548

i File Window Tools Help

i (D Close {J Open @ New (3) Copy @ View @ Refresh 3 Print B Excel S Search

@ CearSearch @ Delete @) Reinstate [ Showdeleted @ Expand @ Collapse (4 Check duplicates

i &) Filter selected [7] Un-filter selected

Navigator

B erts | CostRev Types =
Cost/Rev Types

=8 User Access/Security
= =3 Business Structure Drag a column header here to group by that column.
Analysis
g Cotenins [ St Code Description Nature Sub nature =
@ Task Types = ® = = =
a Cost/Re
b ® CR Typee ».  BASIC Basic pay Payroll cost Basic pay
@ CIR Types Structure: ABS_ADJ Absence adjustment Payroll cost Absence adjustment
@ CIR Typs Acorual latrix =
@ Atiachment Types HOLIDAY Holiday pay Payroll cost Holiday
@ Property Types COVER Cover pay Payroll cost Cover
@ Counties -
@ JobTitles EXPENSES Expenses Fayroll cost Barm
@ Sitelocations OTHERPAY  Otherpay Payroll cost Other
=2 Budgets -
=8 Payroll HOL_ADJ Holidey adjustment Payroll cost Adjusiment
=3 Biling —
@2 Purchasing DOCREV DOC revenue Revenue Not applicable
=8 Document Management NICERS NiCers Neminal journal Nt applicable
=2 Workflow -
o Filters PENERS PENSION ERS Nominal journal Nt applicable
=@ Accounts ACCRUAL Aceruals Neminal journal  Accrued payroll costs
8 Dashboards |
IMCOST Inclusive Materials Puchasecost  Notapplicable
AHCCOST Ad-Hoc Consumables (rechargeable) Puchasecost  Notapplicable
lccost Inclusive Consumables Purchase cost Not applicable
ICREV Inclusive Consumables Revenve Revenue Not applicable
AHCREY Ad-Hoe Consumable (rechargeable) Revenue Revenue Not applicable:
saL Salary Payroll cost Extra
B Workbill Payroll cost Exira
HOLIL Holiday Adjustment on Termination Payroll cost Bure
Benus Bonus Payroll cost Extra
Redu Redundancy Pay Payroll cost Exira
IHVICREY In House Window Cleaning Revenue Not applicable
""""" SCWCREV Sub-Contracted WWindow Cleaning Revenue Mot applicable
Contract Admin [
IHPREV In House Periodics Revenue Not applicable
Payroll =
— | ey Waste - All Suppliers Revenue Not applicable
T — PLANTSREV Plants Revenue Mot applicable
Billing VIASHREV Washroom Services Revenue Not applicable
Transaction Register PESTREV Pest Control Revenue Not applicable
Stores. REGREV Re-chargesble Goods Revenue MNet applicable
et SCWCCOST  SubContracted Window Cleaning Purchasocost  Not applicable
Period/Year End -
WASCOST \Waste Purchase cost Not applicable
Maintenance -
- PLANTSCOST  Plants Purchssecost Mot applicable
Service Point |
— VWASHCOST  Washroom Services Purchasecost  otapplicable ”
Session Admin Direct access ,:?@l
Dashboards Code
CostlypeList 4 rows © 20715 Templs Computer Systems L1
© 2075 Temgla Computer Systerns Lid Templa Admin S B ® B NuM ounwR0ts 1056
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Cost/Revenue types can be linked to either payroll, sales or revenue codes from linked Access Dimensions accounts or SelectPay
payroll databases. This allows costs/revenue to hit the correct nominal accounts in the relevant accounts or payroll database.
This also needs to be kept in mind from a reporting perspective.

New - clicking new will launch the cost type detail window.

COST TYPE DETAIL (GENERAL)

o -") Jaw Bl s Cost/Rev Type Details - Basic pay - o bt
— General
Close  Previous Mext Save
Mavigate Save
General | Payrolllink  Saleslink  Purchaselink  Mominzl Link  Budget groups  Accrual control  Dates
Code BASIC
Description Basic pay
MNature

Payroll cost v

Cost centre

Use for PAL reporting?

] Include in payrall intercompany journal ?

Code - this must be a code that is unique across all cost and revenue types.
Description - enter a relevant description.
Nature - refers to the area to which the cost/ revenue type will be linked:

Payroll cost - links to a pay type to allow for reporting based on these costs.

Revenue - links to sales analysis to allow for reporting based on the type of income.
Purchase cost - links to purchase analysis to allow for reporting based on these costs.
Nominal journal - transactions which will be directly attributed to a defined nominal code.

PAYROLL LINK (FOR PAY TYPES ONLY)

T Cost/Rev Type Details - Basic pay - O
: File Tools Help
i [ Close ) Save <@ Previous & Next

General | Payroll link | Sales link  Purchaselink  Nominal Link  Budgetgroups  Accrual control  Dates
Associated pay type BASIC =0
Sub nature Basic pay >
Export bucket none =

Overrides
For Override to

Contract Manager - DINA MOEBILE SUPERVISOR

Contract Manager - JOHN  WIN/CLEANERS BASIC

Add Remove Copy Details
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Associated pay type - click on the binoculars to open a list of all pay types that are defined in the linked SelectPay
payroll databases.

737 Paytypes a
: File Tools Help
[ Close [£] Select @ Refresh S Search &/ ClearSearch 2, View
Drag a column header here to group by that column.
22l Code Description TI
(=] =]
» ABSENCE ABSENCE
ADMIN CHARGE ~ ADMIN CHARGE
ASPF ASPP
ASPPPAYRISE  ASPP PAYRISE ADJUST
ATTACHMENTS  ATTACHMENTS
AUTO DALY RA  AUTO DAILY RATE
AUTO HOURLY  AUTO HOURLY RATE
BASIC BASIC
BEH-FAY ADJUS  BH-PAY ADJUSTMENT y
FayTypaSalact BB rows & 2015 Templa Computer Systems Lid |

Select the relevant payroll paytype to associated it with the payroll cost type in CMS.

Sub nature (payroll link only) - this defines the secondary nature of the payroll cost type e.g. Basic, Absence, Extra etc.
which determines the behaviour and use of these costs on timesheet entry.

Export bucket (only applicable in Ireland) - these relate to the import fields available in Thesaurus payrolls.

Overrides - can be set based on a specific Business Analysis code. This is mainly used where customers require a split based on
a B/A level in there COA.

T Cost/Rev Type Override Details - Basic pay O

: File Tecls Help
P Close [ Accept @ Acceptandnew <@ Previous Bp Next

General | Dates

Business analysis Contract Manager “ | | JOHM JOHNSON "7*5:'6
Pay type WIN/CLEANERS BASIC b )
CostTypeOverrideDetail B 015 Templa Computer Systems Lid

Business analysis - the dropdown box will display all business analysis headings that have been set up within TemplaCMS, with
the adjacent field then needing a Business analysis code entered.

Pay type - this defines the pay type that will be used for the selected Business Anlysis code. When using this the paytypes in the
payroll database should be defined for each Business Anlysis code, for example if a split by ‘Region’ is required a paytype for
each ‘Region’ should be defined - ie. ‘BASIC - NORTH EAST’, ‘BASIC-SOUTH’ etc. .
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SALES LINK (FOR REVENUE TYPES ONLY)

+! Cost/Rev Type Details - Inclusive Consumables Revenue — O
i File Tools Help
ﬂ_:] Close H Save 4@ Previous S Mext
General Payroll link | Sales link | Purchazelink  Nominzl Link  Budgetgroups  Accrual contral  Dates
Sales analysis 4083 - Inclusive Rechargeable Goods '3556
Overrides
Far Cverride to
Remove Copy Details

CosfTypeDatzil

82075 Templz Computer Systems Lfd s

Sales Analysis - click on the binoculars to open a list of all sales analysis codes that can be used within TemplaCMS, the selected
sales code will then link to an external accounts system to allocate the revenue to the correct nominal code and aid with
reporting ease these should be assigned in a clear easy to understand manner.

Overrides - can be set based on a specific Business Analysis codes. This is mainly used where customers require a split based on

a B/A level in there COA.

+! Cost/Rev Type Override Details - Inclusive Consurnables Revenue - (new) O

i File Tools Help
Cloze Accept [5a Accept and new
p P

General | Dates

Business analysis

Facilities Management ~ || | 1-CER

Sales analysis

30 — Contracted Pest Control

516

CostTypeOverrdeletail

B 3075 Templz Computar Sysfams Lfd .

Business analysis - the dropdown box will display all business analysis headings that have been set up within TemplaCMS, with

the adjacent field then needing a Business analysis code entered.

Sales analysis - this defines the sales code that will replace the details set up previously where this Business analysis level is

concerned.

PURCHASE LINK (FOR PURCHASE TYPES ONLY)

'? Cost/Rev Type Details - Plants

¢ File Tools Help
u Close H Save <@ Previous Ep Next

General

Fayroll link  Sales link Mominal Link

Purchase analysis 5230 -- Contracted Plants

Budget groups  Accrual control  Dates

)

Overmrides
For Override to
Add Remove Copy Details
CostTypeleiail

€ 2075 Templa Computer Sysfems Lid
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Purchase Analysis - click on the binoculars to will open a list of all purchase analysis codes that can be used within TemplaCMS,
the selected purchase analysis code will then link to an external accounts system to allocate the revenue to the correct nominal
code and aid with reporting. These should be assigned in a clear easy to understand manner.

Overrides - can be set based on a specific Business Analysis codes. This is mainly used where customers require a split based on
a B/A level in there COA.

T Cost/Rev Type Override Details - (new) O
: File Tools Help
P Close (@ Accept @ Acceptand new

General | Dates

Business analysis Facilities Management = &

Purchase analysis

Business analysis - the dropdown box will display all business analysis headings that have been set up within TemplaCMS, with
the adjacent field then needing a Business analysis code entered.

Purchase analysis - this defines the purchase code that will replace the details set up previously where this Business analysis
level is concerned.

BUDGET GROUPS

"7 Cost/Rev Type Details - (new) - [m]
: File Tools Help

u_:] Close H Save ng Save and new

General Payroll link  Sales link  Purchaselink  Mominal Link | Budget groups | Accrual control  Dates

Eudget group

Remove

It is possible to assign a Budget group within TemplaCMS to a Cost/Revenue type of any nature, doing this will match all values

posted against this type to the budget group selected e.g. Basic pay to Wages etc. Care should be taken to only assign
Cost/Revenue types which should be tracked against the budget.

To add a Budget group click add and select the required group from the list.

27 Budget Groups — |
: File Tools Help
() Close [£] Select @ Refresh B Search @ ClearSearch &) New
Drag a column header here to group by that column.
£2| Code Description T‘
= =
P ABS Absence Adjustment
CONS Consumable Recharges
EQIF Equipment Budget
HOLPAY HOLIDAY PAY
INCONS Inclusive Consumables
MATS Materials
MNICERS NIC ERS Budget
26 Periodics (TS)
PROF/LOSS PROFIT/LOSS .
BudpefGroupSelect 18 rows ® 2075 Templa Computer Systems [fd
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ACCRUAL CONTROL

E3

Cost/Rev Type Details - (new)

: File Tools Help
i (A Close k) save ke Saveand new

General Payroll link  Sales link  Purchase link  Nominal Link

Budget groups |Ancrual Dnmml‘ Dates

Accrual control override | |

=

CosiTypeDeizil

© 2015 Templa Computer Systems Ltd |

Accrual control override - if a Cost type used on an item in an accrual batch has an accrual control override account specified

the override account will be used for the control posting.

To add an overriding nominal code, click on the binoculars and select the desired code from the list.

;11 MNominal account codes

i File Tools Help
J Close Select (@ Refresh S Search

& ClearSearch @ View

O

Drag a column header here to group by that column.
Description

=]

4200 - Access Annual Licences
4205 - Access Annual Support

4215 - Access Consutancy/Training

4210 4210 -- Access Licence Sales
[ 47220 4220 - Access Software Development
[ 6700 &700 - Accountancy Fees
Ml 2400 2400 -- Accruals
_ 4510 4910 - Accrued Income
o 6235 6235 - Advertising & Promotion

>l

v

NominalAccounfCodeSelect 196 rows

B 2075 Templs Computar Sysfems Lid |

C/RTYPE STRUCTURE
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This list shows all Cost/Revenue types with there Nature, Datasource, Budget group etc.
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C/RTYPE ACCRUAL MATRIX

77 TemplatMS - Contract Management System — TemplaCMS V348 - o X
¢ Flle Window Tools Help
() Oote () Open © New [ Copy @, View @ Retash G Print & Exesl () Dets o) Reincte [ Showdeletes w8 Eupand W Collapse (@ Auto rafresh -
i &) Fierselected (] Un-fiter selected
s Aerts  CostRev Type Sructure List | Acerval Matrox
Maintenance A al Mt
5 w3, User AccessiSecunty
= =2 Business Structure Drag a column header here to greup by that column.
% Anslysis
) %G Calendars = Aeeral percerage
@ Task Types @ E = = =
5 %@ CostRevenue N -
@ CATypes b | BASIC-Bssicpay HOLIDAY - Holidsy pay 300%
@ CR Types Struciure BASIC - Basic pay HICERS - NiCers 200%

EBuges
@ Budget Groups

@ Cashbook Accounts
@ Purchase Analysic
@ Sales Aazlysis

@ VAT Codes

5007
= | accraimtatintiot 2 rows 2075 Templs Computer Systems L
82015 Tampls Computer Systeme Lid Temola Admin S O D D HUM 080s0E Ut

An accrual link can be set up between two Cost/Revenue types based on a set percentage. All such links will be viewable within
this list.

New - click on New to launch the accrual matrix detail window.

ACCRUAL MATRIX DETAIL (GENERAL)

'?: Accrual Matrix Details _ O
i File Tools Help

ﬂj Close u Save H Save and new @ Delete <@ Previous Ep Next

| General | Dates

Source costirevenue type | |'®|0|
Target costirevenue type | Holiday pay |¢'|°|

R—

eSS B 2075 Templs Computer Sysfems Lid .

Source cost/revenue type - the Cost/Revenue type that the accrual percentage applies to.

Target cost revenue type - the Cost/Revenue type that accrues the percentage value from the defined source type e.g. If basic
pay is £100 then holiday pay would accrue £3 (3%).

Accrual percentage - the percentage of the source type to be accrued.
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Attachment types

T3 TempleCMS - Contiact Mansgement System - TemplaCMS V548 - a8 x
 Fie Window Tocls Help
O Gose (J Open @ New (3) Copy 9, View @ Refresh 3 Print § Excel S Search @& ClearSearch () Deiete oY Feinstate [ Show deieted = Expand W Collapse (Gl Check duplicates - §
) Filter selected [ Un-fiter setected
Horts | Atachment Types x
Maintenance
5 98 User Access Security
= w8 Business Siucture Dreg & column header here % rou by that clurn
=+ frund & cose Descripin e
@ TmkTypes ool o] B
o v ieaReien Bl oo Corws
@ Property Typen CortroctDocs  Contisct Docs Chert
@ Coursies
@ JobTilles P02 COSHH Sheets Froduct
® See ocations 003 cRe Employes
= =@ Budgets
@ Budgel Groups csc Customer Service Calls Service request
@ Busges Group Swcnare
3 s OF Prat Daia Forms Photos Cataform
@ =8 Payrot OF Sign Dam Forms Sigeasre Owa form
+ Dee Document Empleyes
# =2 Document Managemert E001 Employes Genersl Employes
¥ =8 Worklow
& o et Emelcyes Fheta Empioyes
g sooounts conee EO Polcy Sie binder siructure templsiz
@ Hominal Accouets
@ Cashbook Accoumts oo HBS Policy i inta stucturs temolsts
® Pachse S HCo01 HD-C: Servoe request
- et o
@ VAT Codes u Holiday Fauast Forma Emplorss
@ Bank dccourts
Ee cote 7 Folicy i binder siructure fomplaie
¥ =8 Dasbosrcs 1 ) Sie
KT Makeing Chert
E120 Pensicns AE Informaiton letter Employee.
P01 Pheto Produet
Q. QA fault QA foem
ass G signsnee Gaferm
SR Phatas. ‘Service Reguest Photos Service request
SoeGenenl  Siw Gonaral Site
Contract Admin
L) Trainee signature Trsiing form
Pavol p
b Trainingfeem phetz. Trsining form
s Training ferm signature Traring form
Billng E008 Usiform Issued Form Employee
Transaction egiter £ Vs Emplores
Steres 'WEPHOTO /B Photos okl
——— WESIG W/ Signatures. Vioribill
Period/Year End
Haimtenance
‘serce Point
System Admin
Session Admin e
Dashboards o
c From ©2015 Tampia Compuser Syswems (1]
2075 Tarets Computer Syatems 1 Tompla hnin € @ @ @ N ceoais 1508

Attachment types can be set up for multiple area’s of TemplaCMS to allow for documents to be stored against that area and

allow the ‘classification’ of documents. This list shows all of the attachments that can be added to TemplaCMS data.

New - click on New to launch the attachment type detail window.

ATTACHMENT TYPE DETAIL (GENERAL)

I:E; vid@aw i s Attachment Type Details - Contract Docs - o X
LY
General |
0 @
Close Previous MNext Save
Mavigate Save
] General | Permi Dates
Code | Contract Docs |
Description | Contract Documents|
Area | Client =
[ Auto-save decument store file if attachment selected?
[ Use for record display?
Site binder details

[] Allow add to site binder?

Enabled on customer portal ?

[ Is expiry date required?

[ Luto encrypt?
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Code - this must be unique across all attachment types.
Description - enter a relevant description, this could be the ‘document type’ for example ‘Disciplinary letter’.
Area - which area in TemplaCMS will the attachment type be allocated to e.g. employees, clients, sites, contracts etc.

Auto-save document store file if attachment selected? - if ticked all files that are attached will be saved in the Document store
folder.

Use for record display? - if ticked the attachment will be visible within the area that is selected i.e. employee photo’s on the
employee record.

Allow add to site binder? - if ticked the document can be added to the Site binder which could be made visible on the Customer
Portal for customers to see.

Enabled on customer portal? - if ticked any document attached as this type will be visible to customers on their Customer
Portal log in.

Is expiry date required? - some documents that are attached to various areas of TemplaCMS may only be valid for a certain
period amount of time e.g. Insurance documents. When adding new attachments (via the document store or elsewhere) for an
attachment type flagged as Expiry date required? the user will be required to enter a future expiry date.

Auto encrypt? - when ticked, any new document store files that are saved using this attachment type will be automatically
encrypted as they are placed in the store. Any pre-existing document in the store will not be affected by a change to this setting.
Ifitis required to encrypt all existing files under a given attachment type, these would need to be removed and re-added to the
document store manually.

PERMISSIONS
37 Attachment Type Details - (new) - O
File Tools Help
(J Close k) Save kad Saveand new

Dates

General
Adhoc product cos...: Exclude
Arealcontracts Ma.. Exclude
Contracts Adminis_.. Exclude
Employee view AL .. Add

Finance Director Exclude

>

Financial Controller Exclude
Hygiene services..  Add

Payroll Administra.. Exclude
Purchase Ledger Exclude
Purchase Manager Exclude

QA Maintenance  Exclude

QA Manager Exclude
Regional manager Exclude
Sales Ledger Exclude
Stores Manager Exclude

S ES RS RS RS RS RS S RS Y ES EY ES EA B K

Stores Manager le.. Exclude

<

4

AtischmentTypeletzil  Please select an area for this attachment type

This tab allows the user to define which user groups will be allowed to view, amend and add the Attachment type. If set to exclude
the user group will not be able to see the attachment at all.
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T3 TemplaCMS - Contract Management System - TemplaCMS U548 - a8 x
il Window Tools Help
O Close ) Open ) New (B Copy @, view @ Refresh B Print & Excel B Search & ClearSesrch Q) Dolete @ Renstse [J Show deleted ™8 Evpand @ Collspse i Check duplicates _E

&) Fiter selected [] Un-iler selected

M B stece | Property Types Lint x
Maintonance Properly Types
%G User iccess/Securiy
13 Businass Structi Orap a column header hero 1 group by that column,
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@ E Cotntar 3 st Code Descripion e -
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Pl Frospect vaiie Client
o Sector Client
o Contract Reviow Date Contract
o Cheet puchase order o Cortract
Contract Admin . o .
Con crtroct
Payran h
— £ Nest ofin Employes
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Billing S Phots Froided Erployes
Transaction Registe ) Fermt i Vioek Froot Employes
stores E Pormitta Viesk Expiry Dte Empioyes
Rrperts £ NI o, Check. Employes
Eedftcacted £06 Naticnalty Erployes
Haintenance -
&0 ity Empioyes
—— B Proohof Addroas Empioyes v
Session Admin |Direct access e
Dashbaards Code
2 || Frocers rymetiot St roms: 2015 Fempla Computer Syster (4
Tamsiz Comptar Syarum Temeln sdmen 4 @ ® B nm oews 1573

Property types are optional fields that can be created across various area’s of TemplaCMS to capture any additional data may

be required, for example the nationality of employees.

New - click on New to launch the property type detail window.

PROPERTY TYPE DETAIL (GENERAL)

ISPVEL DL

Property Type Details - (new)

.f
-

General
Close Sawe  Sawe and
e
MNavigate Save

General Walid entriez Permissions Dates

Code

Drezcription ]

Area Employes ~
Data type Check box w
Sequence

[] Mandatary enty?
[] System maintained?

[] Enable on customer portal?

Enable on mobile?

Code - this must unique across all property types.

Description - enter a relevant description.

Area - which area of TemplaCMS will the property type be allocated to e.g. employees, supplier, client, contract etc.
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Data type - the format of the data that should be recorded:

Text
Numeric
List
Checkbox
Date

Date & time
Client order

Sequence - the order in which the Property types should appear in for the specific area.

System maintained? - allows calculated data, or data from elsewhere in the TemplaCMS database to be made visible in the same
way as a UDP

Mandatory entry - if ticked users will be forced to complete the data entry for this field, they will not be able to save any changes
in the relevant area if this field is not completed.

Enable on customer portal? - if ticked the Property type will be visible to customers on their customer portal log in.
Enable on employee portal? - if ticked the Property type will be visible to employees on their employee portal log in.

Enable on mobile? - if ticked the Property type will be sent to the mobile device.

PROPERTY TYPE VALID ENTRIES

37 Property Type Details - (new) — O i

¢ File Tools Help [
i Close k) Save ke Saveand new

General | Valid entries | Permissions  Dates

ltem value
Test

% |

tylypeDstEl  Invalid type selected .

This tab only appears where the selected ‘data type’ is list. To add to the list type into the empty field under ‘ltem value’, this
will cause another empty field to appear. Continue this process until all required values have been entered.
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PROPERTY TYPE PERMISSIONS

37 Property Type Details - (new) - O
¢ File Tools Help
i [ Close kA Seve kd Saveand new

General  Valid entries |} Dates
Adhoc preduct .. | Exclude
Arealcontracts . Exclude
Contracts Admin.. Exclude
Employee view.. Amend
Finance Director * Exclude
Financial Confro.. Exclude
Hygiene service.. - Amend
Payroll Administ.. ‘ Fxclude
Purchase Ledger Exclude
Purchase Manz. Exclude
QA Maintenance  Exclude
QA Manager Exclude
Regional manag.. Exclude
Sales Ledger Exclude
Stores Manager  Exclude

Froperty TypeDstail © 2075 Templa Computsr Systems

SEEEOEEEEEEOEEE

v

2
&

This tab allows the user to define which user groups will be allowed to view, amend and add the Property type. If set to exclude
the user group will not be able to see the Properties at all.

C t i
757 TemplaCMS - Contract Management System - TemplaCMS V544 - o %
Fe Window Toos. mep
) Gome D Open Q) New 3} Copy D, View @ Rebn 29 Frct § frcel s Seach & Cersench Q) Coeie 0 Rsrcsie (] Shomdseind 98 Gxpans @ Colapue @ Oreck picaes « 9 Ao rebech

&) Fifersaiecses [ un-fiser salecred

[ p— x|

Drag 3 cobumn easder hers 2 grous by batactumn.

28 Gt FJ S Cose Desictin

pry— o =l

«

i T <2075 Tt o S 1]
(82015 Templs Computer Systecns 147 Termpla 2avin Y Y I ol

All counties available to use in address’s client and site addresses appear on this list.

New - click on new to add a new county, this will open the County Detail window.

COUNTY DETAILS (GENERAL)

E?E County Details - (new) - O
¢ File Tools Help
i [J Close k) Save k) Saveand new

|Genera| | Dates

Cose [

Description |

CountyDatail 820715 Templa Computer Systems Lid =

Code - this must be a code that is unique within Counties.

Description - enter a relevant description.
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Job titles

T2 TemplaCMS - Contract Management System - TemphaCWIS V548
File Window Toois Help
| (0 Close () Open @ New (3 Copy %, View @ Refiesh 5o Print @ Excel S Sesich & ClesrSesich () Delete ) Reinstote [l Show celeted @ Eipand @ Collapse G Check duplicates - @ iuto refesh

&) Filter sebected [ Un-fiter selected

Alets | Jon Tites
Maintenance
= User AccBss/Socurity
= %8 Business Siruchue. Drog a colurmn header here £ group by that colurn
EEY-"Y Desciption
@ Task Types oo O]
5 E v o Erpiores
@ Progerty Typee w [
@

@ Job Tites oFm Onsite Fasiizes Marsger
@ Sz lecations m Purchasing Mansger

Service Point
System Admin
“Session Admin Ve
Dashboards &

2 [Vttt 4 rome @275 Temple Cormpeter Syators.
82015 Temle Comoter Syeterms Lt Temola Admin S @ D 0 num 28082016 1003

All Job titles appear in this list. Job titles are used for external contacts for eg. clients or suppliers as well as internally for
example for users or employees.

New - click on new to open the Job title detail window.

JOB TITLE DETAIL (GENERAL)

"3 Job Title Details - (new) _ -
File Tools Help

(J Close k) Save kg Saveand new

Genera|| Dates

Code [

Description |

JobTiieleiail & 2075 Templs Computer Sysfems Lid -

Code - this must be a code that is unique across all Job titles.

Description - enter a relevant description.
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Site locations

73T TemplaCMS - Contract Management System — TemplaCMS V5.4
File Window Toels Help
i U Close () Open @ New (3 Copy @, View @ Refresh 3 Print & Eacel ® Search & CesrSearch () Deleie @ Reinstate [f] Show deleted =@ Expand @ Collapse (G Check duplicates - @ Auto refresh E

i & Fiterselected [] Un-fite selected

Site Locations

= %@ Business Structure Drag a column header hers to group by that column
5 it st suiang Room
@ Task Types AEE @ @ ®

Service Point
System Admin
Session Admin [Direct accesa ge |
Dashboards. Cose ]
= || cocstontior 0rows 82075 Tampis Computsr Syssams L.
S B @ @ nuw 20w 1013

2075 Temols Computer Sratems L Temgls Adrin

Site locations can be added as a level below the Site to allow for more specific Quality audits to be created. All Site locations set
up in TemplaCMS will appear in this list.

SITE LOCATION DETAILS (GENERAL)

*37 Site Location Details - -- 12 - O
File Tools Help
ﬂj Close H Save <@ Previous Bp Next
General |
Site | AJNS 2ND L
Building Room
[v]] [ 12 |
LocationDetail & 2076 Templs Computer Sysfams L!a‘_:E

Site - choose the relevant site for the Site location details.

Building - can either be manually typed in or choosen from the dropdown if the building already exists in TemplaCMS for
example ‘East Wing’.

Room - enter a specific room number or name within in the Building.

Document Ref: TEAM TemplaCMS - Maintenance.docx Version: Page 58 | 136
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



BUDGETS

Budget Groups

TET TemplaChS - Conlract Management System -~ TemplaCMS V548 - 8 x
i File Window Tooks Help
i () Close () Open ) New (3) Copy 9, View @ Refresh 3 Print & Bxcel % Search & ClearSearch ) Deiete o) Reinsiate [l Show deleted ™8 Expand @ Collapse G Check duplicates - @ Auto refresh -
i &) Filter selected [[] Un-filter selected
erts | Budget Groups x
Maintenance
@ %8 User Acoess/Security
5 # Business Structure Drag a column header here 1o group by that column.
o :w:::m:m % = Coce Description
@ Ansiysis Review Btches 2 = = =
g S ———
@ Bark Holidays CONS Consumable Recharges
@ Task Types [
& =g CostRevene Ear Equipment Budgel
@ ietachment Types. HOLPAY HOLIDAY PAY
@ Property Types. N
@ Counties INCONS Incusive Consumables
: ;‘;“:::W | wats Waterisls
= %@ Budgels MICERS NIC ERS Budget
: mg:::Mw | ® Periodica (TS)
@ Budget Review PROFILOSS PROFITLOSS
- FLCosts Furchase ledger conts
B %3 Puschasing STATRAY STATUTORY PAYMENTS
@ =@ Document Management T
5w Woridiow TAXABLES TAXABLES
® = Fillers. TeasT TOTALCOST
@ =g Accourss
i @ Dashboards. TWAGE Total WAGES
| otamey  Tomamer
UNIEORM Uniform Budget
GMVAGE  VIAGESBUDGET FOR GROSS MARGIN REFCRT
vingEs VIAGES BUDGET FOR TIMESHEET
Payroll
‘Workbills
Hygiene Services.
Billing
Transaction Register
ares
Reports
Periodvear Esd
‘Service Fomt
System Admin
‘Session Admin JDivect access =
Dashboards Code
[ ———p—, ©.2015 Templa Computer Systems Lty
#2075 Tampils Compoier Sysiams (41 Temeks Admin S & & O NuM 280016 1025)
This window provides a list of all budgets that have been set up in TemplaCMS.
New - click on New to add a new Budget group.
37 Budget Group Details - (new) - O
File Tools Help
ﬂ Close H Save H Save and new
General | Costiypes  Dates
Code [ ]
Description |
Section Payroll .
[] Suppress from centract contrel list?
[ Allow suppress in non-working period?
[ Allow suppress in periodic period?
[] Default for timesheet delivery?
[ Exclude budget if no employees exist on task?
Related budgets
Master budget group | Absence Adjustment |ﬁ3|o|
Slave valuation
BudgefGroupDetail & 2075 Templa Computer Systems Lid i
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Code - this must be a code that is unique across all Budget groups.
Description - enter a relevant description.

Section - this is the the area of TemplaCMS that the budget relates to for e.g. Payroll, Billing, Periodics etc. Depending on the
area selected here, additional options may appear.

None, General, Payroll, Billing, Workbill & Periodic
The following three boxes will appear for all of the above sections:
Suppress from contract control list? - if ticked the Budget group will not appear on the contract control list.

Allow supress in non-working period - if ticked the Budget will be supressed where non-working periods are defined on the
calendar associated with the contract or periodic task.

Payroll
In addition to the above selecting Payroll will also make the following options available:
[] Suppre=s from contract contral list?
Allow suppress in non-working penod?
Allow suppress in peniodic penod?
[ Exclude budget if no employees exist on task?
Allow suppress in periodic period? - when ticked the budget will be supressed where periodic periods are defined on a calendar.

Exclude budget if no employees exist on task? - if there is a task on a Contract with no employees assigned to that task then the
budget will be supressed when this option is ticked on the Payroll Budget group.

Stores

When the chosen section is Stores, the following options will appear:

Sores 18

[] Suppress from contract control list?

[] 50 budget contral?

Suppress from contract control list? - if ticked the budget group will not appear on the contract control list.
SO budget control? - defines which Stores Budget groups will be visible during stores order entry.

Master Budget Group - defining a master for a budget group defines the group as a “slave” budget group. A “slave” budget group
will be automatically calculated based on the value of the associated “master” on each contract it is assigned to.

Document Ref: TEAM TemplaCMS - Maintenance.docx Version: Page 60 | 136
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Slave valuation - defines the percentage of the master budget that the slave value should be calculated at e.g. If the valuation
is 10% and the master budget is added to a contract with a value of £100, then the slave budget would be created with a value
of £1.

BUDGET GROUP COST TYPES

E?E Budget Group Details - (new) _ O
! File Tools Help
ﬂ Close H Save H Save and new

General | Costtypes | Dates

Cost type
Absence adjustment

Haliday pay
Cover pay

Basic pay

BudigeiGroupDetsi! © 3075 Templa Computer Sysfems [fd

All Cost types which should be tracked against the budget can be added here.

Budget group structure

721 TemplsCMS - Cantract Management System - TemplaCMS V348

5 %G s AcosssSecuity
5% Business Swuchue
7 8 B
9 BudgesGroup Sruchure
g PR @ = unassigned
= = Bing | Fbasrce Aot
- o s
B = Workow | Eavipment Budget
e fod® CostFimverue Type* Msire Subrstre Lk
158 et ® | = @
Eovomentbudget  Payollcost  Hotapslicable
Eoupment Coats  Purchasecost  Notapplicable 5150 - New Exuipment
Eauoment Repsr G Purchasacont  Wenappiicable 5130 - Equipmont Ropar
Butger griun
@ HOLIDAY PRY
| Inchusive Censunables
@ Masials
@ NIC ERS Budget
@ Parodcs (15)
@ PROFITLOSS
0| Purchass lodgar costa
5 STATUTORY BAYWENTS
W TaEEs
— @ TOTALCOST
— @ Toi WAGES
— W TOTARE!
typiene Services @ Unifrm Budset
Biling @ ViAGES BUDGET FOR GROSS MARGHN REFORT
Transaction Register 5| VAGES BUDGET FOR TWESHEET
Stores
Reports
Penod vear end
Maintenance
Service point
Syetem Admin
Dashboards
= || seetpersrucnatior #2015 Fomols Computer Systems L]
2 2015 oo Compuer Systoms (! Tergle sdmin S @B B N we0TE 1M

Displays all Budget groups that are set up in TemplaCMS along with the option to exapand to display a list of each cost type
that is associated with the Budget group.
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Budget review

T2 TemplaCMS - Contract Management System - TemphaChIS V548 - x
 File Window Toos Help

| (0 Close () Open @ Mew @, View @ Rebrsh (3o Print @ Eucel S Search & ClearSeaich o8 Expand W Colapse @ Auto refresh - 5 Showpostad

i &) Filterselected [} Un-flter selected

Alerts | Buget Review Bich List X|
Maintenance Budget Heview Batch Lst
& =@ User Access/Security
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Budget reviews can be used to bulk update budgets that have been applied across multiple clients, sites & contracts. By default
this list displays all reviews which have not yet been posted. To view posted budgets click on the ‘Show posted’ option.

BUDGET REVIEW DETAIL (GENERAL)

% General |
D g .\ Motes @ ';.,B D Delete
st

Close Save Budget Par
review items ‘

Batch

Mavigate | Save || Other |

General |

cach e

Description | | |

Change type (®Value (O Percentage () Rebuild (O Hourly rate (O) Split wage re-align () Single wage re-align
Review date
Extraction

General | Business Analysis

Accounts system |;'59mur|ts |
Client

Site

Contract

Linked pay scale

Task type

|
|
|
Budget group | |e;.|
|
|
|

Frequency

|| Wesks [v]

Value change |

Walue +- £0.00
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Batch number - the next available number will be automatically generated.
Description - enter a relevant description.

Change type - reflects the type of change that is being made e.g:

Value

Percentage

Rebuild - this allows for the regenetation of autobuild budgets based on a master / slave Budget group relationship.
Hourly rate

Split Wage re-align - this option can be used in conjunction with a Pay scale (e.g. national minimum wage) in order to
ensure wage budgets linked to the pay scale are in line with the configured employees.

Where Split Wage re-align is selected the following tick boxes will appear

‘Wage re-align

Prevent task budget increase?
[] Prevent contract budget increase? {Prevent budget decrease? :

Prevent task budget increase? —only increase contract budgets not those related to specific tasks.
Prevent contract budget increase? - only increase task budgets not overall contract budgets.
Prevent budget decrease? - budget changes will only be made where a budget would be increased.

Single Wage re-align - if selected the generation process results in a single wage budget per task on the contract being retained
(or recreated) and updated to reflect the total employee assignment value, be those values driven by pay scale or comprising
pay rates. Where multiple wages budgets already exist, e.g. at pay scale level, these are end dated and replaced by a single new
wage budget in the post process. Associated ‘Slave budgets’ can also optionally be rebuilt at the same time if the option is
selected.

Review date - the date from which the change should take effect.
Extraction - allows the criteria for which budgets will be affected to be refined.

General

Client - will alter all budgets on all contracts associated with the choosen client.

Budget group - will alter the specified budget group on all clients, sites & contracts.

Linked pay scale - can be used with the Wage re-align option to ensure wage bugets linked to a pay scale are changed
in line with the configured employees.

Task type - will alter all budgets linked to a specific task type for example wages budget for the ‘Daily office cleaning’
task.

Frequency - will only alter budgets that are the same as the frequency defined here e.g. 1 week, 1 month etc.

Business analysis

Budgets can also be extracted based on one or more Business Analysis criteria e.g. All budgets on sites that have the
same company and area manager.

Value change - the required value of the change to be made e.g. 15%.
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PAYROLL
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This screen displays a list of Paytypes available for use from the linked SelectPay payroll database. These can be linked to the
relevant payroll Cost/Revenue types available in TemplaCMS.

PAY TYPE DETAIL (GENERAL)

4 : Pay Type Detail - BASIC - O x
{ }‘ Uaw il ay Type Detai
o General
J e -
Close Previous MNext Save
Navigate Save

Generzl | Dates

Code BASIC
Description BASIC
MNominal gross debit
Mominal gross credit
Nominal ers debit

Nominal ers credit

Do not send to payroll 7

Pay category MNarmal Allowance

This screen displays some of the Pay type details avaiable for the Pay type from the linked SelectPay payroll database. It is not
possible to change or add new Pay types from this screen. Any changes should be made in the relavant payroll database.

Do not send to payroll? - when ticked any details recorded against this paytype will not be included in the payroll export file.

Pay category? - this setting is to be used with Attaché payroll only. This setting has no impact when not using the Attaché
payroll.
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Extra types reflect any additional payments that may be made to employee’s, usually on an irregular basis or due to additional
work/ tasks being undertaken. This list displays all Extra types that have been set up in TemplaCMS.

EXTRA TYPE DETAIL (GENERAL)

i File Tools Help
(J Close H Save 4@ Previous & MNext

General | Permissions  Dates

Code T
Description Tea Towels
Costtype Expenses A+ o

[] Report as hours?

Use for "annualized’ employees?
Use for "actual’ employees?

[1 Only use when budget exists?

ExtraTypeletzil & 2015 Templs Computer Sysfems Lid

Code - this code should be unique across all Extra types.

Description - enter a relevant description.

Cost type - select the Payroll Cost type that the extra expense is to be allocated against.

Report as hours? - designates whether the extra’s entered will appear as hours on payroll or timesheet analyser reports.

Use for anualised employee’s - determines whether the extra type can be assigned to employee’s who are paid via the
Annualisation pay method.

Use for actual employee’s — whether the extra type can be assigned to employee’s who are paid via the Actual pay method.
Only use when budget exists - allows the extra type to be used only when a budget value exists where the Cost type associated

with the Extra type is linked to the budget.
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EXTRA TYPE PERMISSIONS

¢ File Tools Help
i Close kg Save ked Saveand new

General  Valid entries

Adhoc product c...
Arealcontracts...
Contracts Admin..
Employee view..
Finance Director
Financial Contro...
Hygiene service. .
Fayroll Administ..
Purchase Ledger
Purchase Mana..
QA Maintenance
QA Manager
Regional manag..
Sales Ledger
Stores Manager

Exclud
Exclude
Exclude
Amend

Exclude
Exclude
Amend

Exclude
Exclude
Exclude
Exclude
Exclude
Exclude
Exclude
Exclude

> |

el W

| Froperfy TypeDaizil

© 2075 Templa Computer Systems Ltd J

This tab allows the user to define which user groups will be allowed to view, amend and add the Extra type. If set to exclude the

user group will not be able to use the extra at all.

72T TemplaCMS - ContractManagement System - TemplaCMS V343
i File Windew Tools Help
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@ QearSearch ) Delete o Reinsie ) Showddeted =3 Expand ® Collpse 4 Check duplicates ~ & Aut refresh ~|
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@ Fay Types E)ogo] =
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Maintenance Pay Scales

SR Waborsl minimum wage.
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@ Site Loprovel Ressens
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Pay scales can be set up where a number of employees are getting paid the same rate for example National Living wage of £7.20.
This Pay scale can be applied to employee’s or suppliers (sub contracters) when setting up contracts/ payments. This also
allows for all the employees on th same Pay scale to have their rates of pay updated at once.

The list displays all Pay scales that have been set up in TemplaCMS.

New - click on New to create a new Pay scale.
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PAY SCALE DETAILS (GENERAL)

1] Pay Scale Details - (new — O
File Tools Help
[J Close k) Save k& Saveand new
General | Rates Dates [
| Code
§ Descnption
[ Minimum wage?
Type Employes w
FayScaleleizil B 075 Templs Computer Sysfems Lid
Code - this code should unique across all Pay scales.
Description - enter a relevant description.
Minimum wage? - marks the Pay scale as the lowest amount employee’s can be paid.
Type - this determines whether the Pay scale applies to employee’s or suppliers.
RATES
'? Pay Scale Details - MNaticnal minimum wage - O

i File Teols Help
u Close H Save 4@ Previous Ep Next

General Dates
From Hourly Rate Mon Tue nied Thur Sun
01/01/2001 00.. f£5.80 £5.80 E£5B0 £580 £520 £5.80
01102010 00.. £553 £593 £5A3 £BH3  £553 £5.93
01102011 00.. £608 f608 £608 £608 £608 £6.08
01/10/2012 00.. £619 £6.1% £613 £6.19  £619 £6.19
01/10/2013 00.. £6.31 £6.31 £6.31 £6.31 £6.31 £6.31
' 01102014 0
*
Remaove
|.*:‘.5‘_;—'SC.3‘.-“&'D&'!3!J' 82075 Templs Computer Sysfems Lfd

To Add a new rate click on the next blank line i.e. where there is no date in the from field.
From - enter the date the new pay rate for the Pay scale will take effect from.
Hourly rate - enter the hourly £ value that an employee/ supplier on this scale will get paid.

Mon - Fri - the user can define different rates of pay for each day of the week e.g. if employees/ suppliers earn a higher rate for
weekend work.

Remove - to remove a line click on the grey box on the left of Date on the relevant line, then click Remove.
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When an employee is marked as absent on a timesheet a reason should be specified. Required Absense reasons can be added
from Absence reason list.

New - click on New to create a new Absense reason.

ABSENCE REASON DETAIL (GENERAL)

‘I‘;W I = Absence Reason Details - Sickness - | x
LY
- General
Close Previous Next Save
MNavigate Save
General | Dates
Code
Description Sickness
Reason group {none) >
[ sickness?

[] Enable on employee portal?

Code - this code should be unique across all Absence reasons.
Description - enter a relevant description.
Reason group - the type of absence that the reason relates to i.e:

o Authorised absence
o  Sickness
o Un-authorised absence

Sickness? - identifies the absence reason as being related to sickness, when analysing employee absence (reporting).

Enable on employee portal? - when ticked the Absense reason will be visiable to the employee when they log on to the
Employee portal.
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The Site unapproval reasons list displays all of the reasons why an employee is set as ‘unapproved’ in TemplaCMS. This can for
example be for where a DBS check hasn’t come through where the employee work on a school site.

New - click on New to create a Site unapproval reason.

EMPLOYEE SITE UNAPPROVAL REASONS DETAIL (GENERAL)

arn

*} Employee site unapproval reasons - Mo Paperwork — O
File Tools Help
(] Close |5 Save <@ Previous Ep Mext

General | Dates

Code NP

Description Mo Paperwork
[] Use for aute DBS check?
[ Use for aute Vetting check?
[J Use for aute PPE check?
[] Use for aute Food Hygiense Certificate check?

EmplovesSitslnaporovaliReasonDetzif B 2015 Templa Computer Systems Lid

Code - the code should be unique across all Unapproval reasons.

Description - enter a relevant description.

Use for auto DBS check? - defines the reason as the default for unapproval where DBS checking is required.
Use for auto Vetting check? - defines the reason as the default for unapproval where Vetting is required.
Use for auto PPE check? - defines the reason as the defaultfor unapproval where PPE checking is required.

Use for auto Food Hygiene Certificate check? - defines the reason as the default reason for unapproval when a food hygiene
certificate is required
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Within TemplaCMS it is possible to define multiple calculations on which employee holiday is based, this list displays all of the
methods set up in TemplaCMS.

New - click on New to create a Holiday method.

HOLIDAY METHOD DETAIL (GENERAL)

avxa

¢+ Holiday Method Details - Basic - O

{ File Tools Help
i [ Close k) Save €@ Previous » Mext

General | Dates
Code
Description Basic
Calculation formula DPwW ™56 DPW = days worked per week
WPY = weeks per year (payable)
WWY = weeks per year (working)
Rounding option Round to half day w
Cap days 22.00
HalidsyMethodDatail B 2075 Templs Computer Sysfems Lid -

Code - this should be unique across all Holiday methods.
Description - enter a relevant description.

Calculation formula - defines how the method calculates an employees holiday entitlement. The subsitutions in the
substituion key to the right of the field can be used e.g. ‘DPW*5.6’ will take the days per week an employee works and multiply
that value by ‘5.6".

Rounding option - defines how the above calculation should be rounded e.g. full day, half day etc.
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Cap days - the maximum amount of days holiday entitlement an employee can earn for example if an employee works 7 days
a week the above calculation would give an employee 39 days holiday entitlement. If the number of cap days is set as 28’ days
the employee can’t get more holiday entitlement than this, even if they work more than 5 days a week.
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Often employees can undertake multiple types of work related to the same task for example an employee can by a daytime
cleaner but a night time supervisor on different rates of pay on the same ‘daily office cleaning’ task. In TemplaCMS it is therefore
possible to set up multiple Employee Work types which can be applied to an employee when setting up contracts.

New - click on New to create an Employee Work type.

EMPLOYEE TYPE DETAIL (GENERAL)

? Employee Work Type - Cleaner — O

File Tools Help
I]_:] Close H Save 4@ Previous Bp Mext

General | Dates

Code CLEANER

Description Cleaner

[ Is defauli?

EmployesTypeletail & 2075 Templs Computer Sysfems Lid »

Code - the code should be unique across all Employee Work types.
Description - enter a relevant description.

Is default - defines the Employee Work type as the default to be used when employees are added to a contract or timesheet.
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It is possible to set up Teams of employees who work together on a regular basis to undertake tasks defined on workbills.

New - click on New to create a team.

TEAM DETAIL (GENERAL)

Teams Details - Mobile 1

| General |
J@eod @
Close  Previous MNext Save Transactions
Navigate Save Record

General | Employees  Mobileusers  Dates

Code Maobile 1

Description | Mobile 1 |
Associated user | |@|
Team manager colour |:| 0000

Code - the code should be unique across all teams.

Description - enter a relevant description.

Associated user - communication with mobile devices is based around the association between the device and a TemplaCMS

user.

Team manager colour - in order to be able to easily identify a team in the Team Manager each team can be assigned a different

colour.
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TEAM EMPLOYEES

37 Teams Details - Mabile 1

: File Tools Help
P [ Close k) Save 4@ Previous Bp Next

Mobile users  Dates

Genersal

Employee
MOJICA DE CAMPOS Dicla Y

Lawal Miguel

Add Remave Details

TeamDefail

B 20715 Templs Computer Sysfems [fd .

Add - opens the employee list screen. Employees can be added to the team by double-clicking on the relevant employee.

Remove - employees can be removed from the team by selecting (highlighting) them and clicking remove.

Details - opens the employee detail window (employee record) of the selected (highlighted) employee.

TEAM MOBILE USERS

| mo
*1 Teams Details - Mobile
¥ eams Letalls all1=

i File Tools Help

{i [J Close k) Save @@ Previous = Next

General Employees | Mobile users | Dates

{ Users

il Tom Jones

e

TeamDetsil

& 2075 Templa Compurter Systems Lfd |

Add - any change to the team (e.g. employees added/removed) will cause the employees to be automatically sent to the mobile

device of each listed user.

Remove - users can be removed from the team by selecting (highlighting) them and clicking remove.
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PENSIONS

727 TemplaCMS - Contract Management System -~ TemplaCMS V543 - o x
Fie Window Took Help
¢ Gose () Open ) New [3) Copy 9, View § Reresn G b & el % Searcn @ Cesrsearcn @ Decte ) fenee B Showceieed = Bpand @ Colapse G Crececuplicates 2 o refresn
&) Fiesselected [ Un-fe selected
Novigator B e x
[Msiptapanca) Employer Pension Referomes
inces Smuctrs o p by it eslumn
e [ 5t Emplojerretrens Dsciiicn Wchide. Employee couty
° 2= = = EEE
H » | B Res S
°
°
°
°
°
T
Contract Admia
Faveon
Workbils
trgiene servces
By
Transacton Regster
Stores
Reports
Period/ear end
[reoes—s
serme pomt
System Admas
Session Admin [Direct acoess. V|
Dashboards Cade
o 2075 Tampte Campite Syeims (4
Tamls Comoter Syetems L Templa Admin S @D © num 2nsons 10|

An employer needs to acquire a NEST, TPP or NOW PENSIONS Employer Reference number either from the
NEST website or the company’s pension provider. This is a unique number issued by the AE provider that
identifies the client company - for TPP, this is known as the ‘B&CE account number’

New - click on New to create an Employer pension reference.

! File Tools Help
i ) Close kA Save 4@ Previous Ep Next |

General | Paytypes Dates
Pravider NEST w
Employer reference | pypi23456788
Description MEST
Employee country UK
[] Include personal email addresses

[ Include employees with future postponement date

PenszionReferancelefail & 2075 Templa Computer Sysfems Lid

Trem T RTETAT

Provider - The relevant pension provider (NEST or TPP) should be selected from the list.

Employer reference - should be the NEST (12 characters) or TPP Employer Reference Number.
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Description - is an optional field that can be used internally by the employer.
Employee country - The employee’s country of residence is required when enrolling members.

Include personal email addresses - if ticked the email addresses stored against employee records will be uploaded along with
other enrolment details.

Include employees with future postponement date - if ticked this will include employees who have a postponement date in the
future within the upload files.

T Employer Pension Reference Details - The Peoples Pension - Cleaners - O
File Tools Help

[J Close kg Save €@ Previous Sp Next

General |iP. i| Dates

Pay type
PENSION OPERATIVE 1 (PAY_OF)

PEMSION OP5 10 AND & (FAY_OF)
PEMSION OPS 8 AND 4 (PAY_OF)

Add Remaove Details

Employees may already pay into existing pension schemes and should not be included in NEST or TPP enrolment /
contribution batches. These pensions would be set up as Pension Pay types in SelectPay.

In order for CMS to be able to distinguish between NEST / TPP pension pay types and non-NEST/ TPP pay types the NEST/TPP
pay types need to be specified on the Pay types tab.

This will ensure that only employees that have been enrolled with the PensionPpay types as specified above will appear in the
CMS pension batches. No pension pay types need to be specified if there are no existing (i.e. non-NEST / TPP pay types)
pension schemes.

Add - opens the pay type select window, Pay types can be added to a pensions reference by double-clicking the relevant row.
Remove - Pension Pay types can be removed by selecting (highlighting) them and clicking remove.

Details - opens the Pay type detail window of the selected (highlighted) Pay type.
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737 TemplaCMS - Contract Management System - TemplaCMS V345 - 8 x
 file Window Toohs Help
) Close (J Open © New (D Copy D, View @ Refreh G Print & Excel G Search & Closrsesch @ Deite o Reitste [ Showdeleted = Expand @ Colapse G Check duplicates - @ fwto et

dscted [7] Un-fiter selectes

WONTHLY Fontion Fun NP1 23456783 - NEST

Scsson et st ccess ]
Dashboards. Code

2 [resionrintt 1w 15 Temata Compuitr Sysiens 54

=2075 Terpts Camparer Systems i Tenels Admn Y Y X

e

If multiple Pay frequencies/datasources are used it maybe necessary to set up separate Pension runs for each, a Pension run
defines which employee’s should be included in an a contribution batch based on the payroll database that they are set-up in.

New - click on New to create a Pension run.

PENSION RUN DETAILS (GENERAL)

T Pensicn Run Details - MONTHLY Pension Run — O
: File Tools Help
u_j Cloze H Save @3 Previous Ep Mext
General | Dates
Code MTH
Description MONTHLY Pension Run
Employer reference MWEST =0
Earnings frequency Manthly o
Payment day 22| days | after pay peried end ~
Payment frequency Manthly et
Earnings offset days 0
PansionFlunDetil © 2015 Templa Computer Systems Lid -

Code - this should be unique across all Pension runs.
Description - enter a relevant description.
Employer reference - select the Employer Reference relevant to the Pension run.

Earnings frequency - should be the ‘Payroll Earnings Frequency’, with the options being Weekly, Fortnightly, Four Weekly and
Monthly.

Payment day - this is the date by which all the contributions must be cleared in the Pension Provider’s Bank Account. For
example, where the payment frequency is monthly, the 22nd is the latest date that can be defined. For non-monthly payment
frequencies, the relevant payment due date can be up to 10 days after the pay run period’s end date.
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Please note that the payment must be made before this day in order for the payment to clear by the date entered here. The
available options are

Number of days After pay period end

Number of days After month end.

Payment frequency - specifies how often the employer pays the contributions, with the options also being Weekly, Fortnightly,
Four Weekly or Monthly.

Earnings offset days - The contribution batches has a start/end date range. The offset days are subtracted from this, and the
resulting date range is used to identify the pay batches and therefore pay periods from which the contributions should be
taken.

727 TemplaCMS - Contract Management System -« TemplaCMS U548 -
File Windew Tools Help

©) Gose (J Open € New [ Copy &, View @ Refrsch S Pint & Excel B Search @ CeacSescch ) Delste G Reinciste [l Showdeleted %@ Expand @ Collapre (G Check duplicater | Auto efresh
&) Fitersalected [ Un-fites slected
Navigaier B perts | Pension Groups. bd

Maintenance

Pension Groups

Pension run
=
»  NESTMTHGRO  NEST MTH GROUF1 NTH - MOHTHLY Pension Run

Admin vE|

© 2015 Tampls Computer Sysiems L Tempta Admin £ B @ @ M m0eens 121

The Pension Groups set-up in TemplaCMS should match the NEST / TPP Pension Groups as setup with the Pension Provider.

New - click on New to create a Pension Group.

PENSION GROUP DETAILS (GENERAL)

'R

¢! Pension Group Details - NEST MTH GROUP1 — d

File Tools Help

] Close k) Save €@ Previous Ep Mext
General | Dates

Pensicn group MEST MTH GROUP1

Description MEST MTH GROUP1

Pension run MONTHLY Pension Run Nl
Payment source BACS

(] Salary sacrifice?

PensionGroupDetail 820715 Templa Computer Sysfems [id -

Pension group - The ‘Pension Group’ field (40 characters long) should match the description set up with NEST / TPP.
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Description - this is an optional field that can be used by the employer.

Pension run - select the relvant Pension run that should be associated with the Pension Group.

Payment source - is used to define how payments will be made, for NEST this should match the ‘Payment method’ description

as setup with the Pension Provider exactly.

Salary sacrifice? - identifies whether the Pension group is used for employees belonging to a Salary sacrifice pension scheme.

Pension structure list

71 TemplaCMS - Contract Menagesment System - TemglaCMS V548

Pension Structure List

Drag a column header here to group by that clumn.

= o payrol Employer pans on efecencs  Deserigbon nclude perecesl emale?  Country
@ Py Typss ] O] = = 0]

@ EanaTypes = ENPIZ56TE0 NEST [m] UK

@ Absence Reasons PFension run Deseription Fayment frequency Earnings frequency  Fayment by
@ Site Approval Ressons.

@ Holidsy Methods = = a ® &

@ Erployee Viork Types = WTH MONTHLY Pensi  Marshly Veoty 22 days aherpay period end

= % Fensions Persion group Deseristion Payment source
@ Employer Pension Refs = = =
@ Fension Runs NESTMIHGROUP  NESTMTHGRO  BACS
@ Fension Grouos
@ Fension Structure
= =8 ANZ Payrol
® = Biling
l

‘Service Point.
‘System Admin
Session Admin

Dashboards

2 | rersrosirctrosiat

@ 2075 Fampis Compurer Systams L12]

©2015 Tampis Compuaor Syatems L1 Templa fdmin

2 B @ ® nm 20006 1218

The Pension structure list displays all Pension references that have been set up within TemplaCMS as well as the Pension runs

and Pension groups that are associated/ linked to them.
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BILLING

Invoice run type

emplaChS - Contract Management System - TemplaCMS U548

o x
Window Tecls Help
Gose (J Open Q) New [ Copy @, View 3 Refresh (33 Print & Excel 9 Search @ QearSearch @ Deiste 8 Reinsiate [ Show deleted 8 Expand @ Collpse & Check duplicates & Auto refresh =
Fille colected [ Un-filer colectsd
Hars | Invoios Fun Types
0% Uset hcossaSecusity
1 =8 Business Structrs D3 2 column header here to group by that calumn
% Budgets. .
52 Farml ] 5t Cote Deserigion
1§ Biing ool o}
: Iroee Fun Trees v 8 Erai
@ Consolideted Inveiee Groups G Goods Recharge
1519 Puchasing
E =@ Decument Management & Main Ganract
=8 Verkfow 2 On Sas Periasics
=g Fiters
%8 Accounts 4 One:Off
% Dashocards 5 Sin leekly
-2 Softare - It Sales
- Sotuare - Licance/Suppor Renemals
-3 Sofuars - PSDey
3 Special Instruchirs
Special Rchargeable Goods
Contract Adesin
Payrol
Workbills
Hygiene Services
Bilng
Transaction Register
Stores
Reports
Period|Vear End
Haintenonce
Service Point
System Admin
Scxsion Admin ek
Dashboards B
* || vascsmuntypasiss 110w © 2075 Tempia Computer Systems L.
#2015 Temsia Compuer Systems tad

Tempia Admin

€ @0 ® wm s 1221

When invoicing through TemplaCMS invoices are grouped (batched) based on the Invoice run types that the associated billing

lineis linked to.

New - click on New to create an Invoice run type.

INVOICE RUN TYPE DETAILS (GENERAL)

E?E Invoice Run Type Details - One-Off's — O
File Tocls Help
ﬂj Close H Save <@ Previous Ep Mext
General | Dates
Code ez ]
Description | One-Offs |
InvaiceRun TypelDetaid 2075 Templa Computer Sysfems Lid .

Code - this should be unique across all Invoice run types.

Description - enter a relevant description.
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Summary invoice line groups

737 TemplaCMS - Contract Management System — TemplaCMS V548
i File Window Tools Help
P (D Close (J Open Q) New B Copy @, View @ Refresh s Print & Excel S Search & ClearSearch ) Delte o Renstatz [l Show deleted = Expand @ Collapse @ Check duplicates « @ Auta refresh

¢ &) Filterselected [[] Un-filter selected

Alerts | Summary Invoice Line Grouss
Maintenance @
o User Accessiacarity
(5% Business Stiuctue Drag a columa header here b group by hat cohuemn
ey 7 s cose Descrgtion Crent
& =@ Billing oo = =
8 erint o o e
@ Consolidsted Invoice Groups:
5 % Purchasing
(55§ Docurment Mansgemert
5 9 Werkiow
(3 Fillers
(5 5§ Accounts
05 Deshooards.

System Admin
75|

Dashbaards Code:
2 | semmannviceGroustiar 11w
© 2015 Tempi Computer Systems Lif Tecnplo Adrmin

®2015 Templa Competer Systems L2
@ @ D @ W 20s0016 1224

The Summary invoice option is used to create an additional memorandum or a single line tax invoice. Thus, a summary invoice
can, for example, be used in situations where head office needs a summary of the site invoices where they will often want to

see totals by task type rather than site.

New - click on New to create a Summary invoice group.

Summary invoice line group details (General)

E?E Summary Inveice Line Group Details - DINE Summary 1 - O
¢ File Tools Help I
C] Close H Save @@ Previous Bp Mext
|Genera| | Dates
Client | DJNE |0|'>|
Code DJNESUMT
Description | DINE Summary 1 |
Invoice Text Consolidated Invoice for the period stated
Summaryinvoice GroupDetail & 2075 Templa Computer Systems L "

Client - select the Client that the Summary invoice is for.
Code - is the code should unique across all Summary invoice groups and normally relates to the client in some way.
Description - enter a relevant description.

Invoice text - enter the text that should appear as the invoice line (itill appear exactly as input here).
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Consolidated invoice groups

711 TemplaCMS - Contract Management System - TempleCMS VS48
File Window Tools Help
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Consolidated invoice groups are used to merge multiple billing lines from one or more sites / contracts on to a single invoice

for the client.

New - click on New to create a Consolidated invoice group.Consolidated invoice group detail (General).

CONSOLIDATED INVOICE GROUP DETAILS

E_E_E Consolidated Inveice Group Details - 16TH FLOOR, MARBLE ARCH TOWER - O

File Tools Help

ﬂ:] Close u Save 4@ Previcus Ep MNext
| Genera|| Dates

Client | FLMA

L

Site | FLMA 16TH

o

Code FLMAD1

dese il | 16TH FLOOR, MARBLE ARCH TOWER

Conzsolidatedimorce GroupDetarl

B 2075 Templs Computer Sysfems Lfd

Client - select the Client the Consoildated invoice is for.

Site - the site code on the Consolidation invoice group is optional, but if defined will result in this Consolidation group only
being available to the specified site; conversely if left blank the Consolidated invoice group will be available to all sites for this

client.

Code - should unique across all Consolidated invoice groups and normally relates to the client / site in some way.

Description - enter a relevant description.
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PURCHASING

Suppliers

¢ File Tools Help

E?E Supplier Filter Detail - default filter for Templa support user O

ﬂ'_j Close u Save & Clearcriteria ? Select filter 0 Publish

| Supplier filtering criteria |

Supplier code

| [ &l dates are relative?

Supplier name

|
|
Address |
Postcode |

| Walue Value to

£

>

SupplierFilterDetzi

B 3075 Templa Computar Sysfems L7

Opening the Suppliers list will prompt the user with the Supplier Filter Detail screen. This allows for the list of Suppliers to be
narrowed down to only those required based the available criteria.

If no filtering is required simply click Clear Criteria then Save.

Select Filter - if a filter has previously been published for future use, the user can apply it by choosing it from the below list:

SUPPLIER LIST

5% TampIaCMS - Contract Management System - TernplaCMS 5.43 - 8 x
e Window Tewss Help
) Core () Open @) New (3] Copy @, View @ Rebrh 3 Print & Euce Q) Delsie ) feivstate [ Showdeleted WG xpand ® Collipre ] Crestermad (G Check duplicater - @ oto retresh ~ % oy lat e
| ) Flterselected (] Uncfilierselected T Changefilter 7 Select biter
Hons | Sugplers *
Maintenance
% Lt fcssesiSacurty
% Business Stuchss Drag a ealunin haader hers 5 group by thal columa
o Butges
~: Fayroll =] Towe Name Addross =
55§ Billng [ o] al &
@ mrsion Fun Types
® Somraey vess Groepa o @ Owned TSTACER TSTACER
@ Consalidtes Inveica Greups @ O AN AN
2= Purchasing - - . ~
& Siwsien AVDEFA @ Owned ANDESPA ANDESPA, EEXLEYHEATH, KENT
@ =& Producs sccoNPU @ Ownes cconpy cconpy
= Enuiprant — , -
@ Spenslimin SN0ARS @ Owned 2cuoaRs scuoARs
15 =% Prics Raview A ADvaN ADvaN
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1 vierkfen ALOFEZE @ Owred AILOFEZL AILOFEZL
::: Tlers MESYEN @ Owned ABE ABE
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—_— aSTE @ Ownes ausTme: AusTie
gEwyrall NEORDD @ Owned NEORDD NEORDD
workbilc
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If TemplaCMS is linked to an Access Dimensions accounts database (Dimensions) then the suppliers in this list will be a view of
all suppliers stored in the accounts database. If TemplaCMS is not linked to an accounts database (for example Sage) the
suppliers in this list will be those that have been set up within TemplaCMS.

SUPPLIER DETAIL (GENERAL)

‘E‘] Jaw s Supplier Detail - 15TACEFI
- General
—J <b E> l l _% Notes 3;- g
X ¢ Attachments
Close Previous MNext Save Aged  Transactions
[3 Create mail credit -
Mavigate Save Other Record

Generzl | Properties  Contsctz  Dates

Accounts system Accounts PO Distribution
E-mail to contact ~
Code 1STACEFI Owned - U (not set)
N T [] E-mail copy to originato WARNING — orders will need to be printed manually
ame A

Address 1STACEFI Self billing invoices

Default recipient contact | (net set) “
Town Cost type
County [

E-Trading
Postcode CM23 2ER
Telephone [] E-Trading?
Fax
‘website
VAT Standard Rate w
Terms From invoice date ~| days 30
Default mailing contact (not set) R

Inactive?
WAT registration number

[ Workbill supplier?

Consclidated WB format | Format 1-standard b

Aged credit - opens the aged credit report for the supplier. Data is only available for this report where a supplier have been
sent to accounts (see below).

Send to accounts - this will send new suppliers created within TemplaCMS to an linked Access Dimensions accounts database,
the supplier will then appear as owned.

Transactions:

Data forms - opens the data form list and displays all data forms that have been associated with the supplier.
Service requests - opens the service request list and displays all service requests that have been associated with the
supplier.

Accounts system - the Accounts datasource that the supplier exists in (whether it is linked to an Access Dimensions Accounts
database or not).

Code - this should be unique across all suppliers and should match the supplier code in the Accounts database (linked or not).
Owned - if the supplier exists in a linked Accounts datasource then the supplier will be owned, if not it will be managed.

Name - this should be the suppliers name.

The suppliers address details should be entered in the Address, Town, County and Post code fields.

VAT - the rate of VAT that is applied to products purchased from the supplier, this is usually a standard rate of 20% in the UK.

Terms - refers to settlement terms, the second field is the number of days after an event that the payment must occur within.
The event is defined in the dropdown, this can be either:

From invoice date

End of following month

Day of following month

Days after end of following month
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Default mailing contact - if a contact has been set up & added for the supplier (see contact tab) then they can be selected as the
default contact for e-mails sent to this supplier.

Workbill supplier? - defines the supplier as one that can be used on workbills.

Consolidated workbill format? - different document formats exist for consolidated workbills.

PO Distribution:

E-mail to contact - if a contact has been set up & added for the supplier (see contact tab) then it is possible to select them as the
person who should received e-mailed purchase orders.

E-mail copy to the originator - the purchase order will be e-mailed to the person who placed the order when this option is ticked
on the supplier.

Default recipient contact - the default contact who should receive documents sent to the supplier.
Cost type - the Purchase Cost type that all purchases from this supplier should be recorded against.

E-trading? - defines the supplier as one that accepts orders via E-trading. Additional set-up is required where e-trading is used
and should be done with input from Templa staff.

SUPPLIER PROPERTIES

T Supplier Detail - ALLSIGNS - O
: File Tools Help
LJ Close H Save 4@ Previous &» MNext '_\ Notes ¥ Attachments 2] Create mail

B Aged credit ﬂ Transactions =

General | Properties | Contacts Dates

Test

Mema

I
2

All supplier Property types that have been set up within TemplaCMS will appear on this tab to allow the user the option of
recording additional information against the supplier.
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SUPPLIER CONTACTS

T Supplier Detail - ALLSIGMNS

i File Tools Help

I]_:] Close H Save @@ Previous & Next (% Motes ¢ Attachments 3] Create mail
P Aged credit G Transactions ~

General Properties | Contacts | Dates

&7 Contact Email Job title Telephone Maobile
= = = (=] =

3 Andrew Houghton

Add Remaove Details

© 207

o

Templa Computar Sysfams [fd .

Add - opens the contacts select window, double-clicking on the contact will add them to the supplier.

Remove - contacts can be removed from the supplier by selecting (highlighting) them and clicking remove.

Details - opens the contact detail window of the selected ( highlighted) contact.

T Product Filter - default filter for Templa support user O
¢ File Tools Help
u_:] Close H Save ¢ Clear criteria Q Publish

Product filtering criteria | Product properties filtering criteria

Product code | 1 Al dates are relative?
Product description Include statuses
any
Product cat
roduct category L Now
Active
Product group L5 Inactive
COSHH (OINe (CiYes (@) Ignore
Price group L
Supplier A+

Opening the Product list will prompt the user with the Product Filter Detail screen. This allows for the list of products to be
narrowed down to only those required based the available criteria.

Product filtering criteria - allows the list to be refined based on standard data available from the Products.
Product properties filtering criteria - allows the list to be refined based on Property type data input on products.

If no filtering is required simply click Clear Criteria then Save.
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PRODUCT LIST

TemplaCMS - Contract Management System -+ TemplaCMS VS.4.8
File Window Tools Help

P Close (J Open @ Mew (D Copy &, View @ Refresh Sa Print B Excel @ Delete o Reinsate [l) Show deleted =8 Bpand @ Collapse G4 Check duplicates.

@ Auto refresh -

¥ Apply last fitter

i ) Finerselectsd [] Un-filterselected | ' Changefiler fF Selectfiter i & Impont

%5 User Access/Securty
%2 Buiness Structre Drag & column header here 1o group by hat colurrn
[ st cote Gescrstion Podutgos  Frodeicaiegery COSHH Puchssedss Sodss Sckedss  Staius Fartra. Supsier it cost
B = = O] = = [CRORC O] O} O] = =
T RCSMAT186 (Deege) Bicserub 125l shot for trigger bottle Materials - Cleami  INNU Products [m} e e Lo Insctive £0.400
RCSMATIZS  (Diege] Klsensmell Smi shot fo rigges botle Materials - Clesei NN Procicss ] tem e, Bem racive oz
RCSTREE1S  10M Avtficil Christms Tree with Decerssions Consumeties R MresTrees-Ch (] Teee Tree Tree Acive £421000
| rostrees 108 Chaistmas Tree with Decorstions: Consumabies <R XmasTrees-Ch (] Tree Tree Tree Active Earsam
RCSCONX 1002 INSULATED CUPS XIDDOSMOOTHWALLCE  Comsumables R Cupa O cae Case Case Acive ) EE)
| Acseaus 12INCH SOFT WOODEN BROOM COMPLETECOC0  Janitorial - Jarito  Brocms. O tem Hem [ Active e D8
ACSEOUID  12INCH SOFT WOQDEN EROOM HEAD ONLY COCOO  Jariteial - Janite  Brooms O tem o, Bem Ieacive  EMOST2 £1310
| RCSEQUIS  12INCHSTIFF WOODEM EROOM COMPLETEZIP  Jaritrial- Jonits  rocms O tem e fem fctee et 280
RCSEQUH  12INCH STIFF WOODEH BROOM HEAD ONLY HILLZ7  Jaritoeial - Janits  Brooms 0 tem o bam Acive BMOS 13 01250
| ACSEQUIT  12ins WINDOV SQUEEGEE REPLICEMENT RUBBER  Janitrial-Janike Windawhems-  []  Packafllie  hem Bem Inactive. e
RCSCONMZ 12 PURCELL HYGENIC HAND RUB 12050ML @ £385  Consumabies A Sosm O cxme Case Case Zatve 0%
RCSCONM 121402 LIDS XI000 (TO FIT PCOOOI T316R Consumaties R Cugs O Cae Case Case Insctve  PCOOO2 ESN
[ Acsconm 1211402 WHITE HOT PAPER CUP X1000 4121 Consumables - R Cups O cme Cose Cose Inscive PCoo0z £45.450
RCSTREETD 124 Chrsimas Tree with Decorations Consumetios R MrssTress-Ch ] Tree Tree Tree Acive 2487500
| Rescomws  raumRe seRinG waTeR Consumabies <R DrnkingWater [ fem Hem Bem Active o
RCSEQUZSY 14 ins WINDO'W LAMBSWOOL APPLICATOR SLEEVE Janitorial - Janite  Vrfindow hems a hem hem hem Inactive \AD007 £2.840
| RCSeauss  14ins WINDOW SQUESGEE REPLACEMENT RUBEER  Janiorial - Jarita  Windaw hems [0 Fackoithe hem [ cive 70
x RCSEQUATI 14 RUBBER-HARD-UNGER dniceisl - it indow hema - [ tem hem bem fcive UNGSRHITS £1.080
| RCSEQUIT  15ins BONNET MOP FLOOR PAD X1 Sariteinl - oty Mags O tem e = ictve [y B
RCSTREEN 158 Chismas tios A XresTrees-Ch  []  Tree Tree Tree Aive £760500
| ACSTREEIZ 16 Christmas Tree with Decorstons Corsumatios R XresTrees-Ch ] Teee Tree Tree actve erem
RCSEQUITE 1607 KENTUCKY TWINE MOP HEAD x1 KMTWAS0  Janitoial - Jarito  Mogs 0 tem e, Bem Actve WIS 0570
RCSEQUTTS 1602 MULTIYARN KENTUCKY 45 MOPHEADS X1 Jeniorisl-Jarito Moge O tem e e Insctve  WHOMG 1620
[ RCSEQUITT 17 INCH CARPET BONNET MOP X1 Janitorial - Jarito Mops O tem Hem Bem active WHO0S £14080
RCSEQUTE 17 INCH \WIRE WOOL FLOOR PAD COURSEX10 dariteial - JanitsFloos Pads O Cosectl0 hem bem Acive ez 20380
| meseawr 18 INCH SOFT WOODEN BROOM COMPLETEF 12176 Janitoeial - Jarite  Brocms. O tem Hem Rem Active Moo s
RCSEQUZE  18ina WINDO\ SQUEEGEE AEPLACEMENT RUBBER  Jenioial-Janits WirndowBema - []  Packet1lie  ham am Iescive  WAOT 2160
::::- | ACSTREEIS 198 Chistmas Tree with Decorstons Consumabies R XresTrees-Ch ] Tree Tree Tree o 128700
Sexsion Admin I
Dashboards =
2 || ot 12110 2075 Tempts Comuter Systems L1
#2015 Tempis Computer Systerms (44 Tacrpla Advin S D DD M 202016 1500

All products which are stored in TemplaCMS can be viewed from this list.

New - click on New to create a product.

PRODUCT DETAIL (GENERAL)

9 \

Jam s

Products -

General

|
Uaw d g
Close | Previous Next || Save || € tachments Transactions
Noigste || Swe | Oher || Recod |
@|Pﬁww Suppliers  Properties  Audit  Dates
Code RCSCONT
Description | HAZE AIRWICK AEROSOL LAVENDER 12X240ML
-
Froductcategory | Airfreshener-C Kali]
VAT | (Select for averride)
[J COSHH [ Monitored product
[ Nonstock [ Ad hoc
e—"
Sales basis | 1/ [unit v
Minstocklevel | 0]
Units
Fuchoscdes | Case bl 1] Case |
Seldes Case halRd 1] Case |
Sockedas [ Case 0 1] Case |
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Code - this should be unique across all products.
Description - enter a relevant product description.

Product type

Standard - allows a standalone product to be defined.

Equipment item - allows an equipment product to be defined. When an order is places for such a product the
equipment item will be automatically created on completion of the order.

Hygiene services - where the product type selected is “Hygiene services” the following information must be entered:
EWC Code - European waste catalogue number should be entered as this is required for WTN processing.

Install product - Allows the user to define a product that must be delivered/ installed on a site prior to the first
defined hygiene service. This will create a once-only frequency service.

Remove product - Allows the user to define a final service to take place following a contract termination. This will
create a once-only frequency service.

Hygiene services

EWC code 123456
Install preduct Air Freshener - 4 \Weekly Serviced Ballater =@
Remove product tir Freshener Chrome - 4 Weekdy Service @

Staged billing - where the product type selected is “Staged billing” the following information must be entered:
Frequency - how often the billing should occur
Repeats - the number of times the billing will repeat

Staged billing
Frequency 1| | Months ~
Repeats 2

Units - unit that the products are purchased, sold or stocked in should be defined e.g. each, bottle, box, pallet etc. The first
field is the unit description and the second field the number of units.

Product category - select the Product category the product belongs to.

VAT - the rate of VAT that is applied to product, this is usually a standard rate of 20% in the UK.

COSHH - a product can be flagged as COSHH (Control of Substances Hazardous to Health) by ticking this box.

Monitored product - a product flagged as a Monitored product requires tracking and this is often used for expensive products.

Non-stock - Non-stock products allow the full use of the product database for standard description, costs and prices, as well as
full use of stores ordering processing. These could be used for frequent orders for consumables or services for example
stationary, vehicle repairs, etc. When placing an order for a non-stock product, the description can be overridden on the order
line for example ‘stationary’ can be changed to ‘notepads’

When present on ‘to-stores’ or ‘transfer orders’, non-stock products will be ignored from any stock control transactions.

Ad hoc - an ad-hoc product will also be considered as non-stock and also allows the full use of stores order processing, however
ad-hoc descriptions and specific costs and prices all have to be defined on the order line. These could be used for infrequent
orders for consumables or services, for example purchase of a new car. When assigned to an order line, the ‘product’ field is
now replaced with a text entry box where the user can enter details.

Activity status:

Active - a product thatis in use and can be selected (ordered) by authorised users when placing stores orders.
New - a product that has not yet been ordered.
Inactive - a product marked as Inactive can no longer be ordered.

Sales basis - on all no-hygiene service type products this will default to 1 unit, however on hygiene services products a frequency
count can be defined to allow sales prices to be defined at a billing frequency.
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PRODUCT PRICE GROUPS

‘:\ N = Products - (new) — ] *
L

General

Jde 9

¢ Attachments
Close Save Saveand Transactions

new -
Navigate Save Other Record

General |:Price groups; Suppliers  Properties  Audit  Dates

Fixed price Markup percentage | Zero price status Sales unit Supplier unit cost Final price
£0.00 .00% Mot applicable w
£0.00 .00% Mot applicable w
£0.00 .00% Mot applicable w
£0.00 .00% Mot applicable w
£0.00 .00% Mot applicable w
£0.00 .00% Mot applicable w
£0.00 .00% Mot applicable w
£0.00 .00% Mot applicable ~
£0.00 .00% Mot applicable ~
£0.00 .00% Mot applicable ~
£0.00 .00% Mot applicable ~
£0.00 .00% Mot applicable ~
£0.00 .00% Mot applicable ~
£0.00 .00% Mot applicable ~

£0.00 .00% Mot applicable

Multiple price groups can be set up within TemplaCMS, often used when varying prices are charged for a single product to
different clients. All of the price groups that are set up in TemplaCMS are listed in the left hand column.

Fixed price - if a standard price is to be charged regardless of fluctuations in the product price then it can be defined against the
necessary price group.

Markup percentage - the percentage that is added to the supplier unit cost to calculate the price charged on a price group.

Zero price status:

Not applicable - doesn’t apply.
FOC - defines the product as free of charge.
Inclusive - defines the product as one which is included in the clients agreement i.e. no additional charge is required.

Sales unit - unit the product is sold in.
Supplier unit cost - supplier cost per unit.

Final price - where markup % is used the Final price is calculated based on the preffered supplier cost and the % entered.

PRODUCT SUPPLIERS

'_;. Products - 13 LITRE SPRING WATER - O

i File Tools Help
IL:] Close H Save @ Previous Ep Next ||\ Notes § Attachments

i @ Transactions -

General  Price groups | Suppliers | Properties  Audit  Dates

Drag a column header here to group by that column.

|ﬁ Supplier Part code Lnit cost | Purchase as Min arder Max order | Preferred? VAT code
» i ANGELSPR £4.500 ltem 0 0 |
Add Remove Details
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Asingle product can be purchased from multiple suppliers. All of the suppliers a product is associated with appear on this tab
but one should be flagged as the Preferred Supplier which enables the system to know which supplier to use when placing a
Stores Order.

Add - allows the user to select the supplier from the list to add them to the product.
Remove - suppliers can be removed from the product by selctting (highlighting) them and clicking remove.

Details - displays the supplier detail window of the selected (highlighted) supplier.

PRODUCT PROPERTIES

T Products - 12" STAIMNLESS STEEL CHANMEL & RUBEBER - O
i File Tools Help
u_:] Close H Save 4@ Previous Gp MNext '_\ Notes ¥ Attachments
a Transactions -
(General  Price groups  Suppliers Dates
Value
FroduciDetai 22015 Templa Computer Systams Lid

All Product property types that have been set up within TemplaCMS will appear on this tab to allow the user to record
additional information that may be needed against the product.

PRODUCT AUDIT

737 Products - 12 INCH STIFF WOODEN BROOM COMPLETE 279 - ]
: File Teols Help
uj Close H Save 4@ Previous & Mext | 3 Notes P Attachments

H a Transactions ~

General Pricegroups  Suppliers  Properties

Drag a column header here to group by that column.

Added By Section Details
» 26/01/2012 13:54:05 Templa Admin General Product added - 12 INCH STIFF WOODEN BROOM COMPLETE 27P
26/01/2012 13:54:05 Templa Admin Suppliers 12 INCH STIFF WOODEN BROOM COMPLETE 27P

Supplier added
Supplier - THAMESMEAD BUS. SERVICES LTD 1 RO87

17/08/2012 12:40:32 Steve Matthews  Suppliers 12 INCH STIFF WOODEN EROOM COMPLETE 27F
Supplier changed - THAMESMEAD BUSINESS SERVICES LIMITED
Supplier - THAMESMEAD BUSINESS SERVICES LIMITED ** changed from

The Audit tab automatically record any changes made to a product along with the time and the user who made the change.
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727 TemplaCMS - Caniract Management System - TemplaCMS V543
¢ File Window Teels Help

 Close (J Open @) Mew B Copy &, View @ Refresh G Print & Excel W Search & ClearSearch Q) Delete o) Reinctatz [ Show deleted =@ Expand @ Collapse @ Check duplicates
& Import | &) Filterselected [] Un-filter selected

« @ Auta refresh

L Y bieris | Product Graus List x
Dl iepance) Product Group List
o User Accessiacarity
(5% Business Stiuctue Drag a columa header here b group by hat cohuemn
(5 %G Bud
el [ st cose Descrgtion
oo =
b Adhec Adhoc hems
Watarizls Clearing Chemicals
Equioment Equipment
Hs Hygiene Services
Jarsteral Janscral Nema
Consumables R chargeable washroom items
@ Siores Temploe Avicw Warkwear Untorma
@ Siores Templse Product eview
@ units
g Equpment
Spend Limits
Prce Revien
(5% Docurent Managemert
¥ % Workfiow
3% Fifters
8§ Accounts
5 %G Dashocards
Contract Admin
Payiol
Workbitls
Hygiene Services.
Bilng
‘Transaction Register
stores
Reports
Period vear End
Maimtenance
service point
System Admin
Admin oE|
Dashbaards Code:
2 |[roaercruetior 7roms 2015 Templs Compuser Sysmms L
‘Templa Admin S DD @ M s 162

All product categories within TemplaCMS must belong to a Product group for example there may be several related Product
Categories that can be grouped together to enable the user to easily search for products as well as for reporting purposes. For
example, Product categories for Hoovers, Buffers, Scrubbers & Dryers could all be linked to a Machinery Product group.

New - click on New to create a Product Group.

PRODUCT GROUP DETAIL (GENERAL)

*! Product Group Detail - Cleaning Chernicals - |

: File Tools Help

ij Close H Save <@ Previous Ep MNext
General | Costtypes Tasktypes  Dates

Code Materials
Description Cleaning Chemicals
Preferred supplier

Revenue override

¢ (8

FroductGroupDetzil & 2075 Templs Computer Sysfems Lid

Code - this should be unique across all Product groups.

Description - enter a relevant description.

Prefered supplier (optional) - if there is a single supplier who all items within a group will be purchased from the suppier can

be defined on the Product group.

Revenue Override (optional) - if all recharagble products within a group should be attributed to a certain Revenue type that is

different to that as defined on System Control.
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PRODUCT GROUP COST TYPES

E?E Product Group Detail - Adhoc ltems

! File Teols Help
i [ Close k) Save <@ Previous B Mext

General Task types  Dates

Ad-hoc materials

Equipment

Inclusive Consu..

Materials

Rechargeable It. Re-chargesble Miscellaneous
Uniform

FProductGroupDetai!

B 2075 Templz Computer Sysfems (fd

Specifies which Cost types should be used if different to what has been defined on System Control.

PRODUCT GROUP TASK TYPES

E?E Product Group Detail - Adhoc lters

i File Tools Help
ﬂ,:] Close H Save €@ Previous Ep Next

General  Cost types |Tasktypes| Dates

Ad-hoc materials
Equipment

Inclusive Consu.. |

Materials

Rechargeable It. Re-chargeable Miscellaneous
Uniform

FProductGroupDetail

BI075 Templa Computer Sysfoms Lfd .

Site transactions require that all cost and revenue transactions are associated with a Task type, therefore the Task type set

against each Purchase type.
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751 TempIiCMS - Contiact Management System ~ TamplaCMSVSAB
Fie winge Tesls res
) Close ) Gpen € New G Copy 9, View @ Refrsh 3 Pint § Bxcel W Serch & Gew Seancn @ Decte @ Feirse [ Showdeleind = Expand W Collpse G Creck cupiicates - @ o e

o

Bulk Fill Soaps. Bull il Soaps
Capar Comar
Corpel Clesrers Comet Clozners
CandgaSoaps  Gaidge Sozpa
Chaceel Blocks  Chonne! Hocks
XmosTroes  Chiskres Trees
Catra Chara
Ciom Cupe

[

Contract Admin
ayroll

Warkbits

ygiene Services
g

Transaction Register
seares

Reports.

eriodear emd
Homtenance
Service Point
system admn

‘Session admm
Dashboards

2075 T Corpeter S 7 Tencl Adrin LW T

e

All products within TemplaCMS must belong to a product category e.g. Glade air freshener may belong to the Product category

called Air freshener etc.

New - click on New to create a Product Category.

PRODUCT CATEGORY DETAIL (GENERAL)

asn

¢! Product Category Detail - Airfreshener-M — O

File Tools Help

H_J] Close H Save 43 Previous Bp Next
General | Costtypes Tasktypes Dates

Code
Description Airfreshener-M
Product group Cleaning Chemicals

Preferred supplier

Revenue override

Iﬁlﬁ%

FroduciCafeganyDetail S 20715 Templa Computer Sysfems Lfd -

Code - this should be unique across all Product categories.
Description - enter a relevant description.

Product group - select the Product Group the Product Category belongs to.

Prefered supplier (optional) - if there is a single supplier who all items within a Product category will be purchased from they

can be defined here.

Revenue Override (optional) - if all re-charagble products within a Product category should be attributed to a revenue type

which differs from what has been defined on System Control it can be set here.
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PRODUCT CATEGORY COST TYPES

¢! Product Category Detail - Adhoc Rechargeable item - O

: File Tools Help
E_j Close H Save <@ Previous Ep Mext

(General

Costypesi| Tasktypes Dates
Ad-hoc materials

Equipment

Inclusive Consu...

Materials

Rechargeable It. Re-chargeable Miscellansous
Uniform

ProductCategonyDetsil & 2075 Templa Computer Systems Lid e

Specifies which Cost types should be used if different to what has been defined on System Control.

PRODUCT CATEGORY TASK TYPES

T Product Category Detail - Adhoc Rechargeable item — O
: File Tools Help

i [ Close k) Save 4@ Previous & Next
General Costtypes

Ad-hoc materials
Eguipment
Inclusive Consu...
Materials
Rechargeable It.
Unifarm

FroduciCatagaryDatail 82075 Templs Computer Sysfems Lid -

Site transactions require that all cost and revenue transactions are associated with a Task type, therefore the Task type set
against each Purchase type.
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Product Structure

THT TamplaCMS - Contract Management System -- TempleCMS V4.8
¢ Fle Window Tools Help
i (D Close

i Print § Excel ™8 Epand @ Colapse @/ Oeargrouping WP Productsin Supplier: WP Productsin Price groups WP Products in Templates

@ Siores Tamplats Review

Service Pomt

System Adovin
Session Admin

Dashboards

Product Structure
| Product |
Supplier
=
Supplier
THAMESILL - THAMESILL
THAMESILL - THAMESILL
THAMESILL - THAMESILL
THAMESILL - THAMESILL
THAMESILL - THAMESILL
THAMESILL - THAMESILL
THAMESILL - THAMESILL

B Product : RCSCOMN102 - Baga Clear 2237 250G COMPACTOR (20 ineers)

Supplier
THAMES - THAMES
THAMES - THAMES
THAMESILL - THAMESILL
THAMESILL - THAMESILL
THAMES - THANES
THAMES - THAMES
THAMESILL - THAMESILL
THAMESILL - THAMESILL
THAMES - THAMES
THAMES - THAMES
THAMESILL - THAMESILL
THAMESJLL - THAMESILL
THAMES - THAMES

Frce greup
=

Price grop

AMCPLI - GACS Prce Lint
STo- 0%
STD30 - 0%
sTo20.20%
STD20- 20% St Pice Lis
STD10- 10% Stadrd Price List
STO10 - 10% Standard Price List

Prce g
STD0- 10% Stadrd Price Lis
STO10 - 10% Standaed Price List
STD0- 10% Standan Frice Lis
STD0- 10% Stadard Price List
STD20-20% Staderd Price Lis
STO20 - 20% Swandaed Price List
STD20- 20% Standar Price Lis
STD20-20% St Price List
STD3- 0% St Pice Lis
STD30- 20% Standan Price Lis
STD30-20% Standar Price List
STDN- 0% St Price Lis
LLPLY - JLL Price List
JLLPLT - JLL Price List

Tempisie
=

Tempiate

JuB-aL8

RECIE - Rachargesble Goods
JUE- LB

RECGE - Rechargenble Goods
-8

RECGE - Rachargeable Goods
LB JLLB

Tempisie
RECGE - Rachargesble Goods
AUE- LB
RECGG - Rochargeable Goods
Jus-a8
RECG - Rachargesble Goods
AUB- LB
RECGG - Rechargeable Goods
JuB-JL8
RECIGE - Rechargesble Goods
JUE- LB
RECGE - Rechargenble Goods
JUE- L8
RECGE - Rachargesble Goods
JULB- JLLB

JLLPLY - JLL Frice List

RECGG - Rechargeable Goods

THAMESJLL - THAMESILL

JLLPLY - JLL Price List
STOS0 - 50% Standard Price List
STDS0 - 50% Standaed Frice List
STDSD - 507% Staredand Price List
STOS0- 50% Standard Price List

JUE-JLLB
REC(GE - Rachargesble Goods
- s
RECGE - Rechargenble Goods
JUE-ALB

il Product : RCSCON1 14 - CAREX GXS00ML ANTH-BACTERIAL PUMP SOAP (36 items)

2 || rotecrsrucnre.

2075 Tampls Computer Sysiams (#]

2015 Temply Compuser Syatems (nf

Temgla Advin

YY)

All products in TemplaCMS will appear on this list alongside each supplier, Price group and Stores template that they are

associated with i.e. where a product appears on more than one Price group it is listed multiple times, once for each

Price group.

Products in Suppliers - this option groups the list based on each Supplier and the Products they sell:

= Supplier : ACCOMPLI - ACCOMPLI (3 items)

=l Product : RCSCON2ES - MINI-JUMBO TOILET TISSUE 60MM (& items)

Price group

5TD30 - 30% Standard Price List

STRAN - M Standard Priee | ist

Template

CwVH_CON - CWwWH - Consumables

CwivH CON - CWwWH - Cansumahles

Products in Price groups - this option groups the list based on each Price group and the Products that belong to the Price

group.

Price group : - (144 items)
= Price group : AMCPLT - GACS Price List (256 items)
=l Product : HS002 - Air freshener refil (1 item)
Supplier
MILLSWIC - MILLSVIC

Products in Templates - this optoin groups the list based on each Stores template and the products defined on the Stores

template.

= Template ; CWWH_COM - CWwWH - Consumables (4 items)
= Product : RCSCOMN255 - MINI-JUMED TOILET TISSUE &0MM (18 items)

Suppher
ACCOMPLI - ACCOMPLI

INTACARE - INTACARE
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151 TemplaCMS - Contract Mnagement System - TemplaCMS V543 s x
=
P 0w Q vew T Copy @, vien @ Refresn (3 Prim & Excel W Searcn & ewrsearcn @ Deiete ) Reinsie ) Show celetes = Expang @ Coliapse i Creck cuplicates - @ auto refresn

&) Fiterseected [ Un-fierselected

L B o Purcrace Tyoes x
Purchase Typos
oo coesalSecuity
& y tatcolumn

Drag 3 column heada

[ st co

ool

N T —
CONSUMALE:
MATERILS

RECHARGE

Pe——— Orect scess |

—— i e—

wtor Systors o7 Templa Admin P Y L |

When placing a stores order a Purchase type for each Product must be selected, this indentifies whether the cost of the purchase
is included in the service contract or costs extra etc.

New - clicking New will launch the purchase type detail window.

PURCHASE TYPE DETAILS (GENERAL)

asm

#* Purchase type detail - Consumables — O

: File Tools Help

! [ Close kg Save €@ Previous Ep Mext
Generzal | Dates

Code COMNSUMABLES
Description Consumables
Nature Consumables w

[] Client confirmation required?

Furchaze Typeletail B 2075 Templz Computer Systems L7 .

Code - this must be a code that is unique across all Purchase types.
Description - enter a relevant description.
Nature - refers to the type of purchase:

Consumables - are additional products requested by the customer to be provided throughout the year, where
contract billing takes place, e.g. one-twelfth is billed monthly and then reviewed during the year for overs/unders e.g.
toilet rolls.

Materials - are considered inclusive in the DOC contract billing, i.e. they relate to the basic products used for cleaning.
Recharge - are any other additional products that are ad-hoc purchases that will be billed separately.

Ad-hoc - are additional products that will be billed as they are used.
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Price groups list

TE TemplsCMS - Cantiact Mansgement System - TemplaCMS VS48 - 8 X
: File Window Tools Help
i (0 Gose () Open @ New [ Copy @, View @ Refresh 3 Print & Bucel W Search & e Search () Deleie W0 Rsinstate [ Show deleied =8 Expand B Collapse (G Check duplicates - i@ At ivesh =
§ ) Pitersmected [ Un-fiterselected
Mty Encloyess  Purchase Types  Suppliers | Price Growp List x
Maintenance
5 =8 User Accasa/Secuaty
1'% Business Sirciure Draga column header here t group by it column.
aeg
19§ Payral [ S Cote Descripion
= Biling AE® =
= %G Purchasing .
o Sein ston 10% Stonderd Prie List
5 =8 Prodets 1020 20% Standerd Price List
@ Producs
@ Frocet Grogs sto% 307% Standerd Price List
@ Product Categeries 105 50% Standard Price List
@ Prosust Suuctes
@ Purchasa Types AFTSL AFTS Frice List
@ Prics Grougs 1 A
3 Do BAPL BAMP Frice Lst
@ Stores Tempisie Revien EEMFLY BEMC Frice Lint
@ Siores Tempizie Procct Rvien =
@ ln »|escaur BGCH Price List 1
® =@ Eauipment =) CCS4 P it
@ Spend Limits
= e eview crsH CRSHPRIE LIST
1§ Document Maragemert cweLt WM Price List
71 o Viridiow
@ g s AMcRLI GACS Price Lint
1% decounts BGWRLY GBS Price List
=8 Dasreoercs
GeBPRLL GEBP rice Lst
GEgLY GEGS Prcs it
icBrL1 1085 Frice Lst
Y] I PriceList
ey JLTE Prce List
o JAPLY JPIH Price List
e Ll LB Price List
Workbills
PHOPLY PHOS Price List
Hygiene seraces.
— RETCLI RBTC Price List
RseeL) 855 Fiica st
stores SR SHLB Price Lt
Reparts un Unforms Incluaive
PerdYear tnd WRLPLY WPLT Price st
Hamtenance
servce ot
System admin
Sesswon Admin vE|
Dashboards. Code
2 2o e m—|
2015 Tempis Computer Systems 115 Termgls fdin S OO B Num o020 1146

Multiple Price groups can be set up within TemplaCMS thus allowing the flexibility for product prices to vary between clients.

New - click on New to create a new Price group.

PRICE GROUP DETAIL (GENERAL)

E?E Price Group Details - 50% Standard Price List

File Tools Help

! [ Close H Save <@ Previous Bp Mext ™8 Expandal ® Collapseall (g Print & Excel

- O

Generall Products  Contracts  Dates

Code

Description | 50% Standard Price List

FriceGroupDatzil

B2075 Templa Computer Sysfems Lid

Code - this should be unique across all Price Groups.

Description - enter a relevant description.

Default mark up % - if a % is set then all products in the Price group will be sold for that % more than there unit price.
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PRICE GROUP PRODUCTS

E?E Price Group Details - 30% Standard Price List — O
: File Tools Help

! [J Close u Save 43 Previous B Mext ™3 Expandall ® Collapseall (23 Print & Excel
General | Products | Contracts  Dates

IDrag a column header here to group by that column.

Product | Product group | Product category | Fixed prioe| Markup percentage | Final price ’:'
=] = = = = =

RCSCON._.. Consumables - Airfreshener-C 00 30.00% 26.14
~ RCSCON.. Consumables - Airfreshener-C 00 50.00% 3372

... Consumables irfreshener-C

=
=

T RCSCON.. Consumables —  Airfreshener-C

00 50.00% 4071
~ RCSCON.. Consumables - Airfreshener-C .00 50.00% 110.25
~ RCSCON_. Consumables - Airfreshener-C )] 50.00% 1542
~ RCSCON.. Consumables - Airfreshener-C 00 50.00% 17.04
~ RCSCON_. Consumables - Bulk Fill Soaps .00 50.00% 71.85
~ RCSCON_. Consumables - Bulk Fill Soaps 00 46.00% 14.69
~ RCSCON.. Consumables - Bulk Fill Soaps o 50.00% 1556 ,
PriceGrouplefail © 015 Templa Computsr Systems Lid .

The Products tab is purely informational displaying the all products which are included in a Price group and the correspondng
price that is charged for them. Products can only be added to a Price group from the Product detail window.

PRICE GROUP CONTRACTS

E?E Price Group Details - 30% Standard Price List — O

: File Tools Help
i [ Close H Save <@ Previous Ep Mext ™8 Expandall ® Collapseall (ga Print

bE

| 7|
General  Products | Contracts | Dates
Drag a column header here to group by that column.
Contract | Contract start date | Contract end date [~

= [
DSCOMT - 011012011

CAMPIDT - AL D100
C CFIHIOT - €. otiodszoid
[ EGIEOT- B

ENBN/T - 01/01/2011
— BWTHT - oniotzom
— CIAMAS-CC oiaizom
C CIAMIGZ - CLorai2om

W
<howal &l
FriceGroupDetail © 20715 Templz Computer Sysfems Lid e

The contracts tab is purely informational displaying the all contracts that the Price group is assigned to along with the start and
end date of the contract. Price groups can only be added to a contract via the contract detail window.

Open - displays the contract details of the selected contract.
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Stores templates

71 TemplsCMS - Contract Mansgement System - TemplsCMS V542

¢ Flle Window Tools Help

i () Oose ) Open € New (3) Copy @, View @ Refresh 5 Print & Excel % Search

§ ) Fiterselected [] Un-fiter slected

Maintenance

=G User Access/Secunty
= Business Structure

G Budgels
7 =@ Payroll

@ Price Groups

@ Siores Templates

@ Stores Template Review

@ Stores Template Product Review

esta | Stoces Tomplaies.
Drag a column heades h

) 51 Cote

ere 13 group by that column,
Description

®

@ ClearSeuch () Delete ) einstste [ Show deleted %G Expand @ Collapse (G Check duplicates

Purchase type
®

- @ Auto refresh

2EE
v cwncon

CWVH - Consumables

RECHARGE - Recharge

MATS_GACS
HAT_GHP
MATS_ICBG
s
MATIOHN
MATSTORES
AT
MATROR
maTRL
RECGG

Perind/Year End

Service Pamt

System Admin

Gacs
GNKP

1c85

ue

Jobn - findow cleaning

Matenals

Matssisls Terpiste

Matesils top 30 st

Fainciz Lupons - Materisls Templsie.
Rechargeste Goods

MATERIALS - Materials
MATERIALS - Materials
MATERIALS - Materials
CONSUMABLES - Congumabiss
MATERIALS - Materisls
MATERIALS - Meterizls
MATERIALS - Materisls
MATERIALS - Materisls

MATERIALS - Materisls
RECHARGE - Recharge.

‘Session Admin

Dashboards

e

|| seves remotsntise 1110w

©.2015 Tempi Computer Systoms L2

2015 Templs Computer Systems (i

Terpla Admin:

S @ @ @ wm sooos s

Stores Templates can be used when placing a Stores Order to pull in the Products listed on the template. One or more specific
templates can also be assigned to a contract and in doing so, this will control what products can be ordered on the specific
contract.

New - click on New to create a Stores Template.

STORES TEMPLATE DETAIL (GENERAL)

37 Store Template - GACS — O
¢ File Tools Help
i [J Close k) Save <@ Previous Ep Mext ™3 Expandall ® Collapseall (ga Print & Excel
|General| Products Contracts  Mobile users  Dates
Code
Description | GACS |
Purchase type | Materials |‘@n|o|
Stores TemplafeDatzil 82015 Templa Computer Sysfems Lid -

Code - should be unique across all Stores Templates.
Description - enter a relevant description.

Purchase type - a default Purchase type for all of the Products included on Stores template must be selected.
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STORES TEMPLATE PRODUCTS

T Store Template - JLLB - m}
: File Tools Help
P Close kg save <@ Previous & Next ™3 Expandall ® Collapseall (3a Print & Excel

General | Products | Contracts  Mobile users  Dates

Drag a column header here to group by that column

EE Product Product group Product category Preferred supplier | Override preferred supplier T‘
» S RCSCONS - AIRCARE REFILLS SERENADE 6X310ML R L

RCSCON3 - GLADE JASMINE 12X500ML 7511631 Consumables - Re-chargeabl..  Airfreshener-C THAMES

RCSCON4 - GLADE LAVENDER & VIOLET 12X500ML 7511633 Consumables - Re-chargeabl..  Ajrfreshener-C THAMES

RCSCON2 - GLADE PACIFIC BREEZE 12X500ML 7516533 Consumables - Re-chargeabl..  Ajrfreshener-C THAMES

RCSCONS - HAZE AIRWICK AEROSOL COOL LINEM/LILAC x12 Consumables - Re-chargeabl..  Ajrfreshener-C THAMES

RCSCONT - HAZE AIRWICK AEROSOL LAVENDER 12X240ML Consumables - Re-chargeabl.. - Ajrfreshener-C THAMES

RCSCONG - TAGFRESH APPLE 4X20 TAGS Consumables - Re-chargeabl..  Airfreshener-C THAMES

RCSCON16 - COURTESY 2X5LITRE HANDWASH REFILL 810792 | Consumables - Re-chargeabl..  Bulk Fill Soaps THAMES

RCSCONS - ECOVER FLO NEUTRAL HAND WASH 4X5L Consumables - Re-chargeabl.. | Bulk Fill Soaps THAMES

RCSCON14 - LUXURY WHITE 2X5LITRE HAND/BODY WASH Al.. | Consumables - Re-chargeabl.. - Bulk Fill Seaps THAMES

RCSCON15 - OCEAN BLUE 2X5LITRE ANTIBAC SOAP A158EEV2 | Consumables - Re-chargeabl.. - Bulk Fill Soaps THAMES

RCSCON12 - PINK PEARL S5LTR HAND/BODY WASH ADTIEEY Consumables - Re-chargeabl.. - Bulk Fill Soaps THAMESJLL v

Add Add multiple Remaove Detzils

Stores Temp)

Details relating to the Products included on a stores template can be viewed but not altered on this tab.

Add - allows the user to select a Product to be added from the product list.

Py i

+ ! Stores Template Product - JLLB - (new) O

¢ File Tools Help
P Close (@ Accept 1@ Acceptand new

General | Dates

Product | k-5
Qiride preferred supplier

Order guantity limits

Min 0| [sales umit]

Max 0

Mote, template ordering limits are only relevant when ordering for a client site.
The product level purchasing limits are used when ordering for internal stores.

© 2015 Templs Computer Sysfems Ltd

O/ride preferred supplier - it may be the case that the preferred supplier for a Product varies based on where in the country the
site is located therefore TemplaCMS allows the selection of a supplier at Stores template level. If a certain supplier is
preferable, they can be selected from the dropdown menu when adding the new Product to a Template.

Min - the minimum number of the Product that can be ordered at one time.

Max - the maximum number of the Product that can be ordered at one time.

Add multiple -allows the user to add multiple Products to the Template at the same time.

Remove - clicking Remove when a Product is highlighted will unassign that particular Product(s) from the Template.

Details - displays the Product detail of the selected Product.
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STORES TEMPLATE CONTRACTS

E?E Store Template - JLLB B -

i File Tools Help
i [ Close kg Save <@ Previcus = Next =@ Expandall ® Collapseall (2a Print & Excel
General  Products | Contracts | Mobile users  Dates

Drag a column header here to group by that column.
Contract

Contract start date
(3 BAFHIOT - BAFH FITZWILLIAM 01 0

[show i =
Storss TemplateDstzil © 20715 FTemplz Computer Sysfems Lid i

The Contracts tab is purely informational displaying the all contracts that the Stores template is assigned to along with the start
and end date of the contract. Stores templates can only be added to a contract via the contract detail window.

STORES TEMPLATE MOBILE USERS

E?E Store Template - ILLB . O
: File Tools Help

i [J Close kg Save 4@ Previous & Next ®@ Expandall ® Collapseall Ga Print & Excel
General  Products  Contracts | Mobile users | Dates

Users

AM

CR

Ben Swesney
Anne King

Stores TemplateDetar! © 20715 Templa Computer Sysfems Ltd

Users defined here will be able to order products on this Stores Template when creating a Stores Order Request (SOR) on the
mobile device.

Add - click on Add to select a mobile device user to add to the Stores Template.

Remove - clicking Remove when a mobile user is highlighted will unassign that particular user from the Template.
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Stores template review

73 TemplaCMS - Contract Management System — TemglaCMS V548
i File Window Tacls Help
D Close (J Open ) New @, View @ Refresh 5o Print @ Excel S Search @ ClewrSearch o8 Expend @ Collapse @ Auto refresh - 3 Show posted

i &) Fiterselected [ Un-Tiher selected

Mlens  Stores Templates  Siores Temelie Review List |

Stores Templote Review List

3 Business Stucare Drag a column header here to aroup by that column

@ Preduet Greups
@ Product Categories
@ Product Siruchure:

@ Stores Temglate Froduct Review
@ units
& =g Equipment

5§ Deshbosrds

wEl

Cote

| stores remaistoReviewatchist 1 rova

2015 Templs Compoter Systeons 1

@275 Tempis Computer Systams 121 Templa Agmin

S @ @ @ num ooz 1350

As a number of stores order Templates may be created the assignment (or indeed removal) of these templates to contracts
could become a burden therefore the Stores Template Review process allows users manage this more effectively.

New - click on New to create a Stores Template Review batch.
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STORES TEMPLATE REVIEW BATCH DETAIL (GENERAL)

._? Stores Temnplate Review Batch - (new) O

: File Tools Help

i ) Close kg save

General | Extraction  Action

Batch number new batch
Description January 17
Storas TemplsfeReviewBstchDetsi © 2075 Templa Computer Systems Lid

Save - click on Save to generate the Stores Template Review Batch.

._? Stores Template Review Batch - Test O
: File Tools Help

i ) Close G@ Previous Ep Next

i 4F Reviewitemns €) Delete {3 Post

Extraction  Action

Batch number 1
Diescription Test
Stores TemplateReviewBafchDatzil © 20715 Templa Computer Sysfems Lfd

Review items - once the Extraction and Action options have been completed this will display a list of all contracts meeting at
least one of the criteria, allowing the user to then review and optionally delete contracts from the list.

Delete - removes the batch without making any changes.

Post - posting the batch will create new ‘work in progress’ versions of the included contracts and apply the actions to either add
or remove templates. The user is then given the option to automatically send the resulting contracts to workflow for approval.

Batch number - the next available number will be automatically generated.

EXTRACTION

T Stores Template Review Batch - Test O

i File Tools Help
i () Close €@ Previous Ep Next

i 4f Reviewitems @) Delete &g Post

General | Extraction | Action
Drag a column header here to group by that column.

 Facilities Management Cperations Manager Contract Manager Supervisors

Add Remove Details

Stores TemplafeReviewBaichDetzil B 2075 Templs Computer Sysfems Lid

This allows the user to add multiple sets of extraction criteria, where each comprises a combination of business analysis
codes at any level.

Remove - clicking Remove when an extraction line is highlighted will unassign that particular extraction line/criteria from the
Extraction criteria list.
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Detail - opens the store's template item review batch window which displays the Business Analysis criteria that the review is

based on.

Add - allows the user to enter Business Analysis level extraction criteria on the Stores Template Item Review batch screen.)

E-EE Extraction - (new)
: File Tools Help

i [ Close (@ Accept @ Acceptand new
Business Analysis |

|

Business analysis

i Faciliies Management

QOperations Manager
Contract Manager
Supervisors

Stores TemplafeRaviewBafchifemDatail

B 2075 Templs Computer Sysfems Lid -

ACTION

E?E Stores Template Review Batch - Test

: File Tools Help

ﬂ Close @ Previous 59 Mext

.;;f‘ Review items ﬁ Delete @ Post

General  Extraction |

Drag a column header here to group by that column.

Action

}  Add template GACS

Add Remove Details

Stores TemplafeRaviewBaichDefail

B 2075 Templa Computer Sysfems [fd

Add - displays the Stores Template Review batch screen, which allows the user to select whether to add or remove a Template

from the contracts based on the extraction criteria.

37 Action Detail - (new) O
File Teols Help
[j Close ﬁ Accept & Acceptand new
Action |
Action |.s'3.dc| |
Stores template | John - Window cleaning |‘3:~‘0|
Stores TemplateReviewBatchActonDatail ® 2015 Templa Computer Systems Lid

Action:
o Add
®  Remove

Stores template - allows the user to choose a Template that should either be added or removed from the contracts based on

the extraction criteria entered.
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Stores template product review

72 TemplaCMS - Contract Management System -~ TemplaCMS V548
 File Window Tools Help

O Close ) Open @ New @, View @ Refresh 5 Pint  Excel B Search @ CearSeach o Erpand @ Colapse @ Autorefresn + 5 Showposted

&) Fiter selected [] Un-fiterselected

Meis  Employees  Conizcls | Slores Templste Product Review List |
Stores Template Product Roview List

11§ Business Structure Drag 3 calumn header

[# St Baich rumber Descripien
s %G Biling Bk =

»i 1 fest

@ Stores Terplzies
@ Stores Tempie Roview
@ Stores Terplote Product Review

= Frice Resiew
=G Document Management
)% Workfiow

= Filters

v

Dashboards Cose [

¥ || stves rempisterroctscomerengetiat 1eows

2016 Tempi Compurer Sysiems |

©2015 Taals Computer Systorms (1 Templa Adrin

& 0D D wuw oo0ts 1424

The review process allows products to be added or removed from multiple Stores templates.

New - click on New to create a Stores Template Product Review batch.

STORES TEMPLATE PRODUCT REVIEW BATCH DETAIL (GENERAL)

E?E Stores Template Product Review Batch - test

: File Tools Help
i [ Close k) Save 4@ Previous B Next ™. Notes

: &) Delete §F Post

|Genera|| Extraction  Action

Batch number

Diescription | test

Stores TemplafeFrodictReviewBatchDetail

& 20718 Templs Computer Systems Lid

Delete - removes the batch without making any changes.

Post - posting the batch will apply the Actions based on the Extraction criteria and add or remove the products from the relevant

Templates.
Batch number - the next available number will be automatically generated.

Description - enter a relevant description.
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EXTRACTION

E?E Stores Template Product Review Batch - test

: File Tocls Help

i Close k) Save <€A Previous Ep Mext ) Notes
i ) Delete & Post

General ||

|ﬁctiun

Stores template
p JLLE

Remove Addall templates |

Drag a column header here to group by that column.

Stores TemplateFProductReviewBafchDetail

2076 Templs Computer Sysfems Ltd

Add - allows the user to select the Stores templates that will be updated by the Stores Template Review batch.

Remove - clicking Remove when a Stores template line is highlighted will unassign that particular line from the Extraction

criteria list.

Add all templates - automatically includes all Stores templates in the review batch.

ACTION

E?E Stores Temnplate Product Review Batch - test [}
: File Tools Help

i [ Close k) Save <@ Previous = Mext ®. Notes

{ Q) Delete &g Post

General  Extraction |}/

Drag a column header here to group by that column.

Action

p Add product 12 INCH SOFT WOODEN BROOM COMPLETE COCI04

Remove Details

Stores TemplateFroductfeviewBatchDetail

B 2078 Templs Computar Systems [fd .

Add - allows the user to select whether to add or remove a Product from the selected Stores templates.

E?E Action Detail - test - (new) O
File Tools Help
H:J Close a Accept |5 Acceptand new

Action |
Action | Remowve |
Product iz 1ncH sTiFF wooDeN BrRooM coMPLETE 277 IS

Storss TemplatsfroductReviewBatchActionDetail S 2018 Templa Computer Systems Lid 4
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Action:
e Add

e Remove

Product - select the product that should be added or removed from the selected templates.

Units

31 TemplaCMS - Cantract Management System - TemplaCMS V3dg ~a x
© File Windew Teols Help

i () Gose (J Open € New [ Copy &, View @ Refresh s Print & Excel B Search @ CexrSearch €) Delete ) Reinsiste [ Show deleced =@ Expand @ Collapse & Check duplicates ~ @ Auto refresh ~

i &3 Filterselected [ Un-filter selected

Contsiner Cortainer

@ Siores Template Revien Drum Drum

(5 % Document Mencgernent Pab
0 %@ Viorkfow = X
@ = Filters Pair
© wg Accounts. FINT EINT
%2 Dashboaids

fiem
i

5 = Frice Review Pack Pack
Ped
Fait

‘Session Admin [Directsceess JCl=

2] riior 15 rowe 2076 Tamypls Computar Systems L
2016 Tampis Gompuer Sysiems Lt Tempéa Admin © O @ © nwomoens 1

Units That products are purchased, sold or stocked in should be defined.

New - click on New to create a Unit.

UNIT DETAIL (GENERAL)

37 Unit Details - Box - O
! File Tools Help
i [ Close kgl Save <@ Previous B Next
Genera|| Dates
Code
Description | Box |
LinitDetzil & 20716 Templa Computer Systems Lid |

Code - this should be unique across all Units.

Description - enter a relevant description.
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EQUIPMENT

Equipment Item List

75T TempleCMS - Contract Management System - TemplaCMS V548

¢ File Window Tools Help

i (J Cose {J Open Q) New [ Copy &, View @ Refresh 3 Print & Excel ) Delete ) Reinstate [l Show deleted @ Expand W Collapse K Check duplicates.
i ) Fiterselected [7] Un-filter selected | % Change biter %' Select fiter

- @ dutorefesh

~ Y Apply last fiter

= WG User Access/Securily
@ =g Business Structure Drag & column header here 1 oroup by that columa.
:J': m St Code Description dasetnu Equipca Equipgr Purchasedae  Purchase value Current site Effective Last PAT date Nt PAT date Frequen Frequen Migsing Purches Goodsr Siores o Supphier Serial Numbar Warranty Paricd
3 Biling Zloi] ol E & 8 ® @ o] g B @ @ 8§ EEE E & & & £} i
a=s f."""‘"’:‘ [T ot T C CE.O osozen £100.00 [} o m) o o []
£ =@ Products
@ Produes
@ Product Groups
@ Froduct Categories.
@ Product Structure
@ Puchasa Types
@ Frice Groves
@ Sires Tenrpiaes
@ Stores Templae Revien
@ Stores Template Product Revew
@ Unis
= =8 Eguipment
@ Equipment fems.
@ Eapment Grous
@ Eaupment Coegeres
@ Eaupment i Forms
@ Sperd Limis
&l @ Price Review
8 Document Management
= werkfiow
i %G Filters.
ae
& %G Dashboards
Pre———
Fayesl
‘Workbills
gene seraces
‘Billng
Transaction Repister
Stores
Reports
Period|Year End
Scrsie Peint
System Admm 1< >
Pe—— rectaceess =
‘Dashboards. Code
2 [[Emsmmenstemtist 1 rows. 2016 Temols Compuder Sysiers L
22076 Tempis Compuser Systems 17 Teenpla Admin S BB O oM 00 145
All Equipment items set up in TemplaCMS are displayed on this grid.
New - click on New to create an Equipment item.
137 Equipment/Service Detail - test - O
: File Tools Help
ﬂ Close H Save <@ Previous & Next '-\} Motes ? Attachments
G Transactions -
General | Sites  Properties  Dates
Code [ test
Description | test |
Equipment category | Carpet Dryers |e::|ﬂ|
] Missing?
PAT testing E details
Last PAT date Purchase date 061072016
Next PAT date Purchase value
Frequency \eeks
Purchase details
Purchase invoice number | |
GRN number | |
Stores order number | |
Supplier | |
Returns
Status | Hold in stock
MA
Hote Scrap
Fepair
Haold in stock
EquipmentitemDetail ® 2016 Templa Computer Systems Lfd |
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Code - this should unique across all Equipment Items.
Description - enter a relevant description.
Equipment category - Equipment Items belong to an Equipment Category and Equipment Group, from where its nature is derived.

Missing - if an Equipment Item has gone missing from a site, then this can be manually recorded against the Equipment Item or
via the Equipment Audit.

PAT testing (Portable appliance testing)

PAT testing dates can be manually maintained on an Equipment Item or via the Equipment Audit. The Equipment Item list/filter
(see below) can be used to determine Equipment items that are due for PAT testing in the coming month(s).

Last PAT date - the date on which the equipment was last tested.
Next Pat date - the date on which the equipment will next be tested.

Frequency - how often the equipment must be tested (this will calculate the next date based off of the last date).

Equipment details
Purchase date - the date on which the Equipment Item was purchased.

Purchase value - the amount of money the Equipment Item cost.

Purchase details

If the Equipment item is created from a Stores Order, then the following fields will auto-populate.

Purchase invoice number - the purchase invoice which is linked to the corresponding Stores Order.
GRN number - Goods Receipt Number.

Stores Order number - the number on the corresponding Stores Order in which the item was created.
Supplier - supplier name.

Returns

Status:

NA - not applicable.

Scrap - the Equipment item is set to be scrapped.

Repair - the Equipment item needs repair.

Hold in stock - the Equipment item is being held but not used on site.

Return to supplier - the Equipment item will be returned to the supplier is was purchased from.

Note - any additional information that is required can be entered here.

EQUIPMENT SITES

37 Equipment/Service Detail - test - m]

i File Tools Help

P [ Close k) Save @@ Previous ®» Next () Notes £ Attachments

i @ Transac tions

General | | Sites | Froperties Dates

Drag 3 column header here to group by that column

# Efiective Site Facilities Management  Operations Manager  Cantract Manager  Supervisers Customer Type

» S ORATR0TE ™ 1 ACFSION ™ ACFS Y BiRACE FRARIK SIATFA BEN CARTER NOTSPRLICAE

Add Remave Detail

EquipmentitemDeai 2018 Templs Computer Systams [t ]
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Equipment Items can be assigned to various sites at different times.
Remove - clicking Remove when a Site line is highlighted will unassign that particular line from the Sites list.
Details - displays the Equipment Site detail window.

Add - displays the Equipment item Site Detail window.

T Equipment ltem Site Detail - (new) O
. File Tools Help
i [ Close [ Accept @ Acceptand new
Detail
Site | FIELD SUPERVISORS PAYROLL (@
Effective Dates
From | IEIIIENIN] i
To 0302207 e
EquipmentitsmSiteDetail S LD | Empa LOomputer bysasf_fél I

Site - click the binoculars to select the relevant site.

Effective dates
From - the first day the Equipment Item is on the site.

To - the last day the Equipment Item is on the site (if no date is entered TemplaCMS defaults this to the same as the From date).

EQUIPMENT PROPERTIES

37 Equipment/Service Detail - test - O
¢ File Tools Help
ﬂ_:] Close H Save <@ Previous Ep Next |\ MNotes P Attachments

: a Transactions -

General  Sites | Properties | Dates

Senal Number
‘Warranty Period

EquipmentifemnDetai B 2016 Templa Computar Sysfems Lid |

All equipment Property types will appear on this tab to allow the user the option of recording additional information.
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Equipment Groups

73 TemplaCMS - Contract Management System — TemglaCMS V548
i File Window Tacls Help
D Close (J Open ) New (D) Copy @, View @ Refresh 3 Print @ Excel S Search & ClewrSearch @ Delete @) Reinstate [] Showdeleted =@ Expand W Collapse (Gl Check duplicates - @ Auto rehresh -

i &) Fiterselected [ Un-Tiher selected

Aens | Exuipmen Group List

Fquipment Group List

@ o Business Structure Drag a column header here to group by that colume.
I 5t Code Neture  Asset? Descripion

=g Billing A [ = = = = =

b Eqip  []  Cleaning Eauipment
5 =§ Products LA Eip [0 Laders

@ Stores Temolate Frodust Review
@ unita
= =g Eauipment
@ Equipment kema
@ Equipmant Groups.
@ Ecuipment Categorien
@ Eguipment Audit Forms

5 9 Workflow
1) g Fillers

) 9 Accounts
1] Doshbourds

Admin o

= || sovomentroustier 2rom ©.2015 Templs Computer Systemms L
S —— Templa Admin S @@ @ num ooz 1605

All equipment / services in TemplaCMS must belong to an Equipment Category which in turn belongs to an Equipment Group.

New - click on New to create and Equipment Group.

EQUIPMENT GROUP DETAIL (GENERAL)

E?E Equipment Group Detail - Ladders — O
¢ File Tools Help
i ) Close k) Save <@ Previous & Mext
|General | Dates
Code |La |
Description | Ladders
Nature
EquipmentGroupletai B 2078 Templs Computer Systems Lid =

Code - should be unique across all Equipment Groups.
Description - enter a relevant description.

Nature:

o Equipment - equipment/ machinery.
o  Service - non-physical goods, i.e. a service contract offered.

Asset? - if Nature is Equipment then the Equipment Group can also be flagged as an asset.

Document Ref: TEAM TemplaCMS - Maintenance.docx Version: Page 110|136
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



EQUIPMENT CATEGORIES

737 TemplaCMS - Contract Management System - TemplaCMS V348
¢ File Windew Tools Help
i ) Gose {J Open € New [ Copy 9, View & Refresh (32 Print & Excel S Search @ CearSearch @ Delete @) Reinsiate @l Show deleted @ Expand @ Collapse & Check duplicates = @ Auto refresh

i &) Filterselected [T Un-flier selected

Herts | Equipmen: Categories List

Equipment Calegories List

1 groug by that eolumn

Descrpticn Grow
@ Product Siucture 2= = B =

» cue Carpet & Uphelstery Clesners CE - Clesning Ecuspment
@ Siores Templales. co ‘Carpet Dryers CE - Cleaning Equipment
@ Sires Templsle Review

@ Sares Template Froduct Aeviow B Floor Euffers CE - Cleaning Equipmert
@ Units HP High Pressure Washers. CE- Cleaning Euipmert.

@ Ecvioment P Sheom Clemmers €& - Cleseing Equpmert
® Evgment Grouws s Sizp Ladders Li- Lodders

@ Equpment Crieguries
@ Eqpment st Forms v Swospers CE - Cloaning Evipmert

@
% Dashboards

‘Service ot
“System Admin
Session Admin Vel
Dashboards

i

| siomencsisgorList Trows © 2016 Tempis Cormputer Systems 1
©2016 Tempta Computsr Systams (11 Termpla Adin $ @ ® @ numomozrs 153

Equipment Categories exist as an intermediate stage between Equipment Groups and items allowing multiple categories to be
defined per group.

New - click on New to create an Equipment Category.

EQUIPMENT CATEGORY DETAIL (GENERAL)

E?E Equipment Category Detail - Carpet Dryers — |
File Tools Help

ﬂj Close u Save <A Previous Ep MNext
|Genera| | Dates

Code D |

Description | Carpet Dryers |

Egquipment group | Cleaning Equipment |‘5)|0|
EguipmentCategonDetzi B 076 Templs Computer Systfems Lid

Code - should be unique across all Equipment Categories.
Description - enter a relevant description.

Equipment group - select the Equipment Groups the Equipment Category belongs to.
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EQUIPMENT AUDIT FORM

Tensls bemn

Equipment Audits can be accessed via this list.

New - click on New to create an Equipment Audit form.

EQUIPMENT AUDIT FORM DETAIL (GENERAL)

T Equipment Audit Form Detail - (new) - O
¢ File Tools Help
i Close kg Save [\ Notes ¥ Attachments

i g Post

Equipment audit | Dates

Request number new
Site AINS 2ND)] (@
Schedule
Date range 07102016 |~ || to | 071052016 |~

(O Specific OAM OPM @ Any time

EquipmentiuditFormDetarl 8 2076 Templz Computer Sysfems Lfd - "

Batch number - the next available number will automatically be generated.

Site - allows the user to select the relevant site for the audit.

Schedule
Date range:

First date field - the first date the audit can occur.
Second date field - the last date the audit should occur.

Specific - the user must set a specific time for the audit.

AM - the audit must occur in the morning.

PM- the audit must occur in the afternoon

Any time - the time the audit is completed within the date range is irrelevant.

Post - posting the audit will generate an Equipment Audit with the entered details, once it is posted additional tabs will
appear.
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Equipment Audit Completion

737 Equipment Audit Form Detail

: File Tools Help
i (J Close k) Save @@ Previous ) Next ® Notes ¢ Attachments () Re-assign approval @ Workflow

: °8 Expandall ® Collapseall & Un-post S Print/email form

Equipmentaudit | Completion | _Signof _Dates,

Drag a column header here to group by that column.
PAT test

Ertor | Equipment lem | Asset number | Supplier E Serial Number Lest Next Status Movedto Return status | Return nate Attachments

= m [0 = = m = = v @ = vl m (O] v | = = v

g TEST TEST Floor Buffers 111072016 0941 456787 0years o 11102016 01112016 Pending |u] - NA 3

*  (notset) (not set) v v

1 EAD3 - Pending completion |

Re-assign approval - allows a user to be defined as to who the form should be assigned to.
Workflow - opens the workflow item list which details the start and end dates/ times of the item on workflow stages.
Equipment item - the name/ description of the item.

Asset number - allows the user to enter a corresponding number to the Equipment Item but is only applicable if the item is in
an Equipment Group defined as an Asset.

Supplier - where the Equipment Item was purchased from.

Equipment category - allows the user to select the Equipment Category the item belongs to.
Purchase date - date when the equipment was purchased.

Serial Number (if applicable) - the serial number on the equipment.

Warranty Period - how long the warranty lasts after purchase.

Last (PAT test) - when the item was last PAT tested.

Next (PAT test) — when the item is next due to be PAT tested.

Status:

Pending - awaiting the items arrival onsite.

Confirmed - item is onsite.

Missing - item can’t be found.

Moved - item has been moved to another site, if selected a site must be defined in the Moved to field.
Auto-create - if the item is new and needs to be created in TemplaCMS.

Return status - this can be set on the Equipment Item detail screen and relates to if the item has been scrapped, repaired etc.
Return note - any additional information required about the return status.

Attachments - allows for receipts, pictures etc. to be included on the audit.

37 Waorkflow ltems O

i File Tools Help
[J Close @, View @ Refresh (33 Print & Excel ™3 Expand ® Collapse @ Auto refresh v 5F Apply last filter

Drag a column header here to group by that column
(7 St Path Started Ended Status
=] = =] =] =]

4 QA completion 051120131 0512720141 Active

sf 1 rows

Workflow items - provides details of the start and end dates/ times of the item on workflow stages.
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EQUIPMENT AUDIT SIGN OFF

37 Equipment Audit Form Detail — [m|
: File Tools Help
P Close | Save 6@ Previous Bp Mext ™% Notes £ Attachments ) Re-assign approval @ Workflow
i ™2 Evpandall ® Collapseall 4 Un-pest (3a Print/email form
Equipment audit ~ Completion | Signoff | Dates
Audit completion
Coreety /0
e = | === | |
Notes |
EquipmentiuditFormDetzil S 2076 Templa Computer Sysfems Lid| EAD3 - Pending completion il
Completed by - select the user who did the audit.
Audit date - enter the date the audit was undertaken.
Started - enter the start time of the audit.
Ended - enter the finish time of the audit.
Notes - add any further notes required.
Spend limits
‘? TemplaCMS - Contract Management System -- TemplaCMS V. _ o *
i File Window Tools Help
i1 Cose (D Open Q) Mew D Copy A View @ Refresh 5 Print § Excel @) Delete @ Reinstete B Showdeleted %8 Epend @ Collapse @ Auto refresh
i &) Filterselected [ Un-filter selected
o | spoc i x
Maintenance pend
@ ™ User Access/Security
¥ @ Business Sructure Drag a column header here 1o group by that column
w:g;:‘;’:ﬁ 31 9 Toses'lini  Direet fimt Tranefer it For
& =g Billing B = = = = 10}
FR g » [ co00000 _ £000000 1000000 el Aren
& o Euren
@ Spend Limits
) %G Price Review
[+ %@ Document Management
& =g Workflow
@ =g Filters.
= Accounts
(1% Dashbcards
Payroll
Hygeene Services.
vy
Trossaction agster
—
Period Year End
‘Maintenanos
2 et imittins 1 voues © 2016 Tempis Computer Systems L1
2075 Temaia Computsr Systems Led Tempis Admin & A o A& nw nmens 10m

It is possible to define the maxium amount users can spend on various types of purchases within TemplaCMS, the spend limit
list will show all limts that have been set up.

New - clicking on new to add a new Spend limit to a user.
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37 Spend Limit Detail - |
: File Tocls Help
ﬂ_j Close H Save h! Save and new <@ Previous :
General | Dates
User ﬂﬂ
System
Spend Limits
To stores order limit £50,000.00
Direct order limit £10,000.00
Transfer order limit £10,000.00
SpendlimitDetzil B 0716 Templa Computer Systems Lid "

User - select the user the spend limit should be applied to.

System - a spend limit over all users in TemplaCMS.

Spend limits

The below limits refer to the options available when placing a stores order

To stores order limit - the limit placed on orders ‘to stores’ (a warehouse).

Direct order limit - the limit placed on orders defined as ‘direct’ from supplier to site.

Transfer order limit - the limit placed on orders defined as a ‘transfer’i.e. from stores to a site.

SALES PRICE REVIEW

T TermpCMS - Contiact Manageenent St -« TamplaCMIS V8 -5 ox
e Windaw Teds ey

o
5

Close.

O Coen O New 9
docied [ Un-fitercsac

Vien @ Refresh Ga Print § Excel o Search @ CeorSeach =8 Erpand @ Collopse @ Auto refresh | & Show pesied

{1 & Beuch number Descripiion Price group.
o] o] ol

v 10 WTR BAMPL1 - BAMP Price List

Fayroll
Warkbills

Ivgsene Seraces
Billog

Irsnsaction Register
Stores

Heports
Period Year End

Hamtenance
Servce Point

Sratem A
Session Admin

e sccees e
sie

Dashbsards

L C————r— 5304 Terut o e

Termel st & A DA ww iz o)

Product prices on a Price group can be bulk changed by a Sales Price Review, this list displays all product price review batches

that have been created.

New - click on New to create a Product Sales Price List Review batch.
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SALES PRICE REVIEW BATCH

E?E Product Price List Review Batch - TEST O

File Tecls Help
ﬂj Close u Save 43 Previous Ep MNext
J Review items @ Delete @ Post

| General |
sach runbe
Description TEST |
Price group | 10% Standard Price List i)
ProductFricel istReviewBatchDetail 82018 Templs Computer Systems Ld

When creating a new batch the Delete and Post buttons will be greyed out.
Batch number - the next available number will be automatically generated.
Description - enter a relevant description.

Price group - select the Price Group that the review should apply to.

Post - post the batch to apply the changes to product prices on the Price group.

Review items - displays the Product Sales Price List Review Items detail screen.

PRODUCT SALES PRICE LIST REVIEW ITEMS DETAIL (GENERAL)

;F:FE Product Price List Review Detail - TEST m]
: File Tools Help
i (D Close k) Save T Showchanged & Create import template @ Expandall ® Collapse all
| Review ltems |

Pricegroup [ 10 Standard Frice List (]

Description | TEST |

& Current & Mew R
Product group Product category  Product code Product Units Price Markup Zero price status Price Markup Zero price status

» Cleaning Chemic  INNU Products ~ RCSMAT186 (Diego) Bioserub  Item £0.00 000 Not applicable £0.00 .00% Mot applicable v
N Cleaning Chemic  INNU Products  RCSMAT185 (Diego) Kleensm  Item £000 000 Not applicable £0.00 00% Not applicable M
| Re-chargeable w  Christmas Trees  RCSTREEIS 10 Artificial Chri  Tree £0.00 2000 Mot applicable £0.00 20.00% Mot applicable ]
| Re-chargeasble w  Christmas Trees  RCSTREES 10ft Christmas Tr  Tree £0.00 2500 Mot applicable £0.00 25.00% Mot applicable f
N Re-chargesblew  Cups RCSCON30 1007 INSULATE  Case £0.00 10.00 Mot applicable 2000 10.00% Mot applicable ]
W Janitorial ltems  Brooms RCSEQU1S 12INCH SOFTW  ftem £0.00 000 Mot applicable £0.00 .00% Mot applicable ]
W Janitorial ltems  Brooms RCSEQUI1D 12INCH SOFT W ltem £000 000 Not applicable £0.00 00% Not applicable ]
o Janitorial ltems  Brooms RCSEQU1S 12INCHSTIFF  jrem £0.00 000 Mot applicable £0.00 .00% Mot applicable ]
o Janitorial ltems  Brooms RCSEQUIT 12INCHSTIFF  ltem £000 000 Not applicable £0.00 00% Not applicable ]
o Jaritorisl ltems  \Window Cleaning  RCSEQU2ST 12ins WINDOW  lrem £0.00 000 Not applicable £0.00 .00% Mot applicable ]
N Re-chargeable w  Soap RCSCON342 12PURCELLHY  Case £0.00 10.00 Mot applicable £0.00 10.00% Mot applicable ]
| Re-chargeable w  Cups RCSCON34 121407 LIDS¥1  Case £0.00 10.00 Not applicable £0.00 10.00% Mot applicable ]
N Re-chargeablew  Cups RCSCON33 121402 WHITE  Case £0.00 10.00 Mot applicable £0.00 10.00% Mot applicable ]
N Re-chargeable w  Christmas Trees  RCSTREETD 12ft Christmas Tr Tree £000 2500 Not applicable £0.00 25.00% Not applicable ]
N Re-chargesble w  Drinking Water ~ RCSCON345 13LITRESPRIN  ftem £0.00 10.00 Mot applicable £0.00 10.00% Mot applicable ~l.

Build all ” Build Price group H Add group ” Add category ” Add stores template ” Add product Change selected Remaove selected

ProductPricelistReviewltems Detil R ——
Show changed - alters the list to only display products where a manual pricing change has been made.
Create import template - exports the list of products to a .xls file.
Build all - brings all products in TemplaCMS into the review.
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Build price group - includes all products currently on the selected Price Group into the review
Add group - include all products from a specific Product Group in the review batch.

Add category - include all products from a specific Product Category in the review batch.

Add stores template - include all products from a specific Stores Template in the review batch.

Add product - select an individual product to include in the review.

Change selected - the below window will be displayed, this allows the user to make a bulk change to all products within the list

that are highlighted e.g. If the change price is set to £10.00 all items highlighted “new price” will be set to £10.00.

Change price £0.00

Change markup 0.00%

Apply % change 0.00%

Zero price e
Apply Cancel

Remove selected - takes all highlighted products out of the review batch.

Import - exports the list of products from a .xls file.

COST PRICE REVIEW

T2 TemplaCMS - Contract Management System -~ TemplsCMS V& -
File Window Tools Help
O Ciose () Open € New @, View @ Refresh 3 Print & Eicel % Search @ CearSearch w8 Expand ® Collapse @ Autorefresn + 3 Show possad

) Fiter selected (] Un-fiterselected

Marigatar
Maintenance
5 % User Acoess'Securty
(1% Business Stuchre 5 calu
g Budgets
@ Payrall § ke Suppher
Biling =
g Purchasing r—
@ Suogiiers Baais
g Froducts
@ Froducis
@ Froduct Groups
@ Frocu
@ Frosu
@ Purchace Types
@ Frice Groups.
@ Siores Terplares
@ Stores Tergiste Aevien
@ Stores Terpleie Product fevien
@ Units
¥ g Eaviprent
@ Spend Limiss

& = Frice Revien
F

75|

Product details e.g Price, prefered supplier, minimum order etc. can be altered in bulk using a Cost Price Review.

New - click on New to create a Cost Price Review batch.
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COST PRICE REVIEW BATCH

* ! Supplier Product Review Details - TEST O

File Tools Help
C] Close H Save 43 Previous Ep Mext
J‘ Review items ﬂ Delete @ Post

General
Batch number 7
Description TEST
Supplier ALADESPA 0 Y
SupplierProductiReviewBafchDetzi © 76 Templa Computer Sysfems Lid

When creating a new batch the Delete and Post buttons will be greyed out.
Batch number - the next available number will be automatically generated.
Description - enter a relevant description.

Supplier - select the supplier the review should apply to.

Post - post the batch to apply the product cost changes to the products.

Review items - displayes the Supplier Product Review Items detail screen.

SUPPLIER PRODUCT REVIEW ITEMS DETAIL (GENERAL)

7 Supplier Product Review Detail - TEST m|
¢ File Tools Help
i (J Close k) Save (@3 Showchanged & Createimporttemplate =@ Expandall @ Collapseall
Review ltems
Supplier AMADESPA o
Description TesT
= & Current & New e
Group Category Product code Product Units Partnumber Unitcost  Minorder  Max order Prefsupplier?  Part number Unitcest  Minorder  Max order Pref supplier?
3 Equipment Equipment Miscel - RCSEQU407 25 Mir EXTENS!  ftem £0.000 0 0 O £0.000 o o O
| Equipment Equipment Miscel  RCSEQUA0S J5MTRHOSERl  fem £0.000 [ [} m| £0.000 0 0 O
| Equipment Equipment Miscel - EQUADHOC Adhoc Equipment  ftem £0.000 [ 0 O £0.000 0 0 O
| Equipment Vacuum RCSEQU308 CABLEFORPSP  Hem £0.000 0 o | £0.000 0 ] O
| Equipment Signage RCSEQU208 CAUTIONWETF  fiem £0.000 0 0 | £0.000 0 0 O
| Equipment Signage RCSEQU212 CONE. SAFETY  fiem £0.000 0 0 O £0.000 0 0 O
| Egquipment Equipment Miscel RCSEQU143 EXTENSIOM LEA  ltem £0.000 0 0 O £0.000 0 o O
| Equipment Equipment Miscel RCSEQU144 EXTENSION LEA  item £0.000 0 0 ) £0.000 0 0 O
| Equipment Flat Mops RCSEQUA409 Flat mopping syst  ftem £0.000 0 0 O £0.000 0 0 O
| RCSEQU325 GD5BACKPAC  Hem £0.000 [ (i O £0.000 0 ] O
RCSEQU231 HENRY HOSEC  fem £0.000 0 0 | £0.000 0 0 O
RCSEQU225 HENRY 25MTR  tiem £0.000 0 0 | £0.000 0 0 O
RCSEQU224 HENRYFLOOR  fiem £0.000 0 0 m| £0.000 0 0 O
RCSEQU239 HENRY HANDLE  ftem £0.000 0 0 m| £0.000 0 0 O
RCSEQUISY JONMASTEREX  Pack of 2 Item £0.000 0 0 O £0.000 0 0 O
RCSEQUITS JONMASTERIN  Pack of 2 ltem £0.000 0 o O £0.000 0 0 O
RCSEQU34 KENTUCKYBUC  fiem £0.000 [ (i O £0.000 0 ] O
RCSEQU33 KENTUCKYBUC  tiem £0.000 [ ] m £0.000 0 0 m v
|| Addcategory || Addstores templste | Add product Change selected = Remove selected Import
SupplierFroductRevientomsDetail S2016 Templs Computer Systems L1 4

Show changed - alters the list to only display products where changes to products details have been made.
Create import template - exports the list of products to a .xls file.

Build all - brings all products in TemplaCMS into the review.

Build price group - includes all Products associated with the selected supplier.

Add group - include all products from a specific Product Group in the review batch.

Add category - include all products from a specific Product Category in the review batch.
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Add stores template - include all products from a specific StoresTtemplate in the review batch.
Add product - select an individual product to includ in the review.

Change selected - the below window will launch, this allows the user to make a bulk change to all Products within the list that
are highlighted e.g. if change unit cost is set to £10.00 all items highlighted “new unit cost” will be set to £10.00.

4 Change unit cost

1 s s

| Orderquoniites | of| 0|
W] Preferred?

(o [ ] |

Remove selected - removes the selected products from the review batch.

Import - exports the list of products to a .xls file.

LAST COST CHANGES

| Fila Window Tools Help

| Close () Open A, View @ Rafresh S Print & Excel [l Showdeleted o8 Expand @ Collapse & Auto refresh

T Changefiler ¢ Selectiter @) My sssignments

) Fierseected (] Un-Hines seected

= |77 Aoply st fter

+ = 1 50 sune Prota Suvvir Oignal New  Choge doponsdly deomoved Sasigad o <
o By @@ ® ] @ ® ® B & @
S © CCOI-Fmee RCSMATIZA-KLEEN M INNU-SCI-INNU SCIENC 60570 0000 -10000%
8 Products © CCU-Rawe RCSMATIZE-SMELLPL  INNU-5CI- INNU SCIENC 900 0000 10000%
b © CCO-Ree RCSMATISKLEENSM  INNU-SCI- INNU SCIENC 080 000 -10000%
Wi @ CCOI-Reec RCSCONSO.BLACKCON THAMES DONOUSE-T £10270 9870 209%
@ Cont Prios Remit @ CCO-Raee ACSWORK2. POLO SHIR  SUSSEXSA. CONTEGO 0740 9480 801%
1 o et g © CCO-Rec RCSWORIOG- REUSETH  SUSSEXSA- CONTEGO a0 eaem0 20
g Workllow © CCOI-Ruec RCSWORICH- MENGSTA  SUSSEXSA- CONTEGO oo e amx
1::::‘;; © CCO-Rees RCSWORTI - AC Polo S SUSSEXSA - CONTEGO ) 2500 8%
%8 Dashbomd © CCU-Rwe ACSWORE- HC Polo Shi SUSSEXSA- CONTEGO a0 s 781
@ CCO3-Rejes RCSWORKD - AC PolaShi  SUSSEXSA.- CONTEGO 7980 13380 8792%
» |9 CCE1-RajecRCSEGUR! - CLOTHS M LONDONCL - ITACHICA 188 0000 -10000% |
© CCU- e ACSEGUITT- PYC GUAN  BICRAASH - B1CRASH 0 o0 -10000%
D CCOI-Repec RCSCONSS- ORIGIMALS  THAMES - DO MO USE-T £21880 £20 840 478%
© CCO3-Rejes  RCSCONTA-KATRMCF  MAYFLOW - MAYFLOWE £18000 £18300 s
© (OO Reec RCSCONZ GisdePacke  THAMES-DONOUSE.T €010 €19wp %
@ CCOD-Fejee RCSCONISS - Scot Parior  THAMESILL - THAMESM R TV T
© CCO-Rawc RCSCONGS- ORGMALS  THAMESILL- THAMESW s om0 saom
© CCO-Rawc RCSMATIZN ADJUSTAR  INNU-SCI- 1NN SCIENC w50 s s
© CCI-Ruwc RCSWORTED- POCKET T SUSSEXSA - CONTEGO e @0 o
sy © CCU-Rawc RCSMATIIS-KAAPETK  FUTURES-FUTURESSU  CMI00 41600 919%
:'""';“:' © CCO3-Rejes RCSEQUIM - VACUUMM  NUMATIC - NUMATIC INT 76040 £0,000 100,00%
— © CCOI-Rejes RCSCONIZN - MILK-PIN  DAIRYCRE - DARY CRES 0660 0650 458%
pe———— @ CCO.Aaee ACSCONII . MILK-PIN  DAIRYCRE - DARY CRES 0660 £0600 asn
illng © CCO-Rawc RCSCONIZ! -MILK-PIN  DARYCRE - DAY CRES 060 060 s
Transaction Regster © CCOI-Reec RCSCONIZN-MLK-PIN  DARYCRE - DARY CRES oo 06w s
stores © CC-Rawc RCSCONIZN -MIULK- PN DARYCRE - DRY CRES 060 G060 ann
i @ CCOO-Reec ACSCONI-MILK-PIN  DAIRYCRE - DAY CRES £0660 0690 assn
i © CCO-Rewc RCSCONZSG- 19LTRES  ANGELSPR - ANGEL 59 K0 0
Hointenance
P © CCO-Rawc RCSMATIZI-KLEEN SM  INNU-SCI- INNU SCIENC 000 a0 s
— © CCU-Rawc RCSCONIA? - REDWAST  ENTERPRY - ENTERPAIS ) o0 -10000%
o W T o - 8 Tompe Computer Syters 1]
o Tewela support user € 000 WM e 1|

This list displays all Products where the cost of an invoiced Product has been altered.

Double-click on a Product to display the Product Cost Change detail screen.
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PRODUCT COST CHANGE DETAIL

'_? Product Cost Change Details - Supplier: SUSSEXSA Product RCSWOR.. — m}

i File Tools Help
E.j Close @ Previous Bp MNext

: Ty Rejectchange [ Approvechange @ Workflow

Cost Change
Produt LADIES TROUSERS BLACK SIZE 20 e
Supplier CONTEGQ SAFETY SOLUTIONS LIMITED e
Original cost £15.050
New cost £0.000
Change decrease 100.00%

Source invoice | 32534 : Invoice for CONTEGO SAFETY SOLUTIONS LIMITED da ﬂ

ProductCostChangeDetail & 2075 Templa Computer Systems Lid CCO1 - new |

It is not possible to alter any details on this window
Reject change - keep the current Product Cost price.
Approve change - accept the ‘New cost’ as the Product Cost price.

Workflow - opens the workflow item list (see workflow manual).
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DOCUMENT MANAGEMENT

Document Store File List

THT TemplsCMS - Contract Managerent System -- TemplaCMS v - o x
§ Fie Window ook Hep
i Close ) Open Q) New Q, view @ Refiesh Sa Priot § Excel ) Dalete =@ Expand @ Collapse & Auto refresh = Apply last filter
i &) Flterselected [] Un-fiterselected | ¢ Changefilier ' Selectbiter = Examine
Merts | Document Siore. x|
Maintenance
=g Uses Access/Security
1% Business Souctue Dra 8 columi hesder here & arous by fit colurn
tx m (1 St Oumes detits Tyee Sabject Grouping Added on =1
& Biling == = = = c}
- 2‘";';’: Enployes - (06218 - Salami, Cecilia  £-001 - Employe  \Welcome Letier 7 a0 e828
2 Produc E E001-Emplaye 8 20T 184528
@ Froducs
@ Protct Groure Emploree - 06208 - Tameyo Loes,  E-001- Employe  alceme Leter s B0 0620
:m;m“ Emgloyes - 006201 - Valencia Chave  E-001- Employe  Welcome Letier 0 25102013 (6:46:28
@ Purchase Types » [ Emoloyss- 106177 - Burgos Susrez,  E-001- Emplaye \elcome Letter i 281020 184628 |
e Emgioes - 006150 Homzs, Shiz  £001- Employe  elceme Leter E] Tesmgis ddmin 0201 84628
@ Siores Tomplais Feview Empioyes - [06144 - Mironde Erazo,  E-001- Employe  elcome Letier I Tesrpls Adimin 2102013 084629
§ e Temelee e e Empioree - 06129 - ROCHA Celin 001~ Employe  vielcome Leter " Teergta cimin 0201 4628
3 ™8 Eadgment Qi feem - 20 et Templste QUF - Gatsult  teing they 5 Tempie CMS masier mer 5112073 1S4
LT A brm - 20- el Temoate GAS-Qhsignat  Sgrate i TemeiarCHS master e CTIT WS04
Qi fem - 16 - el Temlse QiF-Qatlt  prediniy 0 TempiarCMS master e 1207 s
@ e 16~ sl Tamolste Qa5-Gasignat  Signature L) Temgia-CMS master e 0512073 145043
Service reques - - HCOO01 -HD € Complsint - Acknaecgement 7 Teerpta i 42201 030457
Semvice request- - OO0 -HD € New Complaint z Tempa fmin U0 50528
Ghkem-24-Fogeleswance  GAF- QAR ridcvbohal u Danny Cartar 18022014 164224
QAfem--Fopeleswence  OAF-OAlsll  Hfdsom = Darmy Carter Tz 164224
GAtem-24-Foguelesuance  0AS-QAsignst  Sigraiure = Darny Carter T2 B2
i . HCOOO1 -HD <€ New Complaint z Templa Admin 270272014 15:13:58
Client - AWER - AMER MKT - Merketing IVVOICE = Tesel fmin 13032014 107804
Cliert - AMER - AMER MKT - Markeling Gt Day 2014 = Teergta cimin 12032014 102033
Semice request- - HCOOU! - HD € Complsint - Acknawiedgement E Temia min M2 103500
Servica requedt- - HCDOO1-HD-€ - Compain - Acknowtedgement 2 Teengia idmin TI032014 104457
QeF - Qatault 5 Tz DR azs
QS - QA signat ® T34 034257
TFS-Tasininglo. Tr El 102014 084641
PeriodYear End TFS2 - Trainee si k'l 18032014 054641
eivm— HCO001 -HD-C  Complant - Acknowiedgement E 18032014 144212
e Service request - - HCOO01 -HD =€ New Complaint @ 13ON2014 144422
— Client -5 - Capits Connias it MCT-Marketiog  Golt Day 2014 @ A00H TR
e Client -7 - Natiorsl Goograptic KT - Markefing _ GolfDay 2014 2 mmau e
= )| pocumenciiorarietisr 251 1o 82076 Tampls Camperer Syssems 1]
@016 Termpls Computer Systems txf Templa Admi S A @ A wm nnos

The Document Store File list displays all documents attached to different areas in TemplaCMS. New documents can also be

attached to certain areas from this screen.

New - click on new to create a Document store file / attachment.

DOCUMENT STORE FILE DETAIL (FILE)

31 Document Stare File - O
: File Teols Help
i (D Close k) Save ke Saveandnew &) Delete <@ Previous &p Next =% Examine
| File | Dates
Sowm | 16 |
Type | QA fault =@
Originalfile | C:iTempla-CMS\RSLaptopD \QA,_form_20\QAltem_20-5_130281366408100747 png
Subject | bring they |
| Details | Notes
Owned by |QAfBrm ~
[20 Retail Templats for APTS 3-- dated 23/06/2013 - 0310772013 Y
Saved as | C:\Templa-CMS\RSLaptopiD: WQA_form_20MQAltem_20-6_130281366408100747 .png |
Source | External
In binder?
DocurmentStoreFileDetail © 2016 Templa Computer Systems Lid |

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

Type - the Attachment Type that the document is associated with.

Original file - the file path (location) of the document to be attached.
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Subject - enter a relevant subject/description.

Details

Owned by - the area of CMS that the document relates to i.e. Site, QA, Service request etc.

e Thesecond field displays the exact item that the file is linked to i.e. the employee, the data form etc.

Saved as - the file path where the new document is stored.

Source:

Internal - documents which have been created and sent from TemplaCMS e.g. welcome letters to clients, suppliers,

employees etc.

External - documents that have originated from outside of the main TemplaCMS system i.e. mobile or email and have

been attached to a client, site etc. This includes signatures, photo’s etc.

71 TemplaCMS - Contract Management System -+ TemplaCMS V5
¢ File Window Tools Help
i (Jcose ) open Q) New () Copy @, View @@ Refresh S Print & Excel ) Delete S Search

@ Reinstate @/ ClearSearch [B Show deleted @ Expand ® Collapse

&) Filter selected [7] Un-filter selected

Navigator B[ sters | Document Templates =
Document Templates

@ = User Access/Security ~
=3 Business Structure Drag a column header here to group by that column
=3 Budgets .
& Payral St Code Description Area  Type
=2 Billing [= = = = =
=3 Purchasing
=2 Decurment Hanagament > cooon Contract Billing Review Conra  Print

@ Document Store: csc Customer Service Call Seice Frint

@ Document Templates -

@ Dosument Mailing Baiches EEST EE Starter Pack Employ Print

@ Mailbores u Golf Day 2015 Client  Email
@ = Workflow -
@2 Filiers o cs003 HD - Complaint Email Closure Service  Email
e —— ] HD - Complaint Email Confirmation Service  Email
Payroll csoo2 HD - Complaint Email Manager Senice  Email
Workbills JHT JHT Employ  Frint
Hygiene Services ] ] Ste  Print
Doy EMPODT Velcome Letier Employ Print
Transaction Register I
Stores
Reports
Period/Year End
Maintenance
Service Point
System Admin
Session Admin [Directaccess o]
Dashboards G5

= || pocumentTempistetist 10 rows ©2015 Templs Camputer Systems L

© 2076 Templs Computer Systems Ltd Templa Admin S @ @ B oM 1902018 1637

TemplaCMS allows for documents used frequently to be added to the system as Document Templates, which allows them to be
sent via a mail merger to clients, employee’s etc. Document templates are usually created and saved as an MS Word document.

New - click on New to create a Document Template.

DOCUMENT TEMPLATE DETAIL (GENERAL)

T Document Template - Golf Day 2013 — [m]

: File Tools Help
u Close H Save <@ Previous Sp Mext
i @ Createdocument €3 Storedocument (B Editdocument [ Refresh document fields

General | Dates
Code
Description Golf Day 2015
Subject Golf Day 2015
Attachment type Marketing g
Document S\PRODUCTS Templa-CMS\Client versions'\Projects Demo v5.4.8\Store\_Templi .
() Print (@) Email
[] Use as default? E-mail as attachment?
Comments
DocumentTemplafeDatail © 20016 Templz Computer Systems Lid e
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Create document - launches MS Word and allows the user to create the template that should be used.

Store document - will add new document templates to the document store for use on mail merge, the following message will
appear when clicked:

Confirm action

"'_"\-.I This process will copy the selected document to the store and link it for

' use as a mail merge template.
The original document will be un-affected by this process,

Continue?

Yes ‘ Mo |

Edit document - launches MS Word allowing the user to make alterations to the currently saved document.

Refresh document fields - checks the template for merge fields and makes corrections/ updates where necessary.
Code - this should be unique across all document templates.

Description - enter a relevant description.

Subject - text entered here will be displayed as the subject of any emails generated from the document template.
Attachment type - which of the pre-defined Attachment Types the template is associated with.

Document - the file path (location) of the document.

Print/ Email - the default distribution method for the template.

Use as default? - the default template used when creating a mail merge for the area the template belongs to.
Email as attachment - when flagged the document will be attached to any emails sent based on this template.

: File Window Tools Help
Close ) Open &) New [f) Copy @, View @ Refresh (3a Print & Excel B Search & ClearSearch ®@ Expand ® Collapse @ Auto refresh - Show processed

i &) Filter selected [} Un-filter selected

Loz o B[ fyer= | Document Batch List x
Maintenance Document Batch List
& =g User Access/Security ~
@3 Business Structure Drag a column header here to group by that column
[ =3 Budgets
g F‘:‘f?oH [ St Batch number Description liem count Document template =
=2 Billing = ® = [= =
@3 Purchasing
1% Dot Moragement » 15 SR: HCDODDS — HODOZ H 1 CS001 - HD - Complairt Email Confirmation
@ Decument Store 16 SR: HCDODDT — CS Call 0 CSC - Customer Service Call
@ Document Templates
@ Document Meiling Batches 18 wef 1 EMPODT - Welcome Letter
@ Mailboxes 22 SR:HC00010 - HOOO3H 0 CS002- HD - Complaint Email Manager
a2 Vorkflow
= @ Filiers v 26 SR:HCD0010 - HOBOZ H 1 CS001 - HD - Complaint Email Confirmation
— 35 Golf 2 GD201401 - Golf Day 2014 #1
Payroll 41 Xmas letter 5 GD201401 - Golf Day 2014 #1
Workbills 42 Employee TEST 5 EMPODT - Weloome Letter
Hygiene Services 43 test 4 EMPODT - Welcome Letter
Billing 24 Discipliary 4 EMPODT - Welcome Letter
D e 45 sfarmwer 4 EMPODT - Welcome Letter
Stores
46 Golf Day 3 GD201401 - Golf Day 2014 51
Reports
——— 47 luedwe 0 GD201401 - Golf Day 2014 #1
— 48 Goflnvite 4 GD201401 - Golf Day 2014 #1
Service Point 43 golfinvite 1 GD201401 - Golf Day 2014 #1
System Admin 50 Gof Doy 3 14- Golf Day 2015 ©
Session Admin Direct access =)
Code
2 || posumentzsishiise 21 roms Comuter Systems Lid]
Templa Admin e a NUM 19710201 1654

When a template is emailed from TemplaCMS all receiptients are grouped into a batch, all of these batches can be viewed from
the document batch list

New - click on New to create Document Batch.
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DOCUMENT BATCH DETAIL (GENERAL)

H:_. Document Batch Details - (new) O
: File Tools Help
i [ Close kg Save [\ Notes ) Delete
i «® Preview [ Editdocument [ Refresh decument contents
General | Selectitems  Mailing list
Batch number oL
Description Do
Document template | Gyprm—"——— ﬂﬂ
Subject Customer Service Call
Previous Mext Finish and process
DocumentBatchDatzil B 2076 Templs Computar Systems Lid e

Batch number - next available number will be automatically generated.
Description - enter a relevant description.
Document template - allows the user to select from the Document Template to be used.

Subject - will default in based on the Template selected but can be manually over typed.

DOCUMENT BATCH SELECT ITEMS

T Document Batch Details - (new) O
i File Teols Help
i [ Close k) save [\ Notes ) Delete

! o Preview ? Edit document [ Refresh document contents

General | Selectitems | Mailing list

ltem

=
i 71 - Smith Paul
=2 - Ggfat Kenhhg
000117 - Luis, LUCIA
000120 - Gyapong, Odafe
000178 - Warren, Sandrar

Add manually Import using filter Remove Previous MNext Finish and process

DocumentBatichDatail & 2076 Templa Computer Systems Lid )

Add manually - allows the user to manually select from the list displayed which is determined by the area of the template
selected e.g. employee, service request etc.

Import using filter — will display the corresponding filter to the area of the Template. The user can select criteria within this list
for the items that should be added to the batch.
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DOCUMENT BATCH MAILING LIST

T Document Batch Details - (new) O

: File Tools Help
i () Close k) Save ™% Notes (@) Delete

i o Preview F_? Edit document [} Refresh document contents

General  Selectitems | Mailing list

ltem Z
=

=2 - Ggfgt Kenhhg

000111 - Luis, LUCIA

000120 - Gyapong, Odafe

000178 - Warren, Sandrar

000330 - Kehinde, Eusebio

001100 - Amefaah, ANGELA

001358 - Samson, TRACY

001372 - Austin, Shirley

Remove Previous Mext Finish and process

DocumeniBaichDetzil 1 rows added € 2016 Templa Computer Sysfems Lid |

Preview - launches MS Word and previews the document that is to be sent i.e. previews the mail merge.

Edit document - the following message will appear when MS Word launches, clicking Yes will allow alterations to be made:

Microsoft Word b

Opening this document will run the following 50L command:
| SELECT * FROM S:A\PRODUCTS\Templa-CM5\Client versions\Projects Demo wE\5tore'_DocumentBatches'_Datasources\60.csv
Data from your database will be placed in the document, Do you want to continue?

Show Help ==

Refresh document contents - when alterations have been made the merge fields should be refreshed to ensure they still link
with the relevant database fields.

Finish and process - will print/ email the document to all items (recipients) in the batch. To include the documents in the
document store the ‘Store documents once processed?’ flag must be ticked.

This function will process the mail merge.
Pleaze select the target printer below, and whether to keep the merged
9 | decuments in the document store.

(do not print) w

Store documents once processed? oK Cancel

Document Ref: TEAM TemplaCMS - Maintenance.docx Version: Page 125|136
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



731 Mailboes
File Tosls Help

U Close @, View @ Refresh P idd todocumentstore WP Maich o contacts
(o Print & Excel ®8 Expand @ Collapse
iFaibees = |
N o Drog 2 colurmn header here i group by hat colurmn
@ Sent s I st sbioct From To Ostetime
BE ® = = =
rO RESR-QA Aetiey Hailr Ao Horonti BT2016 110411 AM

All items from the users MS Outlook inbox and outbox will be displayed within the mailbox list.

Add to document store - launches the Document Store file screen and allows the user to store an email against an area in
TemplaCMS.

Match to contacts - where possible TemplaCMS will link emails from MS Outlook to existing contacts in TemplaCMS.
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WORKFLOW

For information regarding Workflow set up please see the TEAM TemplaCMS Manual - User setup and maintenance.docx
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FILTERS

All published filters will be saved under the correspnding sub-heading within this option, it is possible to alter the saved
defaults from within each list.
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ACCOUNTS

Nominal Accounts

711 TemplaCMS - Cantract Management System - TemplaCMS VE - a *
File Window Taols Help
P Close (D Open R, View & Refresh Sa Prine @ Bael B Search @ ClesrSearch B Showdeleted =@ Expand @ Collapse G4 Check duplicates - & Auta refresh
&) Fileer selected [0 Un-fiter selected
s | Mo acoount codss x
Maintenance
& = Uset Access/Secuy
% Businecs Sinchre Drag a column header here ia praup by that column
j: wa [ st Code Desciplion =
% B [Chc] =
5§ Purchase
- : i 420 4200 - Access Areul Liceroes
B : waskflowe 205 AZ05 - Access Arensl Suppot
% Filoe
5 =g Accarn v as 4215 Access ConalsncpTrsring ]
@ Honinal Aooounis 4210 4210 Access Licerce Saes
@ Casbbock Acoounts
@ Puchase Andyss 20 4720 - Avcess Sellware Development
@ Sahes Ansns . et
ey 600 6700 Acceariancy
@ Berk fccounts 2000 2400 Accuss
‘.e:“::m“““"‘""" 10 4810 Accrued incame
E236 BZ35 — Adverlising & Pramotion
am 310 AIEE/ER Hatimal Insuance
220 2200 M Nat Wagss
2300 2300 - M PAYE.
am 2230 - ADE & C5A Deductons
7200 7200 - Bad Debt
210 7210 - Bad Debl Provision
s 1215 - Bad Db Proviian
00 7030 - Bark Charges
m 020 7020 - Bank Irkevest Paysble
ey o 7010 Bank et ecerabie
Eayent o 1100 - Barchgs Cumerd a/c
30 1130 - B Depost Accourt
arclaye Depask oo
— 6210 6210 Busines: Rster
r——— 0 100 - Capiel Fesemplon Reserve
Stores 5020 5020 - Clearwns: Coriracted ERS NI
Reports 5000 5000 - Closners Contisted Gioss Wages
Period/Year End 5005 500 - Clesress Holday Py
5022 5022 - Clearwss: Dne-0ff ERS NI
Service Puint
5002 5002 - Claaners One i Gros: Wages
System Admin v
Session Admin Drect access E|
Dashboards Lt
|| pomnsstceounvcadatisr 197 o 2075 Fanpis Conputer Sysiams L1
© 2076 Fenpls Computer Syalems Lid [ S 0B @ N s s

Nominal account codes compile the chart of accounts into which financial transactions are posted and from which financial

reports are produced.

Where the attached system in integrated i.e. Dimensions in the UK, the codes and descriptions will automatically populate and
will be view only. If a record is double-clicked the Nominal Account Code Detail window will open.

E?E Mominal Account Code Detail - 7210 -- Bad Debt Provision

File Tools Help
D) Close €@ Previous B Mext

| General | Dates

O

Code

Deszcription | 7210 - Bad Debt Provizion

Major heading | 4 - Dverheads

Inactive?

Momita# ceounCodelafai

& 2076 Tampla Compufar Spsfems Fig
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Cashbook accounts

TET TampleCMIS - Contract banagement System ~ TemplaCMSVE

* File Window Tools Help

P Close {J Open &, View @ Refresh (G Print & Excel S Search

&) Fierselected [ Un-filter selected
Adets | Cashbook account: codes

Maintenance b . de

=@ usiness Swchre. 5 Tl T o A
= ] ,::“ ) 51 code Diesespiion

%3 Bing ek o}

o 1100 Bsclogs Cunert ol
i =G Workliow nun 1130 - Bawclays Deposk Accaunt

19§ Accourts 210 2110 - Crocht Cavd Cormal Accourt

& ClesrSearch [ Show delted *8 Bpsnd B Collapse (G Cheek duplcates

« @ At refresh

@ NomndlAccourts [ 1740 - NATWEST Depool Accourt.

@ Puchas Ansbiis = 1150 - Peny Cath
na 1120 - Traamuay Fesemve Accourd

Contract Admin
Payroll

Workbils
Hygiene Services
Billing
Transaction Register
Stores

Reparts
PeriadYear End
Maintenance
Service Punt

System admin

Session Admin
Dashbosrds =

e

= || comoociacenmtontar Giows

21 Tl oS ]

© 2016 Tampls Computer Syatams Lid

Templa ki

S O D MM s0zms s

Cashbook Account codes within TemplaCMS allows for posting of transactions through to an attached datasource

(accounts system).

Where the attached system is integrated i.e. Dimensions in the UK, the codes and descriptions will automatically populate
within this list and will be view only. If a record is double-clicked the Cashbook Account Code detail window will open.

File Tools Help

ﬂ'_j Close <A Previous Ep Mext

| General | Dates

E?E Cashbook Account Code Detail - 1140 -- MATWEST Deposit., —

O

Code |

Dezcription

| 1140 - MATWEST Deposit Account

Cashbookd coounCodelafal

B 2076 Templa Compufer Sisfams Lfd
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ment System - TemphChS V6 - a x
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Purchase Analysis codes can be associated with both cost types and nominal codes, they allow TemplaCMS to attribute payroll
and purchases costs correctly within the company accounts.

New - clicking New will launch the Purchase Analysis Detail window (this is only available where a non-integrated accounts system
is used e.g. Sage). Where an integrated database is used this grid will be view only and populated from that database.

PURCHASE ANALYSIS DETAIL (GENERAL)

ars

+ ! Purchase Analysis Code Detail - 6210 -- Business Rates — O
: File Tools Help
D J Close €@ Previous Ep Mext

General | Dates

Cade
Drescription £210 -- Buziness Rates
Mominal debit £210 - Business Rates g
Marminal credit 2100 -- Creditors Control Azcount g
Maminal VAT 2220 -- VAT Liabiity ﬂ
Inactive?
PurchasednalysiCodeDetal ® 2078 Tempia Computer Sysiems Lig ;

Code - this must be a code that is unique.

Description - enter a relevant description.

Nominal debit - the nominal account to which debit transactions on the Purchase Analysis Code will be posted.
Nominal credit - the nominal account to which credit transactions on the the Purchase Analysis Code will be posted.

Nominal VAT - the nominal account to which VAT transactions on the the Purchase Analysis Code will be posted.
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Sales Analysis codes can be associated with both revenue types and nominal codes, they allow TemplaCMS to attribute
income/revenue correctly within the company accounts.

New - clicking New will launch the Sales Analysis detail window (this is only available where a non-integrated accounts system

is used e.g. Sage). Where an integrated database is used this grid will be populated from that database.

SALES ANALYSIS DETAIL (GENERAL)
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Code - this must be a code that is unique.

Description - enter a relevant description.

Nominal debit - the nominal account to which debit transactions on the Sales Analysis code will be posted.

Nominal credit - the nominal account to which credit transactions on the Sales Analysis code will be posted.

Nominal VAT - the nominal account to which VAT transactions on the Sales Analysis code will be posted.
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Multiple VAT codes can be defined within TemplaCMS for use on clients or suppliers (sales or purchases)

New - clicking New will launch the VAT code detail window (this is only available where a non-integrated accounts system is
used e.g. Sage). Where an integrated database is used this grid will be populated from that database.

VAT CODE DETAIL (GENERAL)

E?EVAT Code Detail - 11 {200 — O
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Rate 2000%
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Code - this must be a code that is unique.
Description - enter a relevant description.

Rate - the percentage of VAT that is applied when the VAT code is used.
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Bank accounts can only be added to TemplaCMS where there is no linked accounts datasource.
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Terms by which debtors much settle their invoices can used within TemplaCMS.

New - clicking New will launch the Settlement Term detail window (this is only available where a non-integrated accounts system
is used e.g. Sage). Where an integrated database is used this grid will be populated from that database.

SETTLEMENT TERM DETAIL (GENERAL)
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Code - this should be unique.
Description - enter a relevant description.
Settlement discount - a percentage discount which is applied to invoices when the terms are applied.

Settlement terms - the period in which the invoice must be settled.
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DASHBOARDS

For information regarding Dashboard set up please see the TEAM TemplaCMS Manual - Dashboards.docx
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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.



