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INTRODUCTION

These training session notes have been created to provide background information and useful hands-on experience of using
the Purchase Invoice Register module in TemplaCMS, through to processing in Access Dimensions. They are designed to
complement the training and assist when away from the training environment.

SYSTEM ADMIN

The Accounts option on the System Control menu allows for several settings about purchase invoices and purchase invoice
matching. For this document, only the options related to purchase invoicing will be discussed.

_" 5'1 ~ I

General

Close  Save

Navigate

Journal administrator Jill Scott mﬁ.
Recurring jnl alert advance 5| (days)
Aged debt overdue bucket Current-3 e

[] Allow x-company purchase inv, cashbook and journal?
[] Retrieve purchase invoice settlement discount?
Purchase settlement discount cost type
Record settlement discount on payment date?
Scanned purchase invoice attachment type T

[ Prevent duplicate Pl references?

Accrue timesheet budgets Mever ~
Unused holiday accrual task type L
Default 'Owned’ contact type Accounts & ﬁ
\workbill cost accrual % 0.00%

Pl to SO period match control |gnare e
Pl to 50 staged billing period match contral |gnore w

Accounts tab:

Retrieve purchase settlement discount - when ticked the system checks all posted purchases invoices in TemplaCMS to which
settlement discount could apply and retrieves the settlement discount value from the payment and stores it against the
purchase invoice line to which it relates.

Purchase settlement discount cost type - this is the cost type that will be used for retrieval if the option for Retrieve purchase
settlement discount is ticked. If not specified then the original cost type for the purchase invoice line will be used.

Record settlement discount on payment date - if ticked the payment date will be used as opposed to the original invoice date.

Scanned purchase invoice attachment type - when defined this attachment type can be used to attached a scanned copy of the
purchase invoice received to the purchase invoice line entered in TemplaCMS.
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Prevent duplicate PI references - when ticked the user will be prevented from entering a purchase invoice reference that has
already been used.

Pl to SO period match control - this applies to matching a purchase invoice to stores order lines. The options are:

Ignore - no tax date checks are made against the stores order financial period, allowing purchase invoices to be
matched to stores orders prior to the required date.

Prevent - the check is made and the user is presented with an error that the Pl tax date period is before the SO
period. The line and header cannot be saved whilst the error remains.

Warn - the check is made and a message appears on the item and header warning that the Pl tax date period is before
the SO period.

Plto SO staged billing period match control - for the staged billing process TemplaCMS use the unit quantity on the Pl line, along
with any already purchase invoiced quantity to calculate what the date ‘should’ be for the next purchase invoice. The
options are:

Ignore - no check is made
Prevent - the check is made and the user is presented with an error that the Pl tax date period is before the staged
billing SO period. The line and header cannot be saved whilst the error remains.

Warn - the check is made and a message appears on the item and header warning that the Pl tax date period is
before the staged billing SO period.

Purchase invoice matching tab:

TemplaCMS allows purchase invoices to be matched to stores orders, goods receipt notes, workbills, self-billing invoices,
project elements as well as sites.

e | S
*y) =
-

i General

Close  Save

Mavigate

{ Purchase invoice matching!

Matched purchase invoice tolerance

Increase % Decrease %
Stores order matched Pl tolerance 0.00% 0.00%
Goods receipt note matched Pl tolerance 0.00% 0.00%
Workbill matched Pl tolerance 0.00% 0.00%
Self billing invoice matched Pl tolerance 0.00% 0.00%
Project element matched Pl tolerance 0.00% 0.00%

Purchase invoice match tolerance percentages can be configured for stores order, goods receipt notes, workbills and self-
billing invoices.

When a purchase invoice line is matched to any of these items, and a purchase invoice match tolerance is configured for that
item, the system will automatically calculate whether there is a variance to the original item. If the variance is outside the
defined tolerance, a warning will show on the purchase invoice item.

Whilst the variance warning and icons are purely informative and will not affect processing of the purchase invoice at all, the
workflow rule for ‘Purchase invoice - outside tolerance’ can be used to send any purchase invoice containing one or more lines
that are outside tolerance for approval.
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MAINTENANCE

Supplier details can be viewed from the Suppliers option on the Maintenance > Purchasing menu:

‘I'} Jas - Supplier Detail - ABLESERV - o |
(3§

General

/] <;] C> H % Notes ? @

¢ Attachments
Close Previcus Mext Save Aged Transactions

[2 Create mail credit -
Mavigate Save Other Record

General | Properties Contacts  Dates

Accounts system Accounts PO Distribution |
E-mail to contact ~

cote soLEseR Cra— - (ot .
] E-mail copy to originate WARNING -- orders will need to be printed manually

Name ABLESERV : H

Address ABLESERV Self billing invoices
Default recipient contact | (not set) ~

Town Costtype

County ~
E-Trading

Posicode GU95 1AE

Telephone [ E-Trading?

Fax

‘website

VAT Standard Rate ~

Terms From invoice date ~ || days 30

Default mailing contact (not s&f) b

Inactive?

WAT registration number

[] Workbill supplier?

Consclidated WB format | Format 1-standard hd

The above details mostly relate to other modules in TemplaCMS and are discussed in detail in the relevant manuals.

PURCHASE INVOICE REGISTRATION

Purchase invoice registration is controlled by a group or ‘batch’ of invoices.

A new batch can be created from the Transaction Register > Purchase batches menu by clicking on New and completing the
Purchase Invoice Batch Details screen. Once completed click on Save.

s I\ FE=RE Purchase Invoice Batch Details - = ]
AT el
J H o DMNotes | )3 |
Close Save Delete Post
Navigate Save Other Batch
General I
Batch number new batch
Description Pl Aug 2018
Accounts system | Accounts ~
Baich date 290872018 -

Note, to post or delete this batch you mustfirst apply the lock

Financial period 2018 |/ 5
Batch totals Disputed totals
Net £0.00 Net £0.00
VAT £0.00 VAT £0.00
Gross £0.00 Gross £0.00

Batch number - this will be automatically generated by the system.
Description - enter a relevant description.
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Accounts system — where TemplaCMS is linked to only one accounts datasource this will default, alternatively the user will be
able to select the relevant accounts datasource.

Batch date - this is date up to which the invoices for the batch will be entered. Batches can be created as and when needed
for example daily, weekly monthly etc.

Totals - the batch totals display the total value of the batch and the disputed totals display the total of all invoices on a dispute in
the batch.

Adding Purchase Invoices

Purchase invoices can be entered directly from the batch via clicking on the Invoices button.

:::\ Jew HA 3 Purchase invoice Batch Detads. o
'.4/‘ :‘.- -
| Gemerst
Ja o =[]
]
Oose Previcos Nest  Swe Delete Ivoces
Navgars Seve Oter Ratch
General {imvoces |
Batch romber 19682
Cescngnon P - g 2018

Sach e IWNE v

Mot abuist $ug batch @ coen. ol cher ey wsl be preverted Yo
cpeneg sssociamed Setais by rencmert

Fewecal percd 2 5
Facs vrwe Draguted wctaly
Yot [y L fid-
var [y VAT o
Geoes 4y Gross oo
| Arrmseimocefae s et @ 507 Tamply Compater Systues (39
Fwm— ml

It is also possible to create new purchase invoices and assign them to a batch from the Purchase Register option accessible
from the Transaction Register menu.

Click on New and complete the Purchase Invoice Details screen:

[ & \ s i ils -
@ A s Purchase Invoice Details - Invoice
General ‘
U l I l ! % Notes
¢ Attachments
Close Save Saveand
new
Navigate Save Other
Inveice ‘
Purchase Invoice header
Batch [ PI- Aug 2018 =@ = |
Log number IE' Type Invoice
Supplier | ACCESSCA =@ O |
Tax point -T Duedate | 2800972018
- Chock el N VAT G
Description ‘ Clean suppliss | 2 ress
et Invoice | esoomo| | Etoooo| | £600.00 |
i o -
w Cumulative £0.00 £0.00 £0.00
VAT total 100.00 Vereren
Gross total £600.00 [] Disputed?
LT 2 e e e e e _
7 0 Quantity  Net unit cost Text Het VAT Gross Pe Has no live contracts?
oljg] o = = = = =g
Remove Details Build from posted (none) Match
PurchaselnvaiceDetail
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Batch - if entered from the batch this will default to the current batch description. If entered from the Purchase Register the
user should select a batch that the purchase invoice will be added to.

Log number - this will be automatically generated by the system.
Type - select whether this entry is an Invoice or Credit note.
Supplier - select the supplier that the invoice is for.

Supplier ref - enter the supplier reference for the invoice.

Tax point - enter the tax point date.

Terms - set the terms as required.

Due date - enter the due date.

Description - enter a relevant description.

Net total - enter the Net total for the purchase invoice or credit note. On entering the Net total and moving away from the
field the VAT and Gross totals will be automatically calculated.

VAT total - override the calculated VAT total if needed.
Gross total - override the calculated Gross total if needed.
The above completes the entry of the header information for the purchase invoice or credit note.

The Check totals box gives a quick overview of the details entered so far, along with any variances that need to be rectified
before the entries can be posted to Access Dimensions. If the ‘Check totals’ box is green, the purchase invoice is ready to
post; if it is red (as below) it is not ready to post, i.e. the line details do not substantiate the total value entered on the header
screen.

Click on Add to enter the line detail:

40 YL B Invaice Item Details - Invoice: ACCESSCA on 29/08/2018 due 28/09/2018 - (new)
O NEL
L O
General
J @ o
Close Accept  Accept
and new
Navigate Save
Invoice item
Invoice details
Floor cleaner 20L
Qty Unit cost Met value WAT value Gross value WAT code
2 £100.000 £200.00 £40.00 £240.00 Standard Rate ~
Matching type Matching details
() Un-matched Client AFBH
(®)Site o 0
() Stores order Site AFEH 62 =@
Goods receipt
OWorkkill Task type Daily office cl LY
() Self billing inv =1y elice ceaning L]
() Project eleme C=s Ad-Hoc Consumables (rechargeable) 0
() Multi site GRN
() Multi site SO
(JBIS budget
Accounts details
Purchase analysis | 5100 - Re-chargeable Goods| @
Check totals
Net VAT Gross
TUEEE £500.00 £100.00 £600.00
Cumulative £200.00 £40.00 £240.00
Variance £300.00 £60.00 £360.00

Invoice details - enter details of the purchase invoice or credit note.

Qty - change the quantity if required, it will default to 1.

Unit cost - enter the unit cost if required, it will default to 1.
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Net value - if the quantity and unit cost have been entered this will be calculated alternatively enter the Net value for the
purchase invoice or credit note. On entering the Net total and moving away from the field the VAT and Gross totals will be
automatically calculated

VAT value - override the calculated VAT total if needed.

Gross value - override the calculated Gross total if needed.

Matching type - select the appropriate matching type. If the entry is not to be matched select the relevant ‘un-matched’ option. If
match to a site or project the user will need to complete further details relating to the site or project.

Purchase analysis - this will default based on a combination of the site’s business analysis and the cost type selected,
providing the latter has been set up with the relevant business analysis overrides. Alternatively, the appropriate Purchase
Analysis can be selected, as it always needs to be when one of the ‘un-matched’ options are chosen.

Check totals - as on the header the Check totals box on the lines gives a quick overview of the details entered so far.

When the entry is completed click on Accept to add it to the header details.

L ; » XFEEBE Purchase Invoice Details - Invoice
R )
General
¥ l I l ! Mot i
J _ Motes [
¢ Attachments
Close Save Saveand Request
new approval
Navigate Save Other Workflow
Invoice
Purchase Invoice header
Batch Pl- fug 2018 =@ =
Log number new Type Invoice ~
Supplier ACCESSCA =@
Supplier ref 888444
Tax point 29/08/2018 |~ | | Terms Due date: 281092018 |~
Check totals N VAT &
Description Clezn supplies = s
. : Invoice £500.00 £100.00 £600.00
et tota £500.00 :
Cumulative £500.00 £100.00 £600.00
WAT total £100.00 Variance £0.00 £0.00 £0.00
Gross total £600.00 [ Disputed?
Drag a column header here to group by that column.
= o] Quantity  Net unit cost Text Net VAT Gross Pe Has ne live contracts?
]| [=] = = = = = =) =]
o[ ] 2| £100.000 | Floor cleaner 200 £200.00 £40.00 eanon| |
3 £100.000 Washing up liquid 10L £300.00 £60.00 £360.00
Add Remove Details Build from posted (none) Match

Remove - select a line and click on Remove to remove it from the purchase invoice or credit note.

Details - this will display the detail screen for the selected entry.

Match- this will allow the user to match the selected line to one of the following: BIS budget, Goods receipt, Multi site GRN,

Multisite SO, Project element, Self-billing invoice, Stores Order, Workbill.

Build from posted - instead of manually adding the line details the Build from posted option can be used to retrieve the details
from previously posted transactions.
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Workflow

If a purchase invoice approval workflow path exists all purchase invoices and credit notes can be sent for approval to the

appropriate user via clicking on the Request approval button.

34 ) Jean Purchase invorce Detaids - Invorce: ACCESSCA on 23/08/2014 due 260972038
O g

J e do - | H| -

& Amachmesss
Oose Prviows Nest  Seve  Seveand Pequest | Werktiow
new speroval
Novgae Save Other

Invosce Requent approval |
Puctara Invace heade

Each - €

AETEL ° 29 Aogust 278 0221 Aomwnsinior, Temola
Logramber | Y0260 Type Imonce -
Supphher ACCESSCA -9

Tax part 2N v Tems Doedete 0N v

Check ttals.
Descripton  Clean supphes
Net:
otel £300 00 Cumdative

VAT tetal 10000 Varance

Gros rotal £60000 [ Dispuaea?
o Quarsty  Netuszcost Text Net vy Greas Pe Has 0 bve contacts?
ofo) C] = = = = [oio)
» 2 £100000 Floor cleaner 20L £200 00 400 23000

3 £100000 Washing Lp hawes WL £30000 £6000 £5000
] Remeve Detans Budg bom postes (rene) v Vs
[ Co—————

ALL purchase invoices and credit notes need to be sent to workflow via clicking on the Request approval button even if no
workflow path for the approval process have been defined. This is needed to move the entry on to the next stage of

processing.

Recurring purchase invoices

There are a number of occasions when supplier invoices are received for the same or similar expenditure, and therefore
allocated to the same site and/or purchase analysis codes. For example, the mobile phone bill which arrives each month, with

the only difference month on month being the number of individual users and the value.

As all purchase invoices are entered through TemplaCMS and retained in posted batches once approved and sent across to

Access Dimensions, these can be used as templates for future invoices.

The Build from Posted option (mentioned above) can be used for this and, as a minimum, requires the supplier to be entered

in the header details section:

::3‘ %l s Perchate vesice Detaiks - Imoice ACCESSCA oo dow 200X
L. -
Cerew

) a E> l l l l O Delere Moy = -
Close Prewous MNext S Sevwand Al oo : :} s Purchase Imowce Lines Matchng
A9
Nasgate e [ Senens!
Irvonce J 4 -: -
Ozer bect  Dipand  Colpee
-

Ly i dug 2018 -9 » .

Loprumber 10080 Trse Inace v Nodgve

i NEAHAN 9 Makchurg criteris

Scpphier rel [y NEaam o

Tat powt 2060 (v Tams  Duedee 22032018 v

o Grog 8 colerrn header heve b growe by Bt ot
Cescronan sutghes
Yoot el =0m ﬁ_P Patererce Log rumber Quaesty  Netwiicont Tea Net Var Gross Taxpomtome S
! aE ® & = G ® ® ®

Yoz S PG 3009 100 (000 Rourdng 0 oo £001 06062013000

Gross vl 1600 00

Orag & cobarmn haadn: here & 106D by St colamn
o Quardty  Metomt cost Teat
- RONCH w ®

» 2 £90000 Floor cleaser 20U &2

3 00000 'Wesheg op bowas TOL o
; L+
e [ Dvtaty e e T —= ) o

AUy ot e w e
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When the option ‘Build from Posted’ is selected the Purchase Invoice Lines Matching screen is presented which lists all posted
purchase invoice lines for the current supplier, allowing for grouping.

Invoice lines can be selected for retrieval to the new invoice, either individually or at group level, across any number of different
invoices. On retrieval, they are revalidated, e.g. in case previous site or purchase analysis codes are now invalid. Where the type
(invoice/credit) of the invoice being entered differs from the selected item the user will be asked if they wish to ‘Reverse’ the
value. For example, if a user is entering an ‘Invoice’ and selects a ‘Credit’ via the ‘Build from posted’ option, they will be asked
if they wish to reverse the value:

Confirm action

@™ One of the selected invoice line(s) differs in invoice type from
'.\ /' the invoice being added/amended.
= Would you like to reverse their values?

Yes | No I

The full invoice line details are replicated maintaining the cumulative values shown in the check totals section. On return to
the new invoice, the user is free to amend, remove or add lines as normal.

To create a credit note, select Credit as the purchase invoice Type on the purchase Invoice header screen:

£ : Ak s Purchase Credit Details
Tl §
enéral
_"_J l I l ! . Notes &}
' Attachments
Close Save Saweand Request
new approwal
Navigate Save Other Woarkflow
Credit

Purchase Credil hasder

Batch Acoounts babch dated Q3072014
Log number [ Type
Supglier
Supphier ref
Tax point (ot sef) || | Tieam Diue date (not sef w
= == (net sel Check tetals
Description Nt VAT Gross
— . Imvoice £0.00 £0.00 £0.00
e Cumudative E0L00 £0.00 £0.00
VAT total £0.00 Variance £0.00 £0.00 £0.00
Grogs fotal £0,00 [ Cesputed?
A o Quusntity  Metunit cost Text Het Wit Gross Pe
& = & O] = = = = =) =

Enter the details as required. Line details can be added manually or alternatively, the Build from posted option can be used to
retrieve the details from previously posted transactions. This is especially useful for crediting an existing invoice as this would
allow the user to pullin all the details from the invoice that is to be credited.

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

i Cenfirm action

% WARNING -- this CREDIT is for a POSITIVE value (i.e. it is an
L invoice).
—  Continue?

Yes Mo |

Invoices and credit notes can be mixed in the same batch.
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Purchase invoices can be flagged as disputed via ticking the Disputed box on the invoice header screen:

£l e W s Purchase Invoice Details - Invoice: NEWHAM on 29/08/2018 due 29/(
¢
General

J e o= = @ =

© Attachments

Close Prewocus Next Save Saveand Request  Workflow
new approval
Navigate Save Other Workflow
Invoece
Purchass Invoice basder
P Entered
Batch PI - Aup 2018 \s. e
i o 29 August 2018 10:42:21  Admirsstrator, Templa
Log number 10260 Type Irvorce v
Supplier NEWHAM 9
Supplier ref 444
Tax point 290872018 v | Terms Due date 2910872018 v
Check totais VAT G
Description Clean supplies i e
s g Imvoice £500.00 £100.00 £600.00
et Cumudstive £500.00 £100.00 £600.00
VAT toral £100.00 Variance £0.00 £0.00 £0.00

Gross toal £60000

The disputed totals on the batch header screen will display the value of all disputed invoices in the batch.
If posted to the accounts system (Access Dimensions) the disputed flag will have to be removed in the accounts system before
the purchase invoice can be paid.

Individual purchase invoices can be removed from the batch e.g. if disputed invoices aren’t to be posted through to the
accounts system (Access Dimensions). To remove an invoice from the batch select it and click Remove from batch.

f i‘) s Purchase Invoice Register
- General
i o SRRBYEY"Y .c & Autorsfresh - U @ E? : A5 LI - - D Delete
U T e Q F wmy | B & L] G e
Close Refresh Print Excel Expand Collapse Open New View Send Reject| Remove Change Filter Un-filter  Publish  Select .
on from batch || posted period || selected  selected format format || 6 Show deleted
List Row Filter Status
Drag a column header here to group by that column. Remove from batch
(F St @ O Di Lognumb  Status Type Supplier ¢ Supplier name Supplier ref Text Tax point Due date Net value Vatwalue  Gross value Entel
HEEEs = H = & o o o o o] o] o] of
[ T [[wee0 Tror-new [invoice [NEWHA | nEwHAM [ smaeas | Clean suppics [2men0te0 [osmezoie0 | esoooo| eioo0]  seo00o] Ter

If an invoice has been removed from the batch, it will show in the Purchase Register as ‘not batched’ and can be added to a
different batch at a later stage.
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POSTING

Bulk purchase invoice approval

All purchase invoices have to be sent for approval before they can be posted.

The Send on and Reject button available on the Purchase Invoice Register allow the approval or rejection of multiple invoices
at once rather than requiring the user to open each in turn.

_{E”‘ﬁ 3L TemplaCt - Contact Mansgement Syrsem — TemglaChEs VE.LD
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Ol Aefreh Prist Excel Epand  Colape Mew  View | Fiter  Unofiter
| % i Changepooted period | peleched  elected W SSlectiiter g My msgreness
List I | Fiter
[] Raginter
-mm_ Orag & ookirn hesder here 10 grosen by had colume,
:mcnwnll'"“ % G O O Lok Suie T Siplerc Supp came Setgiaie ol Tt Tupse  Dwdm
@ Canhbook faistas | (& (& & & @& & = o} ® &l ® o ®
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@ Joumal Ling lat
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These buttons can be used when selecting multiple PI rows, or when the list is grouped, by selecting a grouping row.

Posting a Purchase Invoice batch

TEMPLACMS

Once all the purchase invoices have been approved, the Post button will become enabled on the Purchase Invoice Batch
Details screen:

?l': \ ,..U s Purchase invosce Batch Detais..

e do = N[ {

w}

10.:“&-: Seve Delete ovoices | Post

' L Nawgate H h___‘_ 3 - Other

St rumeer 163

Descrgten Acoourts baech deted 03.07/2011
ACCoUrtS ST locouts B rd
s 2w NG |~

Note wivist $us banch s cpen. ol cffer Usars will be preverted bom
tpenng xated detedy bor S
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The front screen will give a summary of the batch and disputed totals. From the Invoices option changes can be made to
invoices and credit notes before posting the batch.

Purchase invoices can also be deleted from the batch, or removed so that they can be added to a different batch at a later
stage if required.

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

Confirm action

% This process will post the purchase invoices in Templa-CMS,
y creating details in the accounts system for posting.
This will not be possible if any are in use,

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

Continue?

Yes | Mo |

Click on Yes to continue. On posting the batch purchase invoices and credit notes will be sent to Access Dimensions (please see
below section for further information on this).

ACCESS DIMENSIONS

In TemplaCMS, make a note of the Batch number when posting the Purchase Invoice batch.

In Access Dimensions the posted batch will appear in the Post batch option accessible from the Creditors menu.

On the batch selection screen enter the batch reference no as CMSPI#, where # is the batch number as noted above.
Click on Display to view all the transactions posted from TemplaCMS with this batch number.

Toggle all the entries to Yes, then click on the Green tick and Yes to post the transactions to the accounts.

When a purchase invoice batch is created in TemplaCMS, the respective purchase ledger year and period are automatically
retrieved based on the batch end date if the period is not already closed, or the current period if it is. Manual override is allowed
by users with the Purchaselnvoice Batch.PeriodAmend function who are then presented with a warning that the period is out
of line.

Purchase invoice batches may contain invoices with a mixture of invoice dates that could be posted into separate periods
within Access Dimensions. At posting time, the possible period of each invoice is determined, and where more than one period
may be targeted and is open, the user will be warned of this and presented with the following options:

Apply the batch period to all invoices - Yes on the confirm action screen
Apply the determined period to each invoice - No on the confirm action screen

| Confirm action @

% USE BATCH PERIOD?

The katch contains transactions for differing pericds:
2013-09

Press YES to post all transactions to the BATCH period,
Press MO to post each transaction to the SPECIFIC period.

Yes No ‘ Cancel |
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A user with the ‘InvoiceBatch.PeriodAmend’ function will also be able to amend the year and period of an already posted
invoice batch via the Change posted period button. This can be used where the posted period in Access Dimensions have
changed since the TemplaCMS batch was posted.

Q
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The below Posted Batch - Period amend screen explaining the procedure and allowing the calculated period to be used will
appear. On selecting Continue this will update all invoices in the batch:

¥ ;‘ | |5 Posted Batch - Period... O
4 L
— General
L
Close
Mavigate
Period

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

By ticking the "use calculated penoed” option, the period relevant to the
batch date will be used rather than the entered peniod.

Mew financial period 2013/ 3

[ Use calculated period?

Cancel Continue

BatchPernoddmend B 2077 Templz Computer Sysfems Lid .

Users with the ‘InvoiceBatch.PeriodAmend’ function are also able to alter the period at individual invoice level and are
presented with the same screen. In both cases, site transactions will be rebuilt.
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Un-posting a batch or individual invoices

Authorised users are able to un-post a purchase invoice batch from within TemplaCMS via the Un-post button:

-y ‘) | ¢a Ep |= PurchaseInvoice Batch Details - Ex.. [m}
i "’ General
| ] Close 'J % Notes D 4 Post

< Previous 24 Un-post

Delete Invoices
E Next 4 Change posted period
Navigate Save Other Batch

General

Batch number 1153

Description Expenses 1906

Accounts system Accounts
Baich date 15/06/2013

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

Financial period 2013 |/ 3
Batch totals Disputed totals
Net £382.70 Net £0.00
VAT £1.53 VAT £0.00
Gross £384.23 Gross £0.00
[l
*| PurchaselnvaiceBatchDetail ® 2017 Tempia Computer Systems Lid

For an authorised user, individual invoices within a single posted sales invoice batch can be un-posted without un-posting the
entire batch of invoices. This can be done double-clicking on the posted batch and then clicking on Invoices. On the invoice list
screen, select the individual invoices that need to be un-posted and click on Un-post purchase invoice(s):

4 : . s Purchase invoice Regester
. -
Genetal
J .} .c | DA rehmn - ,J o \l o "3 o
L) @i -, , ¢ @
Cote Rebesh  Primt Exel Bigend Collapse Open View Send Heject C Un-post purchase
on ok ®
Lise Rera

Q00 gt S Trpe Spoher ¢ Supgher rame Suppher ref Text Tax poet Due Sate Net vaboe Vatvalue  Gross vabue En
121. ® c ® ® ® @ ® @ & @
[,.] [ ] ]vmu ]m Mlhnu | 20008 | 2coos0sn | | Varioen Gootn [lmm]ummo[ ] | R
na POS - Posted  Invosce GIBES. GBS, 1' '-“ i».l;-r'L." . 130620130 150720130 ('1(“;'5 .!Z e f U-:."A' "'

The following warning message will appear:

Confirm action &3

, This process will un-post the purchase invoices in Templa-CMS,
¥ note, this will MOT remove the transactions from the accounts
system.

Continue?

Yes ‘ Mo

This will only un-post the invoices in Templa-CMS and will not remove them from the accounts system and thus any
invoices would need to be manually credited in the accounts.

On clicking Yes, the following will happen:

A new purchase invoice batch will be created

The selected invoices will be moved to the new batch, and marked as un-posted

The original (now smaller) batch will be re-summarised to ‘site transactions’, i.e. the value of the un-posted invoices
will be removed from the reporting database
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The state of any affected stores orders (or indeed work-bills) will be re-assessed, and therefore set back to ‘not
purchase invoiced’

Following the un-post, and based on whether further rollback is required (e.g. of GRNs), the user may then decide to delete the
new purchase invoice batch and its invoices, or amend the invoices to re-match to the correct stores orders.

Note: it will remain the user’s responsibility to raise any necessary credits and post it to Dimensions.

SETTLEMENT DISCOUNT

Some customers may use settlement discounts in the accounts system (Access Dimensions) and therefore may require the
ability to pull this information into TemplaCMS.

With the Retrieve purchase invoice settlement discount checkbox ticked on System Control, the following columns will appear
on the Purchase Register and Purchase Invoice line list:

e Predicted settlement discount value
e Actual settlement discount value
e Settlement discount date

Any posted purchase invoice where settlement terms exist but where retrieval has not yet been completed will show a predicted
settlement discount value. Once settlement discount has been retrieved, the predicted value will show as zero, being replaced
by an entry in the actual value column.

A ‘settlement discount retrieval’ process is scheduled to run overnight. When run, this examines all posted purchases invoices
in TemplaCMS to which settlement discount could apply (i.e. it was posted with non-zero settlement terms), but that have not
yet had settlement discount retrieved.

For eachinvoice, the associated Access Dimensions transaction is checked to confirm whether it has been paid. Where paid, the
settlement discount value from the payment will be retrieved (along with the date of the payment) and stored against the
purchase invoice line to which it relates.

Note that within Access Dimensions a single payment can be made across multiple purchase invoices, and not all of the invoices
relating to a single payment may have had settlement discount applied at the same rate. In this situation, Access Dimensions
does not record which invoices the settlement discount taken applies to, just the total value of the discount. Where a multi-
invoice payment is found, the value of the settlement discount is split between the invoices based on their relative predicted
settlement discount values. As a result, where one or more invoices have had a different settlement discount rate applied than
was predicted, the retrieval process will not be wholly accurate.

Further, it should be noted that a single invoice may be paid in multiple stages. For the purposes of this process once the first
payment has been detected for an invoice, the retrieval of settlement discount will occur, and as such subsequent payments
will not trigger further retrieval of settlement discount.

On completion of processing, the necessary settlement discount site transactions for any affected purchase invoices will be
generated. In doing so, the cost type and date of the site transactions will be determined as follows:

e Cost type - if specified, the Purchase settlement discount cost type on System Control will be used, but if not specified
then the original cost type for the purchase invoice line will be used.
e Date - either the payment date or the original invoice date will be used based on the System Control setting.

When generating accruals for a purchase settlement discount run, the process identifies purchase invoices that are posted with
an invoice date on or before the accrual financial period, that are not already paid (or part paid, as discussed above), and where
settlement discount could apply (i.e. posted with non-zero discounted settlement terms).

For each purchase invoice, the predicted settlement discount value will be used to generate an accrual, where the cost type is

determined as per section 3 above.
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Note, where a purchase invoice is unpaid for multiple periods, therefore, it will continue to accrue period on period until such
time as payment or part payment actually occurs.

For further information on the accrual process please see our TemplaCMS Accrual Manual.

AGED CREDITORS

Whilst Access Dimensions provides aged creditor reporting, this can only be at client level, and is unable to be sorted and sub-
totalled based on the business analysis structure in TemplaCMS.

More flexible creditors report by site (and therefore business analysis level) has been provided within TemplaCMS and can be
access from the Reports > Contracts & Sites menu.

When selected the report presents the following selection criteria:

i ‘\I Aged Creditors Report

General

U se=e = § @ (¥

Close Refresh  Print  Ewcel Expand Cellapse Source Runon Select saved

all all transacticn  batch results
report
Selections | Details
Datasource | L]
Supplier W
Rows to show 0

[ ] Disputed invoices only?

[ ] Perform transaction matching?

Datasource - select the relevant datasource.
Supplier - select a single supplier or leave blank for all suppliers.

Rows to show - when entered, for example 10, the 10 suppliers with the credit due will be displayed. Leave this field blank if a
report with all suppliers are required.

Disputed invoices only? - tick to run the report for disputed invoices only.
Perform transaction matching? - tick if transaction matching should be performed and included in the report.

On clicking the Details tab the report will be generated. Outstanding transactions will be extracted as at the current date and
each transaction is aged using the ageing method defined within Access Dimensions (months or days). Where a matching
purchase invoice is found in TemplaCMS, the ability to drill into the original purchase invoice transaction is provided.
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Aged Creditors Report

'ﬁ
| General |

U@yt e 3 UG [

Close Refresh Print Excel Expand Collapse  Source  Save Runon Select saved
all all  transaction results  batch results
report

Selections | Details |

Aged Creditors report

IDrag a column header here to group by that column.

Supplier code Supplier description Bslance Futws Upto30Days  31-60Days  61-30Dsys  Over 50 Days Unallocsted debits =
| o " R I T T T T
Accounts A3MACHIN AIMACHIN £181093 £0.00 £000 £0.00 £0.00 £181092 £0.00
" Accounts ACCOMPLI ACCOMPLI £59375.65 £0.00 £000 £0.00 000 £59711E5 £336.00
Accounts ADMIRALG ADMIRALG £67378 £0.00 £000 £0.00 F0.00 £67378 £000
" Accounts ALBANYEN ALBANYEN £14400 £0.00 £000 £0.00 F0.00 £144.00 £000
" hecounts ALLCLEAN ALLCLEAN E7284 £0.00 £000 £0.00 F0.00 [T £000
Accounts ANGELSFR ANGELSPR £1513.00 £0.00 £000 000 £0.00 £155020 £3120
b Accounts ANGLOOFF ANGLOOFF £6.00 £0.00 £000 £0.00 £0.00 £254 354
" Accounts AQUAJET AQUAJET £26.24 £0.00 £000 £0.00 £0.00 £86.34 £0.00
" Accounts ATEL ATEL £1188.00 £0.00 £000 £0.00 £0.00 £1,188.00 £0.00
Accounts AXMINSTE AXMINSTE £840.00 £0.00 £000 £0.00 F0.00 £840.00 £000
" hecounts BICRAWSH BICRAWSH £279.60 £0.00 £000 100 F0.00 £279.60 £000
" Accounts BRENTWOOD  BRENTWOOD £33440 £0.00 £000 £000 £0.00 £294.40 £000
 Accounts CAMEIUM CAMBIUM £43470 £0.00 £000 £0.00 £0.00 £43470 £0.00
 Accounts CAPITAL CAPITAL £141455 £0.00 £000 £0.00 £0.00 £141455 £0.00
" Accounts CATER CATER £173.20 £0.00 £000 £0.00 £0.00 £173.20 £0.00
Accounts CDWASTEM COWASTEM £35140 £0.00 £000 100 F0.00 £351.40 £000
"~ Accounts CITYLOND CITYLOND £66.00 £000 £000 £0.00 FD.00 £132.00 66600
[ | e44296356] 000 20,00 ] 000 00|  e47662067 | £3365711

The results are shown in a grid, summarized by supplier and allowing the view of detailed transactions by expanding the row.
Standard grid functions to sort, group (and therefore sub-total), print, and export to MS/Excel are also available.

Clicking on ‘Expand All’ and ‘Collapse all’ toggle the list displayed between summary (as above) and detail mode.

Supplier details

Access to the aged creditor's report is also available via the Aged credit button on the Supplier detail screen. This provides direct

access to the report, pre-filtered to the current supplier.

I:I} Ja | '.|; Supplier Detail - ABLESERV - ]
\.‘J| General ‘

D (22 E> H % Notes @‘ @

¢ Attachments

Close  Previous  Mext Save Aged | Transactions
[3 Create mail credit -
Navigate Save Other Record

Generzl | Properties  Contscts  Dates Aged credit
=

Accounts system |Aowur|tx A |
Code ABLESERV
Name | apLESERV |
P ABLESERYV
Town
County
Postcode GU95 1AE
Telephone
Fax
Website
VAT Standard Rate o
Terms From invoice date | days | 30
Default mailing contact | (not set &

Inactive?

L —

[] workbill supplier?
Consolidated WB format | Format T-standard &

PO Distribution
[] E-mail to contact

| (ot sef)

5

[] E-mail copy to urig'naﬂ WARNING -- orders will need to be printed manually |

Self billing invoices

Default recipient contact | (not set)

Cost type

E-Trading

[] E-Trading?

|

(%)

Note, as the ‘aged creditors list’ is associated with a securable function, only authorized users will be able to access this via the

navigator or supplier.
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TRACEABILITY

TemplaCMS determines a link between TemplaCMS source transactions, and their Access Dimensions nominal ledger posting.

A number of tools have been provided within TemplaCMS to reconcile the applications.

Transaction matching - audit number creation

Prior to posting transactions from TemplaCMS to Access Dimensions, a TemplaCMS audit number is stamped on the source

transaction, for example, purchase invoice items.

;: o e TemplaCMS - Contract Management System -~ TemplaCMS V610
e General
. - | & - - -
U@ e - e A g 0% YeED
Close Refresh Print Excel Expand Collspre Open  View Filter  Un-filter Apply (Change Select Publish Select
selected  selected lastfiter  filter fiter  format foomat
List Row Filter

R

- - Hers | Pucrase ivoceLees | Supphiers
Transaction Register eh

Purchase Invoice Lines

O Purchase Register

© Puchase Baches Deag & column haadet here 10 group by that column

g ?m:;::m - od by Entered Agproved by Aoproved ourts ¥t Accounts sudil Quantiy Net value Yatv

O Caskbock Batches = = [ = = 0]

g m e Martin Ston 160120121 TCMS. Templs 200020121 322525 1456 1 £15250 £

© Journal Line list Mactio Q00 160120121  TCMS- Temgls- 200120121 222530 1457 1 ik £t
o 2 Adwin Mertn o0 160120121 TCMS- Tespls- 240120121 1322000 1458 1 £24980 (]
Poyrol Matin Ston 160120121  TCMS-Templs- 200020121 |32235% 1462 1 nnR £
Workbills Martin Son 160120121 TCMS- Temple- 240120121 322623 563 1 £3058 £
Hygiene Services Martin Qo0 170120121 TCMS. Tewple: 240020121 322715 1466 1 £827138 on
Ddling Mactn Qon 170120121  TCMS- Templs- 280120121 222714 1467 1 £651 .47 o
[EraasRcHioe Aephber: MaboSton 170120121  TCMS-Temole- 240020021 222316 1468 1 £82718 e
frorsmis MartinSton 170120121  TCMS-Temple- 200120121 223500 1463 1 £2084 3

Transaction Reconciliation Enquiry

The Transaction Reconciliation report can be accessed from the Reports > Contracts and Sites menu. When selected this will

present a selection criteria window allowing the following options:

| General |

& e

- _

Close Refresh  Print  Excel Expand Collapse
all all

[ report |

Selections | Details

Datasource | |‘32|

TemplaCMS

Frcicd |1

Transaction type Al [v]

Trcl'lsacﬁmrn.rri:ﬂr| D|

Accounts

Frcprcd |1

e
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This report can be used for reconciling the company for an entire period, or as a method of locating a single TemplaCMS invoice
based on the Access Dimensions invoice number.

Once the relevant selections have been entered clicking on the Details tab will retrieve the information and display it as follows:

L

; :3 s Transaction Recanciliation Report -
L3

General Filter

PueC =

Close Refresh Print Excel Expand Collapse
all all
report

Selections | Details

Drag a column header here to group by that column.
TemplaCMS i

Status Datasource Transactiontype  Transaction number  Date Financial year  Financial period  Account Walue Cost type Transactic
= = o = = o o = o o =
Exceptions Accounts Salesinvoice 14140144635 jomsoizo0d (a0 |k FEF 0 seoContectedVindon Cleaning. | 85357
Exceptions Accounts Salesinveice 14140144687 |omszoizoce (w2 s R Washroom Services 89397
Exceptions Accounts Salesinveice | 14140124688 |omseoizone (w2 s R Sub-Contracted Periodics 29397
Not matched Accounts Salesinvoice 14740124689 010872012000 2012 3 DECH £0.00 DOC revenve

Exceptions Accounts Sales invoice 14740/44630 _— & _ £12343 \ashroom Services 89397
Not matched Accounts Sales invoice 14141744651 01/09201200:0 2012 [ CSBw £0.00 DOC revenue

Exceptions Accounts Salesinveice 14141144692 |omszoizone (22 s CSBW £624.00 DOC revenve 89596
Exceptions Accounts Salesinveice 14141744693 |omseoizone (w2 s SR £109.20 Waste - Al Suppliers 29596
Exceptions Accounts Salesimvice | 14144124703 |omszoizocn (22 s CEFS £580 51 DOC revenue 29406
Not matched Accounts Salesimoice | 14145084704 01092012000 2012 5 CIRD £0.00 DOC revenve

Exceptions Accounts Salesinveice 14145144705 jomsaoizo00 (202 | e CJRD £53059 DOC revenue 89428
Exceptions Accounts Salesinveice | 14145144706 |omszoizone (w2 s CJRD £20.00 In House Periodics 89428

Any discrepancies found between the TemplaCMS and Access Dimensions details will be highlighted, and the row marked as an
exception. The status column allows users to filter on Exceptions, Not matched and Matched transactions.#########Standard
grid sorting, grouping (and therefore sub-totalling), printing and export to MS/excel options is available. Additionally, double-
clicking on a selected row will display further details as well as allow drill down to the source transaction:

44 TR o
.. =
(menerpd
Close Re- Source
match | transachon

HNinigate o
Dtmils | Setce ransacnen

Catidesus oo Frao Y 0

Templsl WS

Firancisl paricd Hn i W

Trarsetion bps Burchass svece

Transachon numbesr 2605

Date DEAI 112

Aocount THAMESKE o

ot bypa Re-chageatle Goods o

Gress Fen T
E148 T 3 Frk ) E2445

Focounts

Fingncipl pariod FoLF W

Transachion pumber RerER]

Auit pumber 1862

Dinim DEDIN12

e THAMESHE LiJ

L ot et 2100 - Creditors Control Scoount Q10 - Curers Linkilises

HL debt et 510 - Re-chargeable Goods @ 2 - Cosof Sales |

The transaction reconciliation details can also be viewed for a single TemplaCMS transaction audit number for example from
clicking in the Transaction reconciliation button from a posted invoice line:
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' Irnvsics lbem Detaibi - Invsice: THA

VAT value Gooss value VAT code

l;uEI ) [ £u67]  (smeewdrme )

Match now - if the transaction is currently ‘not matched’ (i.e. the Access Dimensions details were not posted the last time a
matching took place), the Match now button allow the user to process matching for just this transaction.

Source transaction - when pressed this allow the user to view the transaction source.
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To complete the loop, from any one of these windows (however they were accessed), the Transaction reconciliation button
allow access to the Transaction reconciliation details screen. In this way a user could start with a TemplaCMS invoice, and find
the associated Access Dimensions details, or start with an Access Dimensions invoice number, and find the TemplaCMS details.

The purchase invoice line list accessible from the Transaction Register menu provides a filterable list of purchase invoices

matching the selection criteria:

Purchase Invoice Line Filter Detail - default filter for Templa Admin a

.o -
f E‘ A s
S )
— General
| — / ol
1 @
| Close Save Default Select Publish
l criteria  filter
1| Mavigate Save Filter
Invoice filtering critena | Site filtering entena
Batch number |
Supplier
Supplier ref
Entered by
Approved by
Assigned to
Date ranges
Tax point (not set) [ (not set)
Due [not set) ~ (not set)
Approved (not set) [ (not set)

S

{

Kl

EREAE]

Include statuses

MNew Import

Pending approval

[] &Il dates are relative?

Columns are made up of a combination of purchase invoice header and footer details. As with all TemplaCMS grids, the ability
to group, sort, fast-search, print or export (to MS Excel) the listed details is available.

J‘ I’WZ';

TemplaCMS - Contract Management System

-- TemplaCMS V&.1.0

General

LN
MJ R
Close Refresh Print Excel Expand Collapse

List

.c - @& Auto refresh

Open  View

Row

TUX &

Filter
selected

Un-filter
selected

8 7 ¢

Apply
last filter
Filter

Change Select
filter

filter

Publish
format

Select
format

] B of 2.t refresh e Inveice Lines
Transaction Register Purchase Invoice Lines

@ Purchase Register

@ Purchase Batches Drag a celumn header here to group by that column

@ Purchase Invoice Line list

@ Cashbook Register [# St O Di Lognumber  Batchnumber Status

@ Cashbook Batches E| E‘ IEI|IE|| O] III|

@ Cashbook Line list _ N

® Journals v 10257 0 P04 - Approv

@ Journal Line list v 10257 0 P04 - Approv
Contract Admin _V 10257 0 P04 - Approv
Payroll v 10257 0 P04 - Approv
Workbills v 10257 0 P04 - Approv
Hygiene Services & 12 18 PO5 - Posted
Billing a 12 18 P05 - Posted
Transaction Reaister I
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Transactio Supplier code

o
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice

Invoice

=
THAMESJLL
THAMESJLL
THAMESJLL
THAMESJLL
THAMESJLL
THAMES

THAMES

Supplier name
=
THAMESJLL
THAMESJLL
THAMESILL
THAMESJLL
THAMESJLL
THAMES
THAMES

Supplier reference Invoice text

= =

5655 ergeerg

5655 ergeerg

5655 ergeerg

5655 ergeerg

5655 ergeerg

322569 Jan"12 Web order

372563

Jan'12 Web order

Tax pointdate Due date

[=

19/04/2016 0
18/04/2016 0
18/04/2016 0
18/04/2016 0
18/04/2016 0
03/01/20120
09/01/2012 0

|

290772016
29/07/2016
290712016
29/07/2016
28/07/2016
290272012
280272012
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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.



