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INTRODUCTION

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

REPORT ADMIN

There are a number of report writers in TemplaCMS which allows pre-defined reports to be configured and distributed to
authorised users:

Site Analyser
Timesheet Analyser
Stores Order Analyser
QA Analyser

The set-up and configuration for the Site Analysis and Timesheet Analysis Reports are based on the same principles which will
be outlined as follows.

Reports can be pre-configured or created on the fly and published for later re-use. A new report can be created from Reports
Admin option on the Reports menu via selecting the Site Analysis or Timesheet Analysis options.

.. E‘) o= TemplaCMS - Centract Management Systemn -- TemplaCMS VE.1.0
o General
’ < =z o : = . ., r—— [
r% D -;} .g . L JCheck duplicates - | @ s ] 2 »T i i H
|'J 'lL b '\“ — T - Eb" E..
"_a @ Aute refresh ~ ) ‘d )
Close Refresh Print Excel Expand Collapse Open New Copy View Print Filter Un-
label = selected  sel
List Row
a0 & Alerts Site Analysis Report Configurations
Reports Site Analysis Report Configurations
=2 Contracts & Sites
=8 Employees Drag a celumn header here to group by that column.
=@ Stores o
@ Query Reports &l St Code Description
= =@ Reports Admin [=]| (=] =
@ Site Analysis 3 - :
@ Timesheet Analysis i EQE_EUD Equipment and Uniform Budgets
@ TUPE Configuration SITEP&L SITE P&L
@ Stores Analysis - .
@ Guery Reports 347 SITE P&L (by site anly)
@ P&L Templates
@ Batch Schedule
@ Saved Reports
@ Crystal Reports
@ Filtered List Formats

From the selected analysis option (i.e. Site Analysis or Timesheet Analysis), click on New to start creating the report.

To create a report, the following tabs on the ‘Site / Timesheet Analysis Report Configuration Detail’ need to be completed,
namely: Criteria, Columns, Measurables and Restricted users (if applicable) - this is in addition to the filtering by analysis
or properties.

CRITERIA

Optional criteria can be specified to subset the data. This needs to be left blank if the report is for the whole Company. A Code
and Title should always be specified.
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 § : A = Site Analysis Report Configuration Detail - (new) - O x

General
Close Save Saveand
new
Mavigate Save

Criteria| Columns Measurables Restrictedusers

Code SA
Title Site Analysis Report|
Client A=+
Site L)
TaskType A+
Supplier L+
Site working/cleaning weeks 0.00

Apply user analysis restrictions?

[] Use current month for relative periods?
Analysis | Properties

Business analysis Marketing analysis

Company/Division Customer Type
Cps/Regional Manager
BA

Site Supervisors

Code - enter a code for the report. If left blank the system will automatically generate a code when the report is saved.
Title - enter a title for the report

Client - if the report relates to a single Client select the relevant client. This can be left blank to include all clients, at the point
of running the report it will be further possible to select a single Client.

Site - if the report relates to a single Site select the relevant Site. This can be left blank to include all Sites, at the point of
running the report it will further be possible to select a single Site.

TaskType - if the report relates to a single TaskType select the relevant TaskType. This can be left blank to include all
TaskTypes, at the point of running the report it will be further possible to select a single TaskType if needed.

Supplier - if the report relates to a single supplier select the relevant supplier. This can be left blank to include all supplier, at
the point of running the report it will be further possible to select a single supplier if needed.

Site working weeks - enter the site working weeks if required.

Apply user analysis restrictions - when ticked any restrictions on the user such as datasource of B/A level will be applied to the
report. Additional restrictions can be applied via the Restricted users tab.

Use current month for relative periods? - by default, an analysis report by period, with relative periods in use, the base period
defaults to the current nominal ledger period. Where relative periods are used on a report and the Use current month for
relative periods? When Option is ticked, the nominal period that reflects today's date will instead be used as the base period.

Analysis - if the report relates to a single B/A level select the relevant level. This can be left blank to include all levels, at the
point of running the report it will further be possible to select a single level.

Properties - if the report relates to a single site property select the relevant property. This can be left blank to include all
property, at the point of running the report it will further be possible to select a single property.
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COLUMNS

Select the columns that should appear on the report via ticking the Show option against the relevant Column descriptions.
Columns can be colour coded if required and the order columns appear in can be changed via highlighting one or more and
using the up and down arrows to move them around on the list.

r'? Site Analysis Report Configuration Detail - (new) L = | 5] |wweS 'r
: File Tools Help
ELj Close H Save b{! Save and new
Criteria | Columns | Measurables  Restricted users
Category Sort Show? Colour TI
Client — Code Ascending T = . Lime I
Client Ascending - White
Site — Code Ascending T = 255, 255, 255
Site Ascending [ +] 2hh 25h, 255
Task Type — Code Ascending T = 255,255,255 3
Task Type Ascending T 255 25h, 255 D
Site working/cleaning weeks Ascending - = E D
Supplier - Code Ascending _CUStOITI |Web I Systeml
Supplier Ascending | DI_I_I_I_I_I_I_ W
Site start date Ascending I_ I_ I_
Site end date Ascending - -
Analysis PIL date Ascending | - -
Analysis S/L date Ascending K - -
Analysiz ML date Ascending | . .
Facilities Management — Code Ascending K I_ I_
Facilities Management Ascending | I_ I_
Operations Manager — Code Ascending ZI = 255,255, 255
Operations Manager Ascending ZI [ 285 255 255
Contract Manager — Code Ascending ZI = 255, 255, 255
Contract Manager Ascending hi (] 255,255,255
- . - Tl = [ oo oo -
MEASURABLES
Areport can have one or many Measures.
II.* '\m.; Site Analysis Report Configuration Detail - Site Analysis Report - a X
et General
e dH
. Close Previous MNext Save Saveand
new
| Navigate Save
 Criteria_ Columns Restricted users
{| Column header Extraction basis
|
; Add Add formula || Add condition Remove Copy Details ¥

| STARC onfigurationDefail
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From the measure tab click on Add to start defining what will be measured in the report.

4 “] N Site Analysis Report Measure - Site Analysis Report - (new) ] X
s —
e

- General

L 9 @

Close Accept  Accept

and new
MNavigate Save
Measure
Column heading Cost
Extraction basis S
. 'eriod range
Basis Period range v
2019/ 0 te 018 /| 32
Site i
fype Al ~ Relztive? | |

[Diata source Diata value Colour Show?  Reverse? DP Sub-heading Accrued journals  Pre-payment journals 7
Budgst group : Pericdics Actual value 255, 255, O O 2 Periodics - Actual | Include ~ | Include ~
Budget group : Periodics Budget value 255, 285, O O 2 Periodics - Budge | Include ~ | Include ~
Budget group : Periodics ariance value 255, 255, O O 2 | Periodics - Varian
Budget group : Pericdics ‘ariance value percent 255, 255, O O 2 Periodics - Varian
Budget group : Pericdics Actual hours 255, 255, [l [l 2 | Periodics - Actual | Include v Include v
Budget group : Pericdics Budget hours 255, 255, O O 2  Periodics - Budge | Include ~ | Include ~
Budget group : Periodics ‘ariance hours 255, 255, O O 2 | Periodics - Varian ¥
Puidast arann - Perindics Wariance hours percent 255, 255, Il Il 7 Periodics - Varian ©

Add cost type Add budget group Remove item

onMeasur

Column heading - enter a heading for a column or group of columns that will appear on a report.

Extraction basis

Basis - the options are Date range, Period range or Week range. In the case of Period range, it is possible to define if it is relative
or not.

Site Type - the options are All, Overhead and Standard.
Period/Week/Date range - when the Basis of the report is set it is further possible to define the Period, Week or Date range
Relative - In the case of Period range, it is possible to define if it is relative or not.

Add Cost Type / Budget group - each measure can bring in multiple cost types and budget groups (a budget group is simply an
accumulation of multiple cost types).

If Accrual/Pre-payment journals are used the effect of these on values reported can optionally be included/excluded when
defining a Cost Type/Budget group on a report.

From the ‘Measurables’ tab users can also add columns based on calculations as well as conditional formatting.
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Add formula - any of the columns/fields already included on the report can be used to build up the ‘Calculation formula’ by
simply double-clicking on the relevant options in the Data source and Operator lists. The user can optionally define the
number of decimal places, whether this should be displayed as a percentage and the colour of the column.

Formula

Main heading Total Wage Cost

Sub heaing

Decimal places 2| [ Percentage? Colour 255,255,255 [+

Calculation formula
[MEASURE:HOL PAY HOLPAY Hol Pay] + [MEASURE:ERS.NICERS. Actual hours] + [MEASURE:ERS NICERS.Ers]

Sample: 99+99+99

Double click items in the grids below to include them in the formula, at the current curser location.

Data source

MEASURE:ERS.NICERS Actual hours
MEASURE:ERS.NICERS Budget hours.
MEASURE:ERS.NICERS Budgetvalue

Operator

+

MEASURE:ERS.NICERS Ers

MEASURE:ERS.NICERS Variance hours
MEASUREERS.NICERS Variance hours %
MEASURE:ERS.NICERS Variance value
MEASURE ERS.NICERS Variance value %

MEASURE:HOL PAY HOLPAY Actual hours

Add condition - this option operates similarly as Add Formula with the additional capability to define a colour if a certain
condition is met for example where the Employers NIC actual cost is bigger than the Employers NIC Budget value highlight

thisin ‘red’.

731 site Analysis Report Condition - GROSS MARGIN REPORT DATE APRIL 2012 - (new)

= | S

: File Tools Help

i () close @ Accept @ Acceptand new

Condition

Description Employes NIC
tem to highlight MEASURE VIAGES GMVWAGE Actual value
Colourwhenmet [Jill Red [+]

Condition formula
[MEASURE:ERS NICERS Ers] > [MEASURE:ERS NICERS Budget value]

Sample - 83> 99

Double click items in the grids below to include them in the formula, at the current cursor location.

Data source

MEASURE:ERS.NICERS Actual hours

MEASURE:ERS.NICERS Budget hours

~ | Operator

MEASURE:ERS.NICERS Budget value
MEASURE:ERS.NICERS Ers

MEASURE:ERS NICERS Variance hours
MEASURE:ERS.NICERS Variance hours %
MEASURE:ERS.NICERS Variance value
MEASURE:ERS NICERS Variance value %
MEASURE:HOL PAY HOLPAY Actual hours
MEASURE:HOL PAY HOLPAY.Budget hours
MEASURE:HOL PAY HOLPAY Budgetvalue
MEASURE:HOL PAY HOLPAY Hol Pay
MEASURE:HOL PAY HOLPAY Variance hours
MEASURE:HOL PAY HOLPAY Variance hours %
MEASURE:HOL PAY HOLPAY Variance value
MEASURE:HOL PAY HOLPAY Variance value %

MEASURE:PROF/LOSS.PROF/LOSS Actual hours

‘ +

STARC

MessureCondition
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RESTRICTED USERS

From the Restricted Users tab it is possible to add users that will be allowed to see the report - if left blank all users on the
system will be able to see / run the relevant report:

:;} vl @ B |d I= Site Analysis Report Configuration Detail - Site Analysis Report - i X
e

General |

JAeo HEH

Close Previous MNext Save Saveand
new
Navigate Save

Criteria  Columns  Measurables | Restricted users

Restricted access to the following users only Can amend original config?

» Red. Jo

STARConfigurationDetzi! © 2019 Templs Computer Sysfems Lid o

Can amend original config - with this option ticked the user will be able to amend the report configuration. If not ticked the
user will only be able to run the report and cannot make any changes to it.

Running a Report

The Site and Timesheet Analysis reports can be run from the Reports > Contracts & Sites menu. Highlight the relevant report
and click on Select.

111 TemplaCMS - Contract Management System -- TemplaCMS DEMO

ile Window Tools Help
Close ) open @ New [l Copy A, view & Refresh 3 Print & Excel @ Delete ¥ Reinstate ] Show deleted =@ Expand ® Collapse (3 Create mail @4 Check dupl

i & Filter selected [} Un-filter selected { ¥ Change filter ¥ Select filter [ Manual SO forms & Import wizard

L P | pens - Mixed dashboard | Contracts
Reports
(= ™@ Contracts & Sites
@ Site Analysis T3 Select Live or Saved Report = | B S
@ Timeshest Analysis
@ Periodic Budget Analysis ile Tools Help
@ Transaction Reconeiliation [T | "
=
@ Aoed Debiors 10 ) Close [ Select @ Refresh S Search & Clear Search ™8 Expand all Collapse all
@ PaLReport || Live Reports Saved Reports
@ Aged Crediors
= =2 Employess H| | Drag 2 column header here to group by that calumn Drag a column header here to group by that column.
@ TUPE Detsils
@ Inacive Employess Description Description
@ Absence Employee Tracker O] =
= =@ Stores T
@ Stores Analysis EmoTiEs
@ Stock Valuation GROSS MARGIN REPORT DATE APRIL 2012
@ Manual SO Forms
@ Query Reports Subcontractor work
(5 =@ Reports Admin YTD DOC revenue
@ Site Analysis
@ Timesheet Analysis i
@ TUPE Configuration B
@ Stores Analysis
@ Query Reports M
@ PAL Templates |
@ Batch Schedule
@ Saved reports H
| || | sramcombinedserect © 2075 Templs Computer Systems 147

Click on Run Report to produce the report.

——
"i7 Cost analysis E‘@

: File Tools Help
H 1) - |
U Close (3 Print & Excel =@ Expand all ® Collapse all [ select live report [ select saved results | B Run report

i @ modify & Drill down & Suppress zero columns
- v L Run report

Cost analysis

Pleg eI e RO DU T _
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Modifying & Publishing a Report

Up to the point of running the report only the user who set it up can access it. If the report will be re-used, it can be published
for use by other users.

On the same screen where the report is generated from (Reports > Contracts & Sites) click on Modify:

\': I} Ve SITE P&L
Bl e |

Uttt = @ @ P2 B ¥ &

Close Print Excel Expand Collapse Selectlive Selectsaved Run | Modify  Basereport  Drill  Suppresszero

report results  report period: 2014/10 down  columns
report
SITEFAL

Drag a column header here to group by that column

1

fw.) ISE BE Site Analysis Report Configuration Detail o X
(2L /

L s

H eneral | =
[l '

(0 ae |
| Close Save || Publish

I Mavigate Il Save J Other

Cmenal Colum{ o, plich [surables
Ml

Tite [smereL |
Client [ ||
Site | |€D|
TaskType [ [
Supplier [ |
Site working/cleaning weeks

[ Apply user analysis restrictions?

[] Use current month for relative periods?
Analysis | Properties

Business analysis Marketing analysis

Company/Division Customer Type
Ops/Regionzl Manager .
EA
Site Supervisors

On the above screen click on Publish and enter a new or different ‘Title’ for the report and either replace an existing report or
‘Save as new’ if this is a new report (as shown overleaf).

]
| m NERE Site Analysis - Publish - SITE P&L o X

General |

O]

Close

|| Navigate

;| Publish |

Title | SITEPaL |

Replace existing | (save as new) |6:'|

If restricted access is reguired, select the relevant users below:

Users

Administrator, Templa

Document Ref: TEAM TemplaCMS - Reporting.docx Version: Page 10 | 50
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Users who should be able to see or run the report can be added at this point, click on Continue to publish.

The published report should now appear on the list as one of the reports to choose from:

37 select Live or Saved Report

: File Tools Help
i (J Close Select @& Refresh B Search & Clea

Live Reports

Drag a column header here to group by that column.

Personal?  Description

E & =

Cost analysis

GROSS MARGIN REPORT DATE APRIL 2012
Subcontractor work

YTD DOC revenue

GROSS MARGIN REPORT DATE APRIL 2012

iE 00O 0OoO

GROSS MARGIN REPORT DATE APRIL 2015 - Version 2

d

Users who have access to the report can now run the report, modify it if required and publish their own version of the report
without affecting the ‘Master’ report that was configured from the Reports Admin menu.

TUPE CONFIGURATION

Additional data fields to be used on TUPE Reporst can be configured from the Tupe Configuration option on the Reports > Reports
Admin menu.

o P merts - Mixed dashbosrd  Contracts  Storss Analysis Config List | TUPE Configuration List
Reports TUPE Configuration List
= =@ iContracts & Sites:
@ Site Analysis Drag o column header here to group by that column
@ Timesheet Analysis =
@ Pericdic Budget Analysis S ieldName Report type Section
@ Transaction Reconciliation = [= [= O]
@ Aged Debiors
@ P&L Report L TUPE REPORT Full Employee Contractusl
@ Aged Creditors
= =3 Employess
@ TUPE Details

@ [Inactive Employees

B ®g Stores
@ Stores Analysis
@ Stock Valuation
@ Manual SO Forms
@ Query Reports
= =2 Reports Admin
@ Site Analysis
@ Timeshest Analysis
@ TUPE Configuration
@ Stores Analysis
@ Query Reports
@ P&L Templates
@ Batch Schedule
@ Saved reports

@ Absence Employes Tracker

Transaction Register

Stores

Reports

Period/Year End
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This enables the initial definition of any additional data fields that will be generated as columns during the data extract process,
that can’t be sourced from TemplaCMS or SelectPay static fields.

The full list of TemplaCMS, SelectPay and previously added manual fields will be presented, with the ability to add, amend or
remove manual fields.

Any new fields that are added will be created to either generate a column heading so that the data can be manually entered

when it has been downloaded to MS-Excel, or to cross-reference to an employee property. The manual field set up therefore
require the following:

e = TUPE Configuration Detail - (new - O x
[ % ‘1 JH = g (new)
. I
- General i
Close Save Saveand
new
Navigate Save
Details
Field name Employee contract
Report type Full v :
Section Employee Contractual w

[] Use employee property

Data type v

Field name - this will be used as the column heading in the TUPE list.

Report type - this determines if the field should be included on the Basic, Full or Both report(s).
Section: select the relevant report section:

Site/Contract
Employee-Personal
Employee-Contractual
Employee-Holiday & Leave
Employee-Sickness
Employee-Pension
Employee-Other

At the point of running the report, the system will display all existing fields within the selected section and allow the new field
to be placed anywhere in the section.

Use employee property - on checking this box, the list of employee properties will be displayed and one can be selected, from
which the data will be retrieved, e.g. for sick pay or pension entitlement, CRB details, etc.

Data type - this can be used to specify if the new field is a ‘date’, ‘check box’, ‘text’ etc.
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BATCH CREATION

A new TUPE batch can be created from the Reports > Employees menu: select TUPE Details and click on New.

Reports

Merts - Mixed dashboard ~ Contracts  Stores Analysis Config List  TUPE Configuration List | TUPE Batch List |
TUPE Batch List

= =@ Contracts & Sites

@ Site Analysis

@ Timeshest Analysis

@ Pericdic Budget Analysis
@ Transaction Reconciliation
@ Aged Debtors

@ P&L Report

@ Aged Creditors

= =@ Employess

@ TUPE Details
@ Inactive Employees

Drag a column header here to group by that column

| St Batch number Description Date
= = =

s

31 TUPE Batch Detail - (new)

: File Tools Help

i Jclose k) save ' Notes

@ Absence Employee Tracker
= ®2 Stores

@ Stores Anzlysis

@ Stock Valuation

@ Delete @ Post ] Generate ‘@, View TUPE details

| General | Conracts

@ Manual SO Forms
o QimsisD s e
£ @3 Reports Admin Description [I
@ Site Analysis
@ Timesheet Analysis Date 24/07/2015 =]

@ TUPE Configuration
@ Stores Analysis
@ Query Reports

Enter a description and date - please note that only employees who are active on a site at the date entered will be

included in the list.

From the Contract tab use the Add Clients, Add Sites or Add contracts options to select the site contracts that should be included

in the batch:

b4 YEIEBE

ﬁ_}l General |
U H @ . Notes H«ﬁ .j %

Close Save Delete Post Generate View TUPE
details

TUPE Batch Detail - (new)

Navigate Save Other Batch

IDrag a column header here to group by that column. _

{Z| Contract + Site & Client

| Addclients | | addsites | | Add contracts | Remove

NB: Please note that a site contract can only exist in one active batch.

Once the site contracts have been selected click on Generate to create the TUPE Report

Once the report has been generated the View TUPE details button will become enabled:

TUPE Batch Detail - TUPE [m] s

i;;zﬁ';
’_uJ Bo " & Q

Close Save Delete Post Generate | View TUPE
details

Batch

Mavigate Save Other

General

Drag a column header here to group by that column.

# Contract + Site & Cliemt
b OAAMADT-  AAMAT AAMA

[NV}

| Addclients | | Addsites | | Add contracts | Remove

8 |
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Click on View to display the TUPE details in the BASIC format.

. '.—-= _ o . \ 0
{';}‘ ¥) TemplaCMS - Centract Management System — TemplaCMS V6.1.0
ETY | - TUPE Batch Detail - TUPE o X
@il EN=RE TUPE Employee Details - TUPE
General |
= = -
Ut m i o= ®
f| Close Expand Collopse | Save Show basic | Show full  Show employee  Export  Print
all all report | report  details report
Navigate Save Other Report
De‘lal\s‘

Drag a column header here to group by that column.

Basic Report

Distribution

Site/Contract Employee - Personal

Employee - Contractual

Selecting the Show full report option provides more detail as opposed to the Basic Report.

This report can now be printed or exported to MS Excel.

On exit, the system retains all details within the batch. On re-access to the batch, the details can be refreshed by selecting

‘Generate’ again, otherwise, it will just allow access to the previously built data.

When the data has been finished with, the batch can be posted, which will enable it to be filtered from the current

outstanding batches.

| ——
f“\ Jas s TUPE Batch Detail - TUPE a X
42
| General |
e O “™ g 3 K«
Close  Previous  Next Save Delete Post | Generate View TUPE
I details
H Navigate Save Other Batch
I Generall Contracts Post
ot (6|
Description |TUPE
Date 3010/2019 -
|
i
|
|
| TUPEBstchDetail © 2013 Templa Computer Systems Lid i
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A Stores Analysis report can be created from the Reports > Reports Admin menu.

NB: this report works in a very similar way to the Site and Timesheet Analysis options (see above) so the only differences will be

pointed out in the details below.

Reports

a2 Contracts & Sites

a2 Employees

a3 Stores

@ Query Reports

= =3 Reports Admin
@ Site Analysis
@ Timeshest Analysis
@ TUPE Configuration
@ Stores Analysis
@ Query Reports
@ PAL Templates
@ Batch Schedule
@ Saved reports

From the Stores Analysis option click on New to create a new report and ensure the Criteria, Columns, Measurables and Restricted

users (if applicable) tabs are completed.

s . . =] |
+* Stores Analysis Configuration - (new) =
: File Tools Help
i (J close b save bl save and new
Criteria | Columns  Measurables  Restricted users
Coce STR- 01
Title Ad-hoc Analysis Report \u:eorder types
a
Product group ﬂ Transfer
To st
Product category ﬂ Dlumc?res
Product
roau ﬂ Include purchase types
Client ﬂ all
Ad-hoc materials
Contract ﬂ Consumables
Materials
Site ﬁ Recharge
Ordered by = ‘::e PDiarpes
Apply user analysis restrictions? Stocked
Non-stock
Ad-hoc
Include zero price status
all
Not applicable
FOC
Inclusive
Business analysis Marketing analysis
Facilities Management Customer Type
Operations Manager
Contract Manager
Supervisors
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Criteria - on the Stores Analysis additional options to include order types, purchase types, product types and zero price statuses
exist. These will default to include ‘all’ but can be un-ticked and the relevant option highlighted to include it in the report.

Jums gop = L -
'E' Stores Analysis Configuration - (new) { = |[E — J
: File Tools Help
J close k) save ke save and new
Criteria | Columns  Measurables  Restricted users
Code STR-01
Title Ad-hoc Analysis Report Include order types
[ an
Product group xR Transfer
To stores
Product category LN Direct
Product
it Include purchase types
Client & [Oal
Ad-hoc matenals -~
Contract Al Consumables
Materials
Site e Recharge -
Ordered by % Include product types 3
all
Apply user analysis restrictions? Stocked
Non-stock
Adhoc
L
Include zero price status
all
Mot applicable
FOC
Inclusive P
i
. . . 3
Business analysis Marketing analysis !
Facilities Management Customer Type
Operations Manager
Contract Manager
Supervisors N
=
t
L

Columns - these options available will be related to Stores only.

Measurables - the ‘Extraction basis’ works the same as for the other analysers but a pre-defined list of stores related options to
choose will appear. The Revenue, Cost, Profit and Profit percentages are predictive based on what these values would be if the
current orders on the system are processed to completion, i.e. purchase invoice matched or the customer invoiced.

The Ordered quantity, Received quantity and Delivered quantity is self-explanatory.

The Invoiced options (Invoiced revenue, Invoiced cost etc.) are the actual values based on orders on the system that have been
processed to completion ie. purchase invoice matched or the customer invoiced.

'E‘ Stores Analysis Report Measure - Ad-hoc Analysis Report - (new) 1o . S
: File Tools Help
U Close @ Accept & Accept and new
Measure
Column heading Stores Analysis
Extraction basis
Basis Pericd range El peochonns
ol 0 to 0! 0
Relativa’
Data value Colour Show?  Sub-heading
Revenue 255, 255, 25 =} Revenue
Cost 255.255.25 [0l Cost
Profit 25525525 [ Profit
Profit percentage 255, 255, 25 ] Profit percentage
Ordered quantity 255,256,25  [0]  Ordered quantity @
Received quantity 255.266.25 [  Received quantity
Delivered gquantity 255, 255,25 B Delivered guantity
Invoiced revenue 265.285,25  [|  Invoiced revenus
Invoiced cost 255, 255,25 B Invoiced cost
Invaiced profit 255, 255, 25 ] Invoiced profit
Invoiced profit percentage 255, 255,25 B Invoiced profit percentage
Invoiced quantity 255, 255,25 [ Invoiced quantity
Budgetvalue 255, 255, 25 ] Budgetvalue
Budgetvariance 255, 255, 25 B Budgetvariance

Where stores budgets exist the budget values will be displayed and the variance to the budget tracked if.
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Restricted users - user restrictions can be applied via this tab.

Note, the Stores Order analysis process will check if an extracted product code is flagged as ad-hoc or non-stock. Where this is
the case, the specific description for the product is now taken directly from the order, rather than from the product.

Extracting the products in this manner will allow the user to view the manually entered Stores Order line product description
rather than the product default description and will also result in the data being displayed as separate rows in the resultant
report, meaning that an individual line cost can be calculated. If a user then drills down into any of the data cells TemplaCMS
will apply the same separation at this level as is applied at the top level.

Query reports option on the Reports menu allow custom reports written by Templa to be executed against the TemplaCMS,
Accounts or Payroll databases directly from within TemplaCMS. The resulting reports can then be printed or exported into

Excel. Access to Query reports is a function controlled by ‘Query report’ whilst reports can only be added or modified by Templa
and is normally chargeable.

The P&L reporting process addresses the specific requirements of P&L reporting, along with providing immediate access to site
and client level P&Ls and is based around the definition of one or more P&L templates that allow an administrator user to define
the structural makeup of each report (detailed, summary, etc.).

NB: this new process is entirely independent of the Dimensions NL reporting structures.

P&L TEMPLATES

A sufficiently authorised administrator of TemplaCMS must define at least one P&L template (the default), though may choose
to define multiple to meet the reporting requirements of the company.

Constructing a template requires a detailed understanding of the cost/revenue types and budget groups in use for the
company. It is recommended that you plan your reporting requirements on paper or in MS Excel prior to setting up the
template, as this will allow you to make the correct decisions as you progress.

Each template definition consists of ‘general’ and ‘structure’ details and can be accessed from the Reports > Reports Admin
menu.

GENERAL
I :ﬁ Jaw i P& Template - STD P&L
[Re General

Close Previous Mext Save

Navigate Save

Structure  Dates

Code STDP&EL
Description STD P&L
Default PAL template? (®)PAL based on site's analysis
() P&L based on site’s current analysis
[1 Allow use as revenue report? [ Use current menth for relative periods? () PSL based on site’s analysis ‘as at a specific date
[ Show working days in period headings?
Range hezadings Period ~ ‘Year basis Relling w Number of pericds 12
Current year Last year ‘Year on year Budgets
Show? Sequence  dp Show? Seguence  dp Show? dp Show? dp
Total 0 o [ Total 1] 1] Variance 0 [ Value 0
[ yto 0 0 YTD 0 o Variance % 0 [] Variance 0
Detail 0 0 [ Detail 0 ] [] Variance % | 0
Comments
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Default P&L template - in defining templates, one should be flagged as the default. It is this template that will be automatically
selected whenever a client or site-based report is run (see later).

Allow use as revenue report? - when ticked all cost information on the report will be hidden, see Revenue report section.

Show working days in period headings? - when the report is run, this setting is used in conjunction with the Normal working days
(on System Control > System Setup) to calculate and display the normal number of working days in each period of the report.

Use current month for relative periods? and Number of periods - when the report is run, the current date is used to determine
the ‘to’ period of the report, whilst the number of periods is used to determine the ‘from’ period.

Range headings - where period detail columns are to be shown on the report, this setting defines whether the range column
heading reflects as a financial period or a calendar month. For example: ‘2014-07’ or ‘Oct 2014°.

Current and last year - these boxes define which columns are to be included for each year, along with their sequence and
number of decimal places. For each year you can choose to see:

Total - the total values for the entire year
YTD - the total values for the period range selected
Detail - showing a range column for each period selected

Year on year - where figures are included for both current and last year, variance values and percentages can be included. Note
that a variance will only be shown on the final report if the value is visible in both current and last year (i.e. you will not see a
year on year variance by period unless you are showing ‘detail’ for both current and last year).

Budgets - allows the selection of the budget values and variance to be shown. When adding a budget group to the P&L template,
the user may qualify how this budget group is to be displayed:

‘:\ Jaw s P&IL Template - Standard P&L - u] X
[%.e

General

JeoH==== 5300 0 » ~»

Close Previous MNext = Save | Expand Collapse Rename Add  Addsub Delete  Saveand Saveand preview
all all section  section  selected  preview  revenue report
Navigate Save Structure

General | Structure | Dates
[ Sales

Costrevenue types

£ Costof sales Code Description Nature
#] other Costs (OTHER) & & =
@ Purchase costs
[ Cleaners wages Bank Holiday Bank Holiday Payroll cost
{8 Gross profit VIEH \orked bank hol  Payroll cost
[ Overheads . B
(B Tolal cosis ACCSETT Accrued Setleme  Nominal jour .
oan Purrhace satflem | Duenhsce ro
(B Met profit I =
Budget groups
# | [Code Description fi=
= =
* absadj absadj

Basic Basic

BHBIST BH BIS group

cons Consumable recharges
HOL Haliday

INCONS Inclusive Consumables

[Budget group properties M1 Master 1
Value to use. Budget o MAS Master test
MATS

Both
Budget |

If a budget group is set to Actual or Both then on use the report will bring in all costs/revenue associated with the cost types in
the budget group. The effect of this is the same as if the user had manually added each individual cost type, but by defining it
in this way, any amendments to the budget group setup will be implicitly reflected on the P&L report.

Note that where budget groups are used in this way it becomes possible to double count actual values from cost types that are
in multiple budget groups, or added to the report separately as well as by a budget group. On save of P&L template the user
will be warned of this, though will not be prevented. Likewise, when a report is run, a warning will be issued, but the report can
still be run.

Comments - this is for explanation purposes only, and does not form part of the report.
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STRUCTURE

737 PAL Template - STD P&L [E= e
 File Tools Help
i Close ke Save b Saveandnew < Previous B Next
i =8 Epandall @ Collapseall (3 Rename €D Addsection @) Addsubsection ) Dele ed = Saveand preview
General [[Siuciurs | Dates
B Sales B Costirevenue types
® Contracted Revenve Nature ¥ Code Description
DOC revenue (DOCREV)
In House Windaw Clezning (IHWCREY) 0] & O
Sub-Conracited Window Clearing (SCHCREY) Payroll cost equipbud Equipment budget
In House Perodics (IHPREY) N
Sub-Contracied Periodics (SCFREV) Payrall cost AL Salary
Visste - All Suppliers (WASREV) L Payroll cost B Workbill
C }:!';0(::?; izz’JMSHRE\A Nominal journal ACCRUAL Acerals
Pest Contrl (FESTREY)
Re-chargeste Goods (REGREV)
) One Off Revenue
One-0ffIn House Vindor Clesring (OFHVCREV)
One Of subcantracted window cleaning (00SCWCREV) L
One-Off Pest Control Revenue (OFPESTREV)
One Offsubcontracted Periodic (O0SCPREV)
One-0f In House Periodics (OFIHPREY)
) Recharge Consumables
AcHoc Consumable (rechargeable) Revenue (AHCREY)
Inclusive Consumables Revenue (ICREV)
Re-chargesble Miscellaneous (REGMISCREY) D
(B Costof Sales Budget groups
@ Contracted Gross Wages D Code Description =
Basic pay (BASIC) o] o) r
Bonus (Bonus)
Ibsence adjustment (ABS_ADJ) AES Absence Adjustment
Cover pay (COVER) CONS Consumable Recharges
Holiday adjustment (HOL_AD. B
i aa; Da{/ (HDUD[.‘«Y) -ADJ) EQF Equipment Budget
Holiday Pay for Long Term Asence (HOL_ABS) HOLPAY HOLIDAY FAY L
Holiday Claw Back (HOL_CLAW) INCONS Inclusive Consumables
Holiday Adjustment on Termination (HOLIL)
Bank Holiday Pay Adjustment (BH-PAY_ADJ) MATS Materials
Other pay (OTHER_PAY) NICERS NIC ERS Budget
Paid abance (PAD_ABS)
In House Feridics (HPCOST) PROFLOSS ~ PROFITAOSS
-8 Window Cleaners Gross Wages PL Costs Purchase ledger costs
i@ g:;;j:{m?" Cleaning (HHCCOST) STATPAY STATUTORY PAYMENTS
NiCers (NICERS) TAXBLES TAXAELES
=) Employers Pensions TcosT TOTAL COST
PENSION ERS (PENERS)
HE) SSP & SMP g TWAGE Total WAGES A

The ‘structure’ tab is split into 3 parts:

Tree - this is where you will engineer the sections of the report
Cost/revenue types - listing all cost/revenue types that are flagged as ‘use for P&L reporting’
Budget groups - listing all budget groups

Designing a P&L template is an interactive process, and as such, you may Save and preview the report multiple times to check
that your definition creates the results that you desire.

On the first entry, the tree will be entirely blank. Within the tree, you may define a nested structure of sections and sub-
sections, where each has properties that define its function. You may then drag and drop cost/revenue types and budget
groups into the defined sections to populate the sections with appropriate values.

On adding a new section, or selecting an existing one, the ‘section properties window’ is shown at the foot of the tree:

Section properties

Description Sales
Colour Il .0 132 El Bold? Reverse sign?
[T Running total ? [T Sum of other sections?
Section options

Show heading? Show total?

The options here are dynamic based on the ‘running total’ and ‘sum of other sections’ checkboxes, meaning that whilst some
settings are common, there are 3 distinct types of section, as follows.
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STANDARD SECTION

Section properties

Description Sales
Colour o0 132 E Bold? Reverse sign?
7] Running total? ] Sum of other sections?
Section options

Show heading? Show total 7 Show detail ?
details as % of section total?

The above screenshot shows the options for the standard ‘sales’ section on this template (i.e. neither ‘running total’ nor ‘sum
of other sections’ has been ticked).

A standard section will implicitly total all values from cost/revenue types, budget groups and sub-sections defined within the
section. The user may then choose what and how to display this information.

Colour/Bold - these define how the text for this section will be shown on the report.

Reverse sign - within the TemplaCMS transaction database values are held in true accounting standard; revenue is regarded as
negative, whilst costs are positive. This can be reversed for the display of a section by ticking this checkbox. Note that this does
not impact totalling which will continue to occur using the true accounting sign. Note also that this reversal only applies to the
section and its cost/revenue types and budget group, but not to any nested sub-sections. If you wish to reverse the sign on sub-
sections, this must be done specifically on each one.

Section options - this allows you to determine whether heading, detail and totals are shown for this section. For example, you
may have many revenue types defined, but for reporting you wish to hide this detail and simply show a ‘sales’ figure by selecting
‘show total’ but not ‘show detail’. Where details are requested to show, the additional option of ‘details as % of section total’
would allow you to show the value of each cost/revenue type in a section as a percentage of the section total (e.g. window
cleaning as a percentage of sales).

RUNNING TOTAL SECTION

Section properties

Description Gross Profit
Colour oo |E| Bold? Reverse sign?
Running total?
Running total
As %oof | Sales E

The above screenshot shows the options for the running total ‘Gross profit’ section on this template (i.e. ‘running total’ has
been ticked).

A running total section will implicitly sum all prior cost/revenue type and budget group information up to this point in the tree.

As % of - this allows you to optionally select another section on which to base a ‘% of’ calculation. In the above example, the
‘gross profit’ running total will display as a percentage of the ‘sales’ section. Note that the link here is to the ‘description’ of
another section, so a subsequent change to this description would break the link, and the ‘% of’ calculation would not occur.
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SUM SECTION

Section properties
Descriphon Total Wage Costs

Mooo E Bold? ] Reverse =ign?
Sum of other sections?

Colour

Sum of sections

loyers Pensions

The above screenshot shows the options for the sum ‘Total costs’ section on this template (i.e. ‘sum of other sections’ has been
ticked).

A sum section allows the user to nominate multiple other sections that should be accumulated in order to create the totals for
this section. As with running totals, the link to other sections uses the ‘description’ of another section, so a subsequent change
to the description would break the link, and the ‘sum’ calculation would not occur.

P&L REPORT

The P&L report can be accessed from the Reports > Clients/Sites menu or from a client or site record. Where the latter options
are taken, relevant record selections are passed through to the report.

On access, the user is presented with the ‘selections’ tab of the P&L report:

= 2 -
& '\ W s P&L Report
[ ¥

General

e @ @

Close | Refresh Runon Select saved

batch results
report
Close rions Details
PEL template STD P&L *(@ (®) P&L based on site’s analysis
(_JP&L based on site’s current analysis
Period range (_JP&L based on site’s analysis ‘as at 3 specific date
2013/ 3]t 14| /1| 2
Include budgets?
Datasource %
Client %
Site S
Task type B
Separate on (none) e
Analysis
Business analysis Marketing analysis
Exclude Exclude
Company/Division Customer Type

Ops/Regional Manager
EA

Site Supervisors

P&L template - the default template will be pre-selected, though where others are defined this may be changed.

Period range - this will default to the current NL financial year to date, though may be changed to any year and period as
required.

Include budgets - if budgets are included on the template, they can be excluded from the report when required. Note that the
use of budgets can have a significant impact on the performance of the P&L when run at a high level.

lient, site, task type - these options allow the P&L to be performed on a subset of data, rather than on all data to which the user
is authorised. Note that a user restricted to certain areas of the business analysis structure will never be able to view details
outside of those areas to which they are authorized.
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Business and Marketing analysis - Site P&L Reports can be generated for specific business and/or marketing analysis levels by
selecting a single analysis code per level to restrict the data in the report. The P&L report selection form allow business and
marketing analysis to be excluded from the report, as well as allowing multiple selections at each level for either include or
exclude.

Separate on - regardless of the selections made, you may choose to generate separate reports at a defined level. For example,
you could specify no selections, thus including all data, but choose to separate on ‘region’, thus generating a P&L for each
region in addition to overall.

Having made the appropriate selections, navigating to the ‘details’ tab will determine the number of reports available (based
on the ‘separate on’) and immediately extract and format the first of these to the initial tab:

137 P Report [E=m ol =
File Tools Help

() Close @ Refresh

5 Print & Excel & Diill down

Selections | Details
BEN SWEENEY ~ DAWCARTER DANIELDIEGO  FRANKSINATRA | GEORGEWILSON | JOHNJOHNSON ~KEVINHOLMES ~ MA  PATRICIALUPONE  ROBERTO GONZALES  ALL

STD PBL for Period 2013-01 10 2013-01 : GEORGEWILSON
1 00 & 2013Y7D # W3Tolal A 2012YTD & I
Description Act Act YiVar Yivar% Act Act
0] O] = O] = = O]
Sales
Contracted Revenue 2
DOC revense “25 4425 537 4% 33464 3888
In House Window Cleaning 992 992 -825 -45% 9392 1817
Sub-Contracted Window Cleaning 50 50 50 50
Sub-Contracted Periodics 687 587 %7 118% 6405 20
Washroom Services ] 388 207 115% £ 181
Pest Control 97 97 7 -50% 870 183
Re-chargeable Goods 202 202 -80 -28% 1412 282
Contracted Revenue 6840 6840 160 2% 60708 6630
One Off Revenue
One-0ff In House Window Clearning 2800
One Off subcontracted window cleaning
One-Off In House Periodics 25
One Off Revenue 3025
Recharge Consumobles
Inclusive Consumables Revenue 1959 1859 1884 2510% 2780 s
Recharge Consumables 1959 1959 1884 2510% 2780 75
Sales 8799 8799 2044 0% 66513 6755
Costof Sales
Contracted Gross Y/ages 2886 2886 1821 % 25378 1064

‘Window Cleaners Gross Wages 12582 1252 359 40% 1370 893 Y

By selecting other tabs, each is extracted and formatted on selection. From here, you may print or export the report to MS/Excel.
Furthermore, you may ‘drill down’ on any budget or actual figure, and ultimately to their source contract or transaction.

The existing P&L report process allows the user to define multiple P&L templates in order to sequence and sub-total the cost
types to meet the company requirements. Itis also possible to use the same structure (and even the same template) as a purely
‘revenue’ report - i.e. hiding all cost information.

Any template can be ticked for Allow use as revenue report?, but only one may be the Default revenue template. Enabling use as
arevenue report does not change or restrict how the template is defined in any way - it can still contain costs as well as budgets
and revenue. Itis purely when the revenue report is used that the differences can be seen.

73T Pl Template - Rolling P&l

File Tools Help
U_j Close H Save <@ Previous Ep MNext

General | Structure  Dates

Code ROLL
Description Rolling F&L
Drefault PEL template? I Allow uze as revenue report? I
Ranae headings taonth ~ ‘Year basis Folling ~
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The report can be run from the Reports > Contracts & Sites menu and when requested will automatically select the nominated

default template.

Having specified the criteria, the revenue report will be built in the same way that a P&L report is, but hiding any ‘cost’ detail
lines, totals that are purely of ‘cost’ details lines, and budgets that are purely for ‘costs’.

This means that the user will only see ‘revenue’ details, along with totals of sections that contain at least 1 ‘revenue’ cost type,
and budgets that include revenue. Note, therefore, that section/running totals that contain both costs and revenue will
continue to show, and will include both in their calculations, though there will be no access to the details of the costs. Drill-
down on any such composite section is prevented, as this would require visibility of the costs.

REPORT SCHEDULING

Report Scheduling provide users with the ability to:

Schedule report production

Run reports in the background

Load the results of a background/scheduled report
Save an ad-hoc report for later reference

The Batch Schedule option can be found on the Reports > Reports Admin menu:

TemplaCMS5 - Contract Management Systern -- Temn

f
-

_" E‘} *RE

General

J r‘ﬁz .-“}‘i @, .c @ L Checkduplicates
I . . @Auto refresh
Close Refresh Print Excel Expand Collapse
List
Navigator N Merts | Batch Schedule
Reports

=2 Contracts & Sites
=2 Employees
=3 Stores

@ Query Reports
= =@ Reports Admin
D Site Analysis
Timesheet Analysis
TUPE Configuration
Stores Analysis
Query Reports
P&L Templates
Batch Schedule
Saved Reports
Crystal Reports
Filtered List Formats

Drag a column header here to group by that column.
&7l St Description
(=] [=]

Sales

eoCCOOQOCOOCE®

UOBA 5

Open MNew Copy View Print

label ~
Row

Batch Schedule

Schedul Last run

=] =] (=
FirstW | 07/08/20151

This allows the user to schedule many different types of TemplaCMS reports, including ‘Analysis reports, ‘Query’ reports and

‘Crystal reports’.

Click on New to create a new Report Schedule.
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B ] '\I _'__] H ¥ SUNITUUITU O] S LTI T LT —
-

General
U R
Close Save Save and
new
Mavigate Save

General | Dates
Report
Description Absense Report

Timesheet analysis
Timeshest Absence ‘3‘43

Users

User option Fublish single repart for all

Users

Add e IhziTs Run as user Red. Jo =0

Schedule
Frequency 1| | Weekly v

Man Tee [] Wed [] The [ Fri ] Sat ] Sun []

Dates

Last run (not set) w Meatt run (not set) o Time (not sef) Alert when run?

Description - enter a description for the Scheduled Report.

Drop Down (report type) - select the relevant Report Type, this will affect the list of reports available for selction via the next
option (Binoculars).

Binoculars (existing report) - select the relevant report from the list.

User option - the options are Publish single report for all or Run as one report each.

Add - click on Add to add more users who will receive the report.

Just me - clicking on this option will add the user currently setting the schedule to the report.

Run as user - select the user the report will be generated under. This can be different to the user setting up the schedule or the
users receiving the report. When adding a job to the batch schedule, the administrator can specify the User options:
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.d I '} SEBE Scheduled Batch Job Details - (new) - o x
i ¢

General
Close Save Saveand
new
Navigate Save

General | Dates

Report

Description PL report

Profit and Loss ~
Configure report

Users

User option Publish single report for all v

Publish single report for all
Fun as one report each
Bowles, Derothy - FC

Users

Dave Mills - HR. Manager

Green, Eric - FD
Add Remove Just me Run as user D
Schedule
Frequency 0| |Wweekly w

Mon [ Tue [ Wed [ The [ Fri Il Sat Il Sun [

Dates

Last run (not sef) ~ Next run (not set) w Time (not set) Alert when run?

L]
I

Note, this does not apply to scheduled ‘Crystal reports’ as these are not delivered within the TemplaCMS application.

Publish single report for all - this option will generate the report just once, using the authority of the nominated ‘run
as’ user (as now), publishing the results for all the listed users. This is only appropriate where the users have the same
level of access to the TemplaCMS database, as the published report will not re-check each user’s access to the
site/employee data within it.

Run as one report each - as the name suggests this will generate the report individually for each user in the list, applying

the relevant authority for each. Ultimately, each report will then be published just for a single user.
Frequency - the frequency options allow for reports to be run:

N weekly, on one or more nominated days (e.g. every Mon/Wed/Fri)
N monthly, on a nominated date of the month (e.g. the 1% of every month)
N monthly, on one or more nominated days of a nominated week (e.g. Friday in the last week of each month)

Dates - the dates will show when the report was last generated and when it will be next generated.
Alert when run - when ticked the users will be alerted when the report results are saved and ready to be viewed.
The above example would therefore run the ‘Absence Report’ report every Monday, using the authority level of ‘Jo Red’.

Note that certain report types allow the user to ‘configure’ the parameters to be passed to the report. However, ‘Query’
reports do not support the ability to be scheduled with parameters. If there is a need for passing parameters to Query
reports, these would need to be defined as separate reports.
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The scheduler will allow reports to be run on a defined frequency, offloading the work to take place outside of working hours.

It is also possible to process many ad-hoc reports in the background, thus allowing the user to continue with other tasks as it

is collated.

With the Run on batch option selected the report, the report with the entered selections will be added directly to the batch
processing queue, and the user will be alerted when it is ready to be viewed.

Aged Debtors Report

.‘ }‘} o

o4 General

U@ se< = §

Close Refresh Print Excel Expand Collapse Source

all all transaction

report

Selections | Details

Datasource Accounts

Client |

Site
Business analysis

Fun on
batch

El

Select saved
results

=@
S
(S

All reports that can be scheduled or run on batch, also support the ability to load and save their results, via the Select saved

Ei -

results and Save results toolbar buttons:

i Select saved
results

Save

results

On pressing Select saved results the user will be presented with a list of their saved reports (either manually saved, created by
the scheduler, or run on batch) for the type of report they are currently viewing. The saved report data will then be loaded

directly to the display grid.

Note that on some reports, the ability to drill-down from saved results is prevented, as the underlying data may well have

changed since the report was produced.

On pressing ‘save results’ the user may nominate which other users should be given access to the results:
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x | |5 Report- 5ave Results - Holiday analysis report -- 01/05/2017 to 30/041... O

General
L
Close

Mavigate

Save
The report results will be saved for later re-use.

Note that drill-down data will not be saved.

Title Holiday analysis report -- 01/05/2017 to 30/04/2018
If restricted access is required, select the relevant users below:

Users -

Add Remove Justme

Cancel Continue

Reportflesufts Save © 2018 Templa Computer Systems Lid |

The normal TemplaCMS security of data access will not apply to saved data. Thus, if a report containing company-wide figures
is saved and assigned to a restricted user, they will be able to see the entire report regardless of their normal restrictions. Itis
the user’s responsibility to ensure that data is provided to relevant other users.

Whilst each relevant report provides access to load the pre-saved report, a standalone option for Saved reports is also available
on the Reports > Reports Admin menu.

I-‘ ;\ﬂ o= TemplaCM5 - Contract Management Systemn -- Templal
i g —
o General
i Q] BN 11-’ .c DCheckdupl icates - - - '““‘E L~
UQee - e &
) & Auto refresh 4 ) 3
Close Refresh Print Excel Expand Collapse Open  Show Filter Un-filter
report selected  selected
List Row Filt
B & Alert= | Report-Saved Results
Reports Repaort - Saved Results
=2 Employses ~
=3 Stores Drag a column header here to group by that column.
@ Query Reports
EE F{epo-:ts Adp(:nin Created Description Type
D Site Analysis i |E|| |E|| |E|| IE||
Timesheet Analysi "
g TUPE Conﬁ’;":ra’;i;: 07/03/20151  STD P&L for Period 2014-01 to 2014-10 : =il Profit and Loss
@ Stores Analysis 07/0%/2015 1 | Aged debtors report for: Criteria — Datasource: Accounts | Aged debt
@ Guery Reports — - i : -
@ PBL Templates 07/0%/20151 | SITE P&L - period : 201410 SAVED Site analysis
g Bateh Schedule 07/0%/20151 | Eguipment and Uniform Budgets - period : 201410 Site analysis
Saved Reports —
@ Crystal Reports 07/0%2015 1 | Site level analysis Site analysis
O Filtered List Formats 07/09/20151 | Site level analysis Site analysis

This option provides access to all saved reports to which the user is authorised, from where the user can view and delete
these reports.

As mentioned above, saved reports can be viewed using each discrete reporting option, or from the main Saved Reports option
on the navigator. Using the latter, a user with authority to the ‘Saved report results - amend’ function can press a new toolbar

button for Open rather than Show report. When opened, this will allow the report administrator to change the users who have
access to the report:
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CONTRACT AND SITE REPORTS

The ‘Transaction Reconciliation’ report accessible from the Reports > Clients/Sites menu determines a link between TemplaCMS

source transactions and their Dimensions ledger posting.

When selected this report will present the following options:

Accounts data source

TemplaCMS financial year and period
TemplaCMS transaction type and number
Accounts financial year and period
Accounts transaction type and number

I+ YWEBE
L

Transaction Reconciliation Report

General

@ eeC =

Close Refresh  Print  Excel Expand Collapse

all all
report
Selections | Details
Datasource Accounts
TemplaCMS
Financial peried 209/ 1
Transaction type Sales invoice ~
Transaction number 0
Accounts
Financial period 2019 |/ 1|

Transaction number

=0

This can be used for reconciling company-wide for an entire period, or as a method of locating a single TemplaCMS invoice

based on the Dimensions invoice number.

Once the relevant selections have been entered, click on the ‘Details’ tab will retrieve the information and display it with the

following columns:

Accounts datasource
TemplaCMS details

Transaction type (sales, purchase, journal, cashbook)

Transaction number

Date

Financial year and period

Account (client or supplier)

Value

Cost/revenue type
Dimensions details

Transaction number

Transaction type (sales, purchase, journal, cashbook)

Date

Financial year and period

Account (client or supplier)
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o Value

o Nominalaccount
o Nominal major heading
o Status - not matched, matched, exception

Transaction Recanciliation Report

Filter

Matched Excepticns

& E} D'
Ras | General |
J2 et
Close Refresh Print Excel Expand Collapse
all all
report
Selections | Details |
Status Datasource
= =
Not matched Accounts
Net matched Accounts
Mot matched Accounts
Not matched Accounts
Net matched Accounts
Not matched Accounts
Not matched Accounts
Not matched Accounts
Net matched Accounts
Not matched Accounts
Net matched Accounts

Dol b e ool _

TemplsCMS

Transactiontype  Transaction number

= 5

Sales invoice 6696/8535
Sales invoice EE96/2936
Sales invoice 6696/8537
Sales invoice 6696/2538
Sales invoice 6696/8939
Sales invoice 6696/2340
Sales invoice 6696/8941
Sales invoice 6696/8942
Sales invoice 6697/2943
Sales invoice £638/8544
Sales invoice 6728/9165

Date

=

0112:2011 00:0
01122011 00:0
0112/2011 00:.0
0112/2011 00:0
0112/2011 00:0
0112:2011 00:0
01122011 00:.0
0112/2011 00:0
01122011 00:0
0112:2011 00:0
01122011 00:0

Financial year  Financial period  Account

=

2011
20m
2011
201
201
2011
20m
2011
20m
2011
20m

=

=

GACS
GACS
GACS
GACS
GACS
GACS
GACS
GACS
GACS
GACS

W W W W W W W W e W W@

ENEN

Any discrepancies found between the TemplaCMS and Dimensions details will be highlighted, and the row marked

as an exception.

Additional toolbar buttons allow the grid to be instantly switched between:

All

Not matched
Matched
Exceptions

‘Double click’ on a selected row to display further details or drill down to the Source transaction:

'+ Transaction Reconiliation Detail =i

: File Tools Help

: O Close
B reom——
| Details |
Datasource | Accounts [}
TemplaCMS
Se— awni w)
S—
e
oo
Account | ALCENTRALTD o
Costtype | Washroom Services o
Gross VAT
[ £2563) | £21.36] | £427|
Accounts
— [
S—
Audit number 1730
pue
Account | ALCENTRALTD o
NL credit account | 4070~ Contracted Washroom Services @ |1 -Ssles |
NL debit account | 1200 — Debors Control Account @) |9 -Curent Assets ]
NL VAT account | 2220 - VAT Liabilty @ | 10 - Current Liabilties |

Gross

VAT

£2563 |

2136 |

€427

TransactionReconciliationDetail
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The transaction reconciliation details can be viewed for a single TemplaCMS transaction audit number for example from

clicking on the Transaction reconciliation button from a posted invoice:

"+" Invoice Item Details - Invoice for MM & K LTD dated 3(]/06,’2013_

: File Tools Help
J Close & Previous = Nexi [£] Work—billl £1 Transaction reconciliation I
Invoice item
Invoice text
One off 2nd floor carpet clean
Qty Price Net VAT Gross
1 £60.00 £60.00 £12.00 £72.00
Site MMBK 1 L
Task type Sub-Contracted Periodics i)
Revenue type One Off subcontracted Periodic i)
Sales analysis 4041 — One-Off Sub-Contracted Periodics i)
VAT code Standard Rate - Client order ref
oz Workbill MMBK/01— MMBK 1

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

‘ 4 E'\ s Transaction Reconciliation Details ] b
o General
U« &
Close Match Source
now  transaction
Navigate Record
Details
~

Datasource Accounts (3]

TemplaCMS

Financial period 2011 |/ 9

Transaction type Sales invoice

Transaction number 6E96/8936

Date MAz2011

Account GACS 9
Cost type Sub-Contracted \Window Cleaning o

Gross Net WAT
£2,036.98 £1,697.48 £339.50
Accounts
Financial period !

Transaction number

Audit number 0
Date 30102013

Account

NL credit account

NI A=hit arcmamt

A Source transaction button is available on the ‘transaction reconciliation details’ window. When pressed this allow the user

to view the transaction source, being one of:

Sales invoice
Purchase invoice
Journal
Cashbook entry
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AGED DEBTORS LIST

Whilst Dimensions does provide aged debtor reporting, this can only be at client level, and is unable to be sorted and sub-
totalled based on the business analysis (BA) structure in TemplaCMS.

The ‘Aged Debtors’ report available on the Reports > Contracts/Sites menu in TemplaCMS is more flexible can be run by site and
BA levels.

The report presents the following selection criteria window with options to select the accounts datasource, client, site and
business analysis codes:

LA 2 =
[+ VAL
L
- General
@t = 3 3 0 E
K L e . =
Close Refresh Print Excel Expand Collapse Source Runon Selectsaved | Flat
all all transaction  batch results view
report
Selections | Details
Datasource )
Client )
Site )

Business analysis
Level Code
Company/Divisi
Ops/Regional M..
BA
Site Supervisors

Rows to show 0
Accumulate debt (do not accumulate) bt
Ageing methed Due date b

[ Perform transaction matching

Az at (nat =et) [

Rows to show - determines the number of rows shown on the report.

Accumalte debt - this dropdown is built from the ageing buckets as defined in Dimensions, so may show months or days. When
selected, the debtors report will extract all data, and then filter out any transactions that are younger than the selected
‘accumulate’ option. In doing so, a single value column will be shown (e.g. for debt ‘Over 60 days’) rather than the individual
debt ageing buckets.

Ageing method - the available options are:

Due date (the default on the Aged Debtors)
Transaction date (the default on the Aged Creditors)

The selected method is taken into account when ageing transactions.

As at - where an As at date is entered, all invoice and credit note transactions (for all clients/sites matching the other selection
criteria) will be extracted and the allocation date(s) checked to determine if they were outstanding ‘as at’ the specified date.
This will be more processor intensive when compared to running the same report without an ‘as at’ date - it will therefore take
longer to collate the results. Conversely, when no ‘as at’ date is entered, only current outstanding invoices and credits will be
extracted.

Clicking on the Details tab will build the Aged debtors list.

Please note that if all selections are left blank, a full aged debtor will be built, although any user relevant restrictions on
accounts data sources and BA codes will always be applied.

Document Ref: TEAM TemplaCMS - Reporting.docx Version: Page 31|50
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



In building the ‘aged debtors list’, the process identifies all relevant sites based on the selection criteria, and extract outstanding
transactions as at the current date.

Each transaction is then be aged using the ageing method defined within Access Dimensions (months or days). The results will

be displayed in a grid, as below:

” z,; Aged Debtors Report
L_ General |
At = 3 G

Close Refresh  Print  Excel Expand Collapse Source Save Runon Select saved

all all transaction results  batch results
report
| Details ‘
Aged debtors repo
Drag a column header here to group by that column _
Datasource Client code Internal invoice number Client description Site code Sited
® ® of of mH ® of
Accounts JLSLOB 0 JLSLOB
Accounts KECH 0 KECH
Accounts EGIE 8426 BGIB BGIB/01 BGIE
Accounts TSCS 0 TsCS
Accounts JLEH 0 JLEH

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

When in detail mode, each outstanding transaction is shown, with the following additional columns:

Transaction date

Transaction type

References, including TemplaCMS invoice batch reference
Due date

Audit number

Processed by

Aged deblors report

|1 Dotasource Clentcode  Ste code Bolonce Upw300eys 31-60Deys 61-90Deys Over 50 Days Unallocated credis —

Accounts 8Gi8 8GIB01 £60.00 £0.00 £0.00 £000 £0.00 £60.00
[l Dotasource  Chent code  Sits code Balonce Upto 30 Deys 31-60Deys  61-90 Days Over 120 Deys Unaltocated credits Transaction date Transaction type _Internal invoice number _ Dimensions

» | Accounts BGIB. BGIBOY -£60 00 £0 00 £0.00 £000 €000 -£60 00 011022012 CRN 8426

€000 000
{#1 Datasource Chentcode  Sie code Bolonce Upto30Deys 31-60Deys 61-90Days  Over 50 Days Unallocated credits
Accounts ABH ABHOY £1.894 12 £000 £000 27537 £000 -£1.08128
|#1 Dstasource  Chentcode  Site code Balance Upto30Deys 31-600eys 61-90Deys Over 120 Doys Unelocated credits Transaction dete  Transaction type  Intemal invoice number  Demensions
Accounts JpeH ABHOY £506 11 £000 £000 £000 £000 £500 11 30042012 CRAN 9890
Accounts JBH ABHOY €575 14 £000 £000 £000 £000 £575 14 15052013 CAN 2017
Accounts JBH ABHOY 996 11 £000 £000 £990 1) 000 €000 05062013 nv 289
Accounts JBH JLBHOY £139.99 £0.00 £000 £13999 £0.00 £000 06/062013 NV 21879
Accounts I 28401 £448.00 €000 €000 £44800 £000 €000 05062013 IV 21879
Accounts JBH ABH0Y £12000 £000 £000 £12000 £000 £000 05062013 N 21879
Accounts JBH ABHOY £3000 £0 00 €000 £3000 £000 £000 05062013 NV 21879
Accounts JLBH ABHOY £31999 £0 00 £0 00 £1999 £000 £000 05062013 NV 2%
Accounts JBH ABHOY £180 00 £0.00 £000 £180 00 £000 €000 05062013 nv 21879
Accounts JBH AEBHOY £321 88 £000 €000 388 £000 £000 05062013 NV 2879
Accounts  JLBH 810! £1622 £000 000 1622 £000 000 05002013 NV 217
Accounts JLBH JLBHOY £6318 £0.00 £000 £6318 £000 £000 05062013 N 21879
Accounts JuBH ABH0Y £340 00 £0 .00 £000 £340 00 £000 £000 05082013 v 2w
[ evsena] 000 w0o0|  c207537 £000] 108125
1#1 Datasource. Clant code Site code _Balance, Lo 10.30. 31-60 6190 Over 50. Unallocated cradas,
| | ers25503 | 000| £10796257| £1319103 | 24926267 B 45073479 -

The ‘aged debt’ can also be accessed from the site or client details window. This will provide an aged debt report for
the client / site.

* Site Detail - JLMP

. File Tools Help
i [ Close k Save ks Save and new < Previous & Next (> Notes £ Attachments 3 Processsheets 3 Create mail

i Oy site contracts & Consolidated invoice groups @ Stores orders luﬂﬂd_dﬂhl_l

General| Properties  Business analysis  Marketing analysis ~ Analysis versions  Contacts  Time and attendance  Stores ordering  E

AVIVA LIFE & PENSION UKLTD |6:nﬂ')
Code JLMPfD
MName

|JLMP |

Client
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AGED DEBTORS FLAT VIEW

Both the Aged Debtors and Aged Creditors reports in TemplaCMS show hierarchical data in a banded/expandable grid - Site >
Invoice > Invoice line for debtors, and Supplier > Purchase invoice > Pl line for creditors.

Whilst this format provides well-structured information, there are occasions when a flattened version is required - in particular
for export to a spreadsheet, this can be achieved via clicking on the Flat view button available on the toolbar:

4 ;‘\ FRD Aged Debtors Report - 0o x

General

U@ e = & HG @

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

report

Selections | Details

Aged debtors report

Drag a column header here 1o group by that column

[ Clientcode  + Client description Site description Balance Futire Upto30Days  31-60Days  61-90Days OverS0Days Unallocated credits Transaction date  Transaction type Internal invoice number  Dimension™
o] = o o] = o] g = g = = o] o o
BLO0O1 Butler Fuels Butler Fuels £660.42 £0.00 £0.00 £0.00 £0.00 £660.42 £0.00 100320110000  INV 3909
| CSM001 CCS International 'CCS International £060 £0.00 £0.00 £0.00 £0.00 £060 £000 11/077201300:00  INV 21837
| EVO001 Eurogauge Co Ltd Eurogauge Co Ltd £6752 £0.00 £0.00 £0.00 £0.00 £6752 £000 10/03201100:00 INV 3914
| EVO001 Eurogauge Co Ltd Eurogauge Co Ltd £6792 £0.00 £0.00 £0.00 £0.00 £6792 £000 100320110000 INV 3913
| FISH01 Fish Food Inc. £5760 £0.00 £0.00 £0.00 £0.00 £5760 £000 01/0120130000 INV 0
B HAWDD1 HEATH IT SERVICES £1800 £0.00 £0.00 £0.00 £0.00 £1800 £000 230820130000 INV 0
| HIGoo4 Higgins Fencing Higgins Fencing Ltd £3111.89 £0.00 £0.00 £0.00 £0.00 £3111.89 £0.00 100320110000  INV 3916
| HIGD04 Higgins Fencing Higgins Fencing Ltd £3,11188 £0.00 £0.00 £0.00 £0.00 £311188 £000 1003201100:00  INV 3915
- e BRI 00 GF) B 2] s el - .
1< >
| AgedDebiors

© 2075 Templa Computer Systerms L1 4

The state of this toggle button is stored within the user preferences, so will be applied the next time the report is used.

As can be seen above, when ‘flat view’ is selected, the banded structure of the grid is removed, showing just the middle
(invoice) level details. Any column changes made whilst in flat view will also be saved within user preferences.

The Site profitability report on the Report > Contracts & Sites menu produce a simple budgeted or actual profitability
ranking of sites. Along with a date range that must be specified, users may also enter selection criteria as below:

737 site Profitability Report - m]
¢ File Tools Help
! (J Close Select saved results i Run en batch

Selections | Details

Date range 0012016 [~ || to |[3122016  |»

Datasource ﬂ

Client |

Site |

Source (OActual (@) Budget

Show Al i
Al

Top based on profit
Bottom based on profit

Analysis Top based on profit percentage
Bottom based on profit percentage

Marketing analysis

Region/Divison Source
Service/Ops Mar Sector
Contract Mgr Town
Area Mgr

Client contract

Internal

SiteFrofitabiliyReport B 20017 Templa Computer Sysfems Lid

By specifying the ‘source’ of the data, the report can show profitability in two ways:

Actual - using actual costs, invoices and journals
Budget - based on the cost budgets and billing defined on the contract
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The Timesheet variance report is available on the Reports > Contracts & Sites menu and provides quick access to information
that is already available in the main ‘timesheet list’. Along with a date range that must be specified, users may also enter
selection criteria as below:

.-? Tirnesheet Variances Report

¢ File Taoals Help
U Clase Select sawed results

 Selecionsi| Detalk

Date range 0/05/2014 |~ to
Datazource
Client
Site Herons
Ihclude Pay value
Hours
Budget
Lnalysiz

Business analysiz

004205 |

Variances
[[] Delivered ta contracted

Delivered to budget

Marketing analysis

These 3 new reports are designed to show the number of hours of absence, holiday or cover over a rolling 12 months to the
current month and are available on the Reports > Contracts & Sites menu.

The selection criteria for each report is the same, as below:

Il sbsence analysis

©i File Taoals Help

i Close Select saved results (30 Run on batch

Selections | Datails

Up to month 03/2017 ~
Datasource

Client

Site:

Aralysi
Business analysis

Region/Divison

Service/Ops Mar

Contract Mar

Area Mar

Client eantract

Intemal

é

Source
Sectar
Town

Marketing analysiz

|Abmncednamqepw!

& 2077 Tampla Computer Sypsfams Lig

The relevant timesheet adjustments are extracted, summarised, and displayed in a grid.
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Contracts gained & lost reports

BACKGROUND

The contracts gained & lost reports available on the Reports > Contracts & Sites menu allow reporting on new or lost contracts
within a specified timeframe. The client & site address details, along with client, site & contract properties are shown.

CONTRACTS GAINED & LOST REPORTS

The Contracts Gained & Lost reports as the following taskbar options:

o Show contract properties
o Show site properties
o  Show client properties

When any taskbar option is selected, the full list of relevant properties is displayed in the grid.

Contracts gained - =}

= =52 @ ¥ ¥ 6 @G

Close Refresh Expand Collapse Print Excel Showanalysis Showcontract Showsite Showclient Selectsaved Save
codes properties  properties  propertics results  results

report

Selections | Details |

Contracts gained report - 12/07/2018 to 111072019
Datasource - Client - Site -

Drag a column header here o group by that column

Datasource A Site - Contract + Started + Ended A Weekly billing+

= = = o = = ®

{ ACCOUNTS Accounts BHID2 Bil's goat shed TL97224 Bill's goat shed 0no018 311102018 £46.02
| ACCOUNTS Accounts BHID2 Bil's goat shed BHHS01d test 01d 01/01/2018 28/02/2018 £300.00
B ACCOUNTS Accounts BHID2 Bil's goat shed BHHS02¢2 test 02¢2 0110172013 28/02/2019 £225.00
| ACCOUNTS Accounts BHID2 Bil's goat shed BHHS03c test 03¢ 01/01/2018 28/02/2018 £300.00
B ACCOUNTS Accounts BHID2 Bil's goat shed BHHS04b2 test 04b2 0110172013 28/02/2013 £225.00
| ACCOUNTS Accounts EHID2 Bil's goat shed bhhs06b2 test0Eb2 01/01/2019 281022019 £450.00
| ACCOUNTS Accounts BHID2 Bil's aost shed BHHSX01 X1 0110172013 28/02/2013 £50.00

The Column chooser allows any column to be removed, or any property column to be added individually. In addition, the client
& site address details can also be included via the column chooser if required.

Bought in Services Report

The Bought in Services Analysis Report is available on the Reports > Contracts & Sites menu for reporting on BIS budget When
selected, the user is able to specify:

-'\:l?} W)+ Bought in Services Analysis Report - ]
o7 | General |
U B3
Close Selectsaved Runon
results  batch
report
| Details
Date range [ovzo ] © [;inzemr [¥]
Datasource | Demo accounts @)
Client [ =
Site [ Bought In Services Client 1 =@ |
Contract [ ‘®|
Budget group [ |
| Analysis |
Business analysis Marketing analysis
BA1 Region/Divison T‘ MA1 Source
BAZ Service/Ops Mar MA2 Sector
BA3 Contract Mar MA3 Town
BAA4 Area Mgr s
BAS Client contract MAS
BAG Internal MAG
BA7 MA7
BAg Mag
BAg MA9
BAID MATD
BAT
BAT2
RATR v
T —— & 2017 Termpla Computer Systems 117

The criteria are used to extract a list of contracts from which BIS budget cost type figures are extracted.
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Contract configuration report

The Contract configuration report is available on the Reports > Contracts & Sites menu.

The user can choose which area of the contract they wish to report on by selecting a ‘Report type’, the options include ‘Billing’,
‘Payroll’, Quality audits’ and ‘Workbills’.

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

I: ;} .;] K] Contract Configuration Report - o
\i‘ General |
U
Close  Select saved
results
report
| Selections | Details
Date 17/01/2019
Report type [ =]
Datasource ‘ ‘%l‘
Client \ &)
Site \ )
Task type \ d
[ Include WIP contracts?

Analysis

Business analysis

Region/Divison Source
Service/Ops Mar Sector
Contract Mar Town
Area Mgr

Client contract

Internal

Marketing analysis

ConfraciConfigurationReport

® 2073 Templa Computer Systems Ltd .

The results of the extraction are displayed in a grid:

Contract Configuration Report - [m]

Rt et @ § W

Close Refresh Expand Collapse Print Excel Showanalysis Selectsaved  Save
codes results results

report

Selections | Details |

Contract configuration report - Billing - As at- 17/01/2019
Datasource - Client - Site - Task type - Include WIP contracts? - No

Py aesr e e g e _

8 Contract + Site 7 Client 8 Datasource A Task descriptio T,
= = = = 5

00720JME EXCHANGE TOWER 1
_ 00720JME EXCHANGE TOWER 1
_ 00720JMB EXCHANGE TOWER 1
| 00720JME EXCHANGE TOWER 1
| 00720JME EXCHANGE TOWER 1
_ 00720JME EXCHANGE TOWER 1
_ 00720JMB EXCHANGE TOWER 1
| 00720JME EXCHANGE TOWER 1
| 00720JME EXCHANGE TOWER 1
_ 00720JME EXCHANGE TOWER 1
_ 00720JMB EXCHANGE TOWER 1
| 00720JME EXCHANGE TOWER 1
| 00720JME EXCHANGE TOWER 1
_ 00720JME EXCHANGE TOWER 1
I 00720JMB EXCHANGE TOWER 1
| 00720JMB EXCHANGE TOWER 1

00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JME EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JME EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JME EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JMB EXCHANGE TOWER 1
00720JME EXCHANGE TOWER 1

CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP
CUSHO7s MGP

ACCOUNTS Aee 1 OFFICECI
ACCOUNTS Acc 2-- SUPERVIS
ACCOUNTS Acc 3-- DAY JANIT
ACCOUNTS Acc 4 - MAIN FLOY
ACCOUNTS Ace 5 PERIODIC
ACCOUNTS Acc 6-- SITE MAN:
ACCOUNTS Ace 7-- DALY WIN
ACCOUNTS Acc 8- ABSEILWI
ACCOUNTS Ace 9 INTERMAL
ACCOUNTS Aece 10-- RECYCLI
ACCOUNTS Ace 11-- GENERAI
ACCOUNTS Ace 12— FOOD W
ACCOUNTS Acc | 13-- WASHRO
ACCOUNTS Acc 14 -- DUST M2
ACCOUNTS Acc 15-- URINAL K
ACCOUNTS Aee 17— MACHINE

v

<

>

ContractConfigurationfepart
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‘Site analysis’ columns can be optionally included in the grid via the ‘Show analysis codes’ button.
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All standard report features are available such as Print, export to excel and save results.

Areport row can be double-clicked, and the contract will be opened to the section of the contract that has been selected in the
report type e.g. if a ‘Billing’ report type has been selected and the user double clicks a report row the contract will be opened

and the ‘Billing’ tab will be focused.

Note that for ‘billing’, ‘quality audits’ and ‘workbills’ the configuration report will show the distinct lines defined in each
contract. For ‘payroll’ however, the report will summarise the assignments and show a comparison to the configured payroll

budget (i.e. as can be seen within the contract).

EMPLOYEE REPORTS

The in-active employee report is a pre-defined report which can be found on the Reports > Employees menu. This report offers
the optional selection of a datasource and the mandatory selection of inactive weeks defaulting at 12. The report extracts
payroll employees who have not been paid within the selected timeframe. Drilldown into specific employees is also provided.

~ . Inactive Employees - [m] x
.'ﬁ W play
-
- General
2N @ 2yl I(: - )
L & » o b
Close Refresh View Print Excel Expand Collapse Sendleavers
all all to payro
report
Selections | Details
Employees inactive for 12 weeks. Run at 301102013 11:43
Drag  column header here to group by that column
Payroll dats-source Employee code  / Name Last activity dste  Last pay type Current site count  Current site name -

(=) [=] (= [=] [=]

PAY_OP - Operatives Payroll -7

PAY_OP - Operatives Payroll “g .

PAY_OP - Operatives Payroll 000111 Luis. Ashley 2B027201500:00 | BASIC BH-PAY ADJUSTMENT,COVER.PEN2.P
PAY_OP - Operatives Payroll 000120 Gyapong, Odafe | 28/02/201500:00 | BASIC BH-PAY ADJUSTMENT,FEN

PAY_OP - Operatives Payroll 000178 Viarren, Sandrar | 2810272015 00:00 | BASIC BH-PAY ADJUSTMENT,OVERTIME ONE-
PAY_OP - Operatives Payroll 000350 Kehinde, Eusebio | 28/02/201500:00 | BASIC BH-PAY ADJUSTMENT,FEN

- Nk wm oo oo @

=

AAMAIDT — AAMA Bth, AMWS/OT -
BAFHIDZ -- BAFH FITZWILLIAM 02
BAFHIO1 - BAFH FITZwILLIAM 01
BLPCI/01-- BLPC L'WR

The Absence Tracker report which is available from the Reports > Employees menu allows the monitoring of the number of
contiguous periods of absence for each employee, rather than the actual number of days of absence. With this information the
‘Bradford Factor’ is calculated for use within staff disciplinary procedures.

This report offers the optional selection of a date range, datasource, employee, absence reason, client, site and business
analysis; of these, only the date range is mandatory.

Employee Absence Tracking

General
Close  Refresh

report

Selections | Details

From 0170172019 ~| To |3171272019 ~
Datsource e
Employee s
Absence reasons
all
[Auihorised absence
Matemity Leave
Sickness
Un-authorized
Client B
Site B
Business analysis
Level Code
Company/Divisi
Ops/Regional M
BA

Site Supervisors
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Multiple absence reasons can be selected, though if not specified, ALL will be included. In this way the user can focus in on
those types of absence that are not authorised and that should therefore be considered for the Bradford Factor calculation.

On completion of the above criteria, the user needs to select the Details tab at which point the relevant data meeting the criteria
will be extracted and summarised.

The summarization processes each date in the date range for each employee, building a pattern that identifies each date as
working, non-working or absent. Having built a pattern, the distinct spells and lengths of absences within the date range are
known, from which the Bradford Factor can be calculated as ‘S x S x D’, where ‘S’ is the number of spells of absence, and ‘D’ is
the number of days.

Theresults of this are presented in a grid, where each employee shows a summary row that can be expanded to view the details
of any spells of absence.

e IR Employee Absence Tracking - | x
. o
L
- General
Q80 =
Close  Refresh  Print  Excel Expand Collapse
all all full view
report
Selections | Details
Employee Absence Tracking Report
Drag a column header here to group by that column.
|jf| Datasource Client code Client description Site code Site description
=] (=] ©[m (=] (=]
Operatives Payroll ASMA ALMA AMMAIDT AAMA Bth
»  Operatives Payroll ELGR ELGR ELGR/O1 ELGR 4TH

An individual employee may be assigned to multiple sites, but for this employee (not employee/site) level list the employee
must be shown with their ‘area manager’. For this reason, each employee will show details relating to the first site to which
they are assigned, using their earliest start date.

On initial access, all employees will show just their summary rows. By clicking on the +/-button next to any employee the
detail used in the creation of the summary can be shown or hidden.

Where multiple different reasons are specified for a single period of absence, the ‘reason’ column will reflect these in a
comma-separated list.

NB: the contracted working pattern for an employee is fundamental in this process. For example, an employee who is absent
on Mon 31t and Wed 2™ and is contracted to work all weekdays would reflect as 2 periods of absence as they did work on Tue
1%, However, an employee with the same absence dates who was not contracted to work on Tue 15 would only reflect as 1
period of absence.
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The ‘National Statistics’ report is accessible from the Report > Employees menu.

When run, the user will be presented with the following optional selection criteria:

T 5 National Statistics Report
! ..1 W |7 ational Statistics Repo
-
- General
O Q
Close Refresh

report

Selections | Summary stats  Details

Lelataie 30102019 [
Client %
Site: 5
Source (@) Contracts () Timesheet 1 month sample () Timesheet 1 week sample
Analysis
Business analysis Marketing analysis
Company/Division Customer Type
O ps/Regional Manager
BA

Site Supervisors

Whilst reporting for national statistics are normally company-wide, the criteria here will allow a user to extract statistics by
client, site, or any level of either the business or marketing analysis.

Details for the report are extracted from contract employee assignments, using the nominated ‘as at date’ to locate the correct
effective details. By specifying a past date, therefore, it is possible to report statistics from any point in time.

Clicking on the Details tab, will generate the report and display the results as follows:

T s National Statistics Report
| .'} o= ational Statistics Repo
.
- General
B B
I = -
MR

Close Refresh Print  Excel

report

Selections  Summary stats | Details

Mational statistics report -- as at 30/10/2019

Employee code 8 Employee name 8 Gender 4 ‘weekly hours B Hourly rate
[=] =] [=] =] =]

005815 Boampong KEMI Female 0.00 000

005318 Boadi Victoria Male 35.00 660

006820 Kaikai OFELIAEliz = Female 3500 855

005831 JARQUEWIDALM  Female 15.00 8255

005837 Moposita Nunez B Female 1750 6.20

005833 ADU GYAMFI Alic | Male 0.00 000

005240 Amponsah Mary Male 0.00 000

005855 KOWALCZYKRah  Female 0.00 | 0.00

005872 Ansong Palmyra & | Male 2000 0.00

005877 “alencia Nuste ELI = Female 0.00 0.00

005878 Anning Racheal &k Female 0.00 000

NB: This report takes its figures from contract assignments, employees not assigned to any contract will only be included if
no site, client or analysis selections are made.

Un-assigned employees, and employees assigned to contracts with zero hours, will be regarded as ‘part-time’.

The determination of whether an employee is full or part-time is based on the below setting from the
System Control > Payroll Menu.
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Payrun | Time

Restrict contract to single payroll I MNa j
Pay calculation method IMuaI j
Payslip detail level I‘v'erbose less holiday j

¥ Include task in payslip details?

Payrun rounding option IFuII Period j

Annualisation weeks per year Im

Site working/cleaning weeks per year |—521‘I

Payroll delivery budget group I ‘Wages ﬂg
Un-approved pay cfwd extra type I Extra ﬂg
Un-approved pay bfwd extra type I Eutra ﬂg
Contract employee - default effective date IF'reVious j

Minimum weekly permanent hours —S'BDD

Minimum weekly full-time hours 30.00 I

The Staff Turnover report available on the Reports > Employees menu extracts staff turnover figures between two selected dates.

Along with a start and end date that must be specified, users may also enter selection criteria, as below:

e = Staff Turnover Report
I s P
£33
L]
. General

o2 @ &

Close Refresh Selectsaved Runon
results batch
report

Selections | Details

Date range 3002018 |~ to 30102018 |~
Datasource

Client

Site

Employee type

Task type

EAERCRERE

Analysis
Business analysis Marketing analysis
Company/Division Customer Type
Ops/Regional Manager
BA
Site Supervisors

When run, the report extracts all sites that meet the criteria for the start and end dates, restricting based on the user’s analysis
and datasource restrictions, and builds up a list of employees and sites with the below counts:

Start count - employees present at the start date

End count - employees present at the end date

Redeploy count - employees no longer at the site at the end date but working at another site at the end date
Joiner count - employees working at the site at the end date who were not there at the start date

The results are displayed in a grid, with employee, site and client details along with the counts, grouped by site by default.
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BACKGROUND

Whilst SelectPay provides Gender Pay Gap (GPG) reporting, this process does not fit well with the nature of employment for
cleaning companies for two reasons:

Firstly, cleaner’s hours tend to vary significantly over time. Reporting is retrospective based on a sample date and
SelectPay does not have access to the necessary information.

Secondly, SelectPay does not have access to the information necessary for handling the rate of pay of ‘annualised’
employees.

To address this, TemplaCMS provides a specific Gender Pay Gap report that (depending on your situation) can either be used to
directly create the statutory figures or to generate a data extract for offline manipulation.

SYSTEM CONTROL

To extract the correct data for reporting, TemplaCMS must know which hours and pay to relate to ‘normal pay’ and which relate
to ‘bonus pay’. This can be defined on the System Control > Payroll menu for Gender Pay Gap. This lists all ‘payroll’ cost types
and allows the user to identify the GPG nature of each, being one of:

Normal
Bonus
Excluded

Note that at installation time, the standard cost types used by timesheet entry will be identified as ‘normal pay’, whilst all others
will be ‘excluded’. It is the responsibility of an administrator to review and amend these settings as is appropriate to your
environment.

GENDER PAY GAP REPORT

The Gender Pay Gap Report can be found on the Reports > Employees menu on the navigator. The GPG report consists 3 tabs:

Selections
Summary stats
Details

Selections

Whilst the statutory requirement is for overall GPG reporting, the report can be run for a specific client, site, or level of your
business analysis if required.

4 "\ d s Gender Pay Gap Report - u]
(e -
=

Selections | Summary stats  Details

Asatdate 20032018 [

Client |
Site |
Analysis

Business analysis Markefing analysis
Region/Divison Source
Service/Ops Mgr Sector
Contract Mgr Town

Area Mar
Client contract
Internal

BA7

Of the selection criteria, only the As at date is mandatory.
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Extraction

On progressing to the summary or detail tabs, the data extraction will be performed. Please note that the volume of data
involved in this process is significant. Depending on the number of employees you have, this may take considerable time.

The extraction of data for the GPG report will identify the unique employees working at the sites that meet the selection
criteria for the ‘As at date’. Note that an employee will be regarded as working at a site if they have timesheet entries
(including workbill and extra payments) for the pay period of the ‘As at date’.

The government rules require that for ‘normal pay’ the average hourly rate of pay be determined for each employee based on
12 working weeks ending at the end of the pay period for the ‘As at date’ (assuming they have been employed for at least 12
weeks). These 12 weeks ignore any week for which the employee undertakes no work at all. Thus, the sample period for an
employee with 2 full weeks of absence inside the last 12 would actually begin 14 weeks prior.

For ‘bonus pay’ (where relevant), the sample period is 1 full calendar year before the end of the pay period for the ‘As at date’.

Each employee will be processed to extract the necessary sample data from the timesheets, adjustments, extras and workbill
payments, taking into account the GPG nature of each cost type (normal, bonus or excluded). Where an employee is
annualised, any basic pay at the annualised rate will be replaced with the contracted rate of pay effective at the time.

The results of this extraction will be shown in the ‘details’ grid, with calculated results in the ‘summary stats’ grid.

Summary Stats

The summary stats tab will show a grid that contains the 14 calculated percentage figures required by the government form:

737 Gender Pay Gap Report — ]
: File Tools Help
i Close @ Refresh % Print S Excel

Selections | | Summary stats | Details
Gender Pay Gap Report — a5 at 31/122017

Measure A Percentage ®

= [=

1. Difference in hourly rate of pay - mean 173
2 Difference in hourly rate of pay - median 751
3. Difference in bonus pay - mean 0.00
4 Difference in bonus pay - median 0.00
5.1 Percentage of employees who received bonus pay - male 0.00
5.2 Percentage of employees who received bonus pay - female 0.00
6.1 Employees in upper pay quarile - Male 4649
6.2 Emplayees in upper pay quartile - Female 5351
6.3 Emplayees in upper middle pay quartile - Male 4781
6.4 Employees in upper middle pay quartile - Female 5219
6.5 Emplayees in lower middle pay quarile - Male 9.3
6.6 Employees in lower middle pay quartile - Female 6066
6.7 Employees in lower pay quarile - Male 4548
6.8 Emplayees in lower pay quartile - Female 5452

These figures are determined using the data from the ‘details’ grid, applying the calculations as defined by the government at:

https://www.gov.uk/guidance/gender-pay-gap-reporting-make-your-calculations

This grid can be printed or exported to Excel as required.

Details

The details tab will show a grid of employees included in the report:

84 J )= Gender Pay Gap Report - o

)@ 3

Close Refresh  Print Excel
report

Selections _ Summary stats | Details

Gender Pay Gap Report —2s at 01/01/2017
Drag a column header here to group by that eolumn

Employee code 4 Full name A Gender 8 Normal ho™ 4 Nermal pay5 Hourly rate  Bonus pay & Work type 4 Joined  Left 4 Datasource -8 Pay frequency 41 Sample from A Sample to -
= = O] = = = = O] = O] = = m m
000200 Cox David Henry Laurence  Male 8400 391000 4160 000 Clesner 01/04/2015 00:00 2-weekly Monthly 24/02/2016 00:00 31/01/2017 00:00

009611 Davis Barbars Female 500 5300 1060 0.00 Cleaner 0170412015 00:00 2-weekly Monthly 170022016 00:00 | 2310272016 00:00
008635 Smith Andrew Male 200 1200 400 0.00 Cleaner 0170412015 00:00 2-weekly Monthly 0670412016 00:00 120412016 00:00

012101 Grainge Graeme Male 300 2100 7.00 0.00 | Cleaner 0170412015 00:00 2-weekly Monthly 150612016 00:00 | 2110612016 00:00

This grid can be printed or exported to Excel as required.
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The Staff leavers report available on the Reports > Employees menu allows the extract of staff leaving figures between two

selected dates.

Along with a start and end date that must be specified, users may also enter selection criteria as below:

L 727 Staff Leavers Report

File Tools Help

- ]

_i [ Close (@ Refresh Select saved results 34 Run an batch ‘

Selections | Details

Diate range 01/01/2016
Datasource |

Client

Site

Employee type

Task type

Analysis
Business analysis
Region/Divison
Service/Ops Mar
Contract Mar
Area Mgr
Client contract

ZBA02ZTE

CACRERERE]

Marketing analysis
Source

Sector

Town

| Staft eaversTapord

22078 Templs Compier Systems 140

When run, the report extracts all sites that meet the criteria for the start and end dates, restricting based on the user’s
analysis and datasource restrictions, and builds up a list of employees whose site assignment expired within the date range.

This results in the following counts:

Left count - i.e. those staff that left during the date range
Redeploy count - employees no longer at the site at the end date but working at another site at the end date

The results are displayed in a grid, with employee, site and client details along with length of service and the counts, grouped

by site by default.

The Current staff report available on the Reports > Employees menu allows the extract of site staff counts as at a given date.

Along with a date that must be specified, users may also enter selection criteria as below:

37 Current Staff Report

File Tools Help

- m}

(J Close @ Refresh Select saved results (3 Run an batch

Selections | Details

Date 26/10/2016
Datasource

Client

Site

Emplayee type

Task type

Analysiz
Business analysis
RAegion/Divison
Service/0ps Mar
Contract ar
Area Mo
Client contract

LACRCREAL]

Marketing analysis
Source

Sector

Town

|cunentstameron

© 2515 Fempls Computer Systems 13 ]
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When run, the report extracts all sites that meet the criteria, restricting based on the user’s analysis and datasource restrictions,
and builds up a list of employees whose site assignment are current at the given date. This results in a count if distinct
employees at each site.

The results are displayed in a grid, with employee, site and client details along with length of service and the count, grouped by
site by default.

DISTANCE TO WORK

Arequirement has been identified for the ability to provide a list of current staff across a selection of sites, with the distance
between the employee’s home address and their site(s) address based on the post code co-ordinates of each.

The Current Staff Report can include the straight-line distance between the site and employee post codes using the Google
Maps API.

SYSTEM CONTROL

Using the Google Maps API requires a valid license key (see later) to be made available which should be entered on the License
screen available on the System Control > System Setup menu:

* : ‘] =L Systern Contral - Systern Setup o
LT

General

Close  Sawe

Mavigate
General Businesz analysiz levels Fazswords Frequency colours Email preferences Data pratection | Licence
Licence key DOJFOMDFEGULE OUYTPDEHSIFPYT GedddB X TARTGLUEXBTTTUBLUSE ]

M apping AP key

|SWemComoLSyﬂm5&fup © 28 Fampls Compufer Spsiems Lfa J

CURRENT STAFF REPORT

If a mapping APl key has been entered, the Current Staff Report will now enable additional options:

[

~ - Current Staff f
1 .\ Wl
LA
B General
2o P
S &
Close  Refresh Select saved  Ruman
v results batch
» report
it
Selections | Datals
i
Date 09n12me
o Datasource %)
E Cient =
£
Site B
Employes type )
Task type: -

[ Show distance ta site as Milex

_| fnalysis

Business analysis

| RegiondDivison S

= Service/Ops Mar Se

_ Contract Mgr Te
AreaMgr

Client contract

If Show distance to site is ticked, the user can select whether this is to be in miles or kilometres.
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On running the report, the postcode of the sites and employees included will be used to determine the longitude and latitude
of each address, from which the direct distance is calculated. The resulting grid will show the postcodes and
calculated distance:

Selections | Details

Curient staff repart - 09/11/2018
Datazource - Client - Site - Emplopee type - Tazk twpe -
Site
Employes +H Client # Length of service @ Site postcode 8 Emploves postoode R Miles to site = Count =
B [=] = = = [= [= =
= AAPOLO0TA - AA -PT England Ltd
000229 - Helen Hamilton FOLOOT - P T England Ltd 11 pears, 296 days  GUIEESG TN11 9DZ 4247 1
201634 - Barie Hannigan POLOOT -F T England Ltd 11 years, 316 daye  GUIEB5G 5052 9P 3890 1
(= ABFPO0TA0T7 - A1 Restrooms
000229 - Helen Hamilkan ABPOOT - New Client Ltd 17 years, 317 days  TH11 RIG TH11 902 0.25 1
230000065 - J Smith ABPODT - Mew Client Ltd E yearz, 314 days TH11 8JG 1

Note that where one or other postcode is missing (or invalid) the distance cannot be calculated, so will be highlighted
(as above).

Note also that the determination of coordinates will have a performance impact on the report. However, TemplaCMS will
only use the mapping API for postcodes it has not encountered before and will store the details of each new postcode
encountered. So, whilst an initial report may be slower, subsequent reports using the same postcodes will not be impacted
substantially.

GOOGLE MAPS API LICENSE

Use of the Google Maps API requires a licence and this currently comes with a $200 per month free use credit which equates to
around 40,000 API calls per month. Beyond this level of usage, additional use can be made for $5 per 1,000 calls.

Given that TemplaCMS will only use the API for new postcodes, it is exceptionally unlikely that this number of API calls would
ever be required. In effect, this should then mean that the API licence cost for TemplaCMS users is zero, but this pricing
structure could change at any time. Itis, therefore, your responsibility to ensure your company has the appropriate licensing
setup with Google.

For further details please see: https://cloud.google.com/maps-platform/pricing/sheet/

From this page, press ‘Get Started’ and select a license for ‘Places’.

The Attachment of earnings report can be found on the Reports > Employees menu on the navigator. Upon opening the report
the user will be presented with two tabs: Selections and Details. The Selections tab allows filtering by the below criteria:

737 Attachment of Earnings Report - m}
File Tools Help

) Close @ Refresh

S Print o Excel w3 Expandall m Collapseal
{Selections!| Detsils

Emplayee |

Yearlperiod ranges

From !

To

Frequency (rotsel) -

Datasource (not sef) ~
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Clicking on the Details tab will populate the report and display within the report grid, showing the following details for each
attachment:

Employee code
Employee name
Attachment type
Attachment value
Pay period/year
Payee description

Please note: as AoE values are only available after the SelectPay period end has been run.

BACKGROUND

The Projected wages report allow accurate prediction of future timesheets by running a full pseudo pay batch generation in
memory and displaying totals by site, task type and pay type split by year and period. It is recommended that this report is
scheduled or run on batch, especially when run un-filtered.

PROJECTED WAGES REPORT
The Projected Wages report can be found on the Reports > Employees menu.

When selected this prompts the user for the following criteria:

=¥ ') 1= Projected Wages Report - m}
Lo =
.

General

U B8 @

Close  Selectsaved Runon
results batch
report

Selections | Details

Date range 01/04/2018 ~ to 317032019 ~ Default to next financial vear
Client B
Site Green fish café =@ £

Business analysis Marketing analysis
Region/Divison Source
Service/Ops Mgr Sector
Contract Mgr Town
Area Mgr

Client contract
Internal
BAT

3018 Templs Computar Systsm:

ProjeciedWages Report © 2018 Templa Computer Systems Lid |

jecieaivagesisport

Except the date range, all other selections are optional.

Once criteria are entered on the report, it can be scheduled to run on batch if required.
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When the report is run the process generates a pay batch for each enabled pay run, for the date range, optionally filtered down
to the chosen criteria. The hours and pay for each batch are then totalled by year and period and summarised to a grid with the

following columns;

Client

Site

Site BA codes

Contract

Task type

Pay type

Nominal code

Date range year/periods
o Payvalue
o Hours

o Total payvalue

o Total hours

Note that the financial year and period are determined from each working day and not from the specific pay run period into

which it falls.
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BACKGROUND

The Employee Assignment Pay report allows the granular view of contract information for all employees across contracts, split
out to the lowest level of site, employee work type & task across the next 7 days including shift times. The report is available on

the Reports > Employees menu.

Selection criteria exist as below:
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When run, all employees on contracts that match the entered criteria are processed and their hours and rates of pay for the
week starting on the entered date are put into a grid with columns for:

Employee code & description
Employee work type code & description

Site code & description
Client code & description
Hours & rate for each of the 7 processed days

Additional columns are available via the column chooser for

Datasource code & description

Task number

Task type & description

Note that where a contract employee has a pay scale defined rather than rates, the pay scale code is displayed in the

rate column.
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When the employee assignment pay report is run, a column for ‘shift times’ is displayed for each day of the week showing the
contract employee hours for the day, e.g. 09:00-17:00. As an employee may work multiple shifts during a day, where multiple
shifts exist each shift will be shown in the column, e.g. 10:00-12:00, 14:00-16:00, 18:00-20:00.
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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.



