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INTRODUCTION

These training notes are designed to provide background information and useful hands-on experience for timesheet entry in
TemplaCMS. They are designed to complement the training and assist you at a later stage when away from the training
environment.

TIMESHEET LIST

When logging on to TemplaCMS users can view timesheets assigned to them for action from the Payroll > Timesheets menu.

The main and sub-menu options available to the users depends on the level of access they have been given to the system,
typically a contract manager might only have access to view contract details, complete timesheets and run some reports.

On clicking on the Timesheets menu option, the user will be presented with the timesheet filter screen:

e W IH = Timesheet Filter Detail - default filter for Templa support user o x
. -
| TF
) General
- - y E—
IR - R
Close Save Default Select Publish  Select
criteria  filter format
Mavigate Save Filter

Timesheet filtering criteria | Sitefiltering criteria

Pay batch number [J AN dates are relative?
|0

Date range (not sef) ~ {not sef) v Include statuses

any

Approved

Administrator, Templa = ] New timeshest
Pending approval
Pending authorisation
Pending completion
Posted

Assigned user

(1 Include archived?

This will automatically be filter to the user currently logged on. It is possible to enter further details to narrow down the list of
timesheets that will be displayed to the user.

Timesheet filtering criteria
Pay batch number - if known this can be entered to view all the timesheets assigned to the user for the relevant batch.
Date range - timesheets can be filtered to a specific date range by entering the required dates.

All dates are relative? - it is now possible to define a filter as ‘All dates are relative’ where the filter is date based. In running
the filter, TemplaCMS will automatically advance the defined dates relative to when the filter was set up. As such, a date-
based filter can be defined for a fixed period, with the fixed period advancing each time the filtert is run.

Assigned user - by default this will be set to the user currently logged on and will mean the user can only see timesheets
currently assigned to them for completion. The assigned user can be removed in which case the user currently logged on will
be able to see all timesheets for their sites at any status during the process. This option can therefore allow users to view historic
timesheets or timesheets that has been sent for approval.

Include statuses - a user can select any status to filter the timesheets by. It will only be possible to change timesheets ‘Assigned
to’ the user currently logged on. It is not possible to amend timesheets with a status of Posted.
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Include archived? - when ticked archived timesheets will be included in the search results.

Site filtering criteria

";\ vl 3@ e Timesheet Filter Detail - default filter for Templa support user o X I
[ X3 | I )
e | General |
R . AT N
Close Save Default Select Publish  Select
critenia  filter format
Navigate Save Filter

Ti k filtering criteria

Site | |m|

Client | ||§:.|

Sew

Site name |

Address |

ke

DES check ONo (OYes @ lgnore

Business analysis Marketing analysis

Company/Division Customer Type

(Cps/Regional Manager

BA

Site Manager

Contract Manager

The site filtering criteria should be use where a user just wants to look at a single site or a single clients sites.

Click on Save to view the timesheet list:

TemplaCMS - Contract Management System — TemplaCMS V6.1.0

U @ \\)‘% .: - & Auto refrash

List

Close  Refresh Print Excel Expand Collapse Show
extras

e %
Open View Print/email
timeshests

Row

'_{}j & :“M] ﬁ Qf Se\ecumar

Send Filter
on selected

% Pay batch >
- Select format

Unfilter ~ Apply  Change )

selectad lastfiter  fiter @ My assignments

Filter

Alerts | Timesheet List |

Timesheet List

Drag a column header here fo group by that column
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SiDiIn T E Ex Pr T Sitecode Sitename WF status Basigned to Tetal hrs Totslpay  Budgethrs  Budgetpay Contractedhrs Contracted pa
EEEgEsEEEE E @ ® @ @ @ @ @ @
a ') @ EILSI01 EILS GALLERY TO0Z - Pending completi  Ben Sweeney. 40.00 £260.00 40.00 £24320 40,00 £260.00
B ') DBLHMO1 | DBLH 52 TO0Z - Pending completi = Ben Sweeney, 40.00 £24800 40.00 £24800 4000 £24800
| a ') e EILSI01 EILS GALLERY T02- Pending complefi | Ben Sweeney, 4400 £286.00 4400 £267.52 4400 £286.00
| ') DBLH/O1 ' DBLH 52 TOZ - Pending completi = Ben Sweeney, 4200 £260.40 4200 £260.40 4200 £260.40
 an -] EILS0T  EILS GALLERY T02- Pending completi | Ben Sweeney, 4000 £286.00 4000 £243.20 4400 £286.00
B a ') DELHMO1 | DBLH 52 TO02 - Pending completi = Ben Sweeney, 4200 £272.80 4200 £260.40 4200 £272.80
P——
Payroll
mi 24300 £161320 24800 £152272 254.00 £161320
System Admin J <
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Timesheet list sort

It is possible to sort the timesheets in the list based on any of the column headings by clicking on the relevant heading. For
example, if a user would like to sort the timesheets in site name order simply click on the Site name column heading:

| Alarts | Timeshesd List

Drag a column header here 1o group by that column

[#Po S Diln T E Ex Pr T Siecode < [Stename Joe status Assigred b Totslhes  Totsl pay
= = = &= & ® ) E ® (] = (=] = [

o DELHOT  DBLHEZ TOZ - Pending complet  Ban Sweanay. 40.00 £4500

D DELHOY  DBLH G2 TOZ « Pending completi | Ben Sweeney, 4200 £26040

& DELHOT  DBLHS2 TOZ - Pending complel  Ben Swesney, 4200 £27280

= (=) ELSO1  EILSGALLERY T02 - Fending completi | Ban Swesnay, a0.00 £260.00

i [~} ELS01  EILS GALLERY TO2 - Pending complesi  Ban Swwaney, 4,00 £286.00

R [~ ELST1  EILS GALLERY T2 - Panding complesi  Ban Sweeney, 4000 £286500

Timesheet list grouping

It is possible to group timesheets for example where many timesheets for a single site exists. A column heading can be dragged
to the ‘Drag a column header here to group by that column’ area at the top of the timesheet list to group by that column:

Alerts | Timesheet List

Timesheet List
Eraq a column header here to group by that mlumn'.l ¥ "\

@'Pu S Dhin TEEcP T Sitecode '|Ebenarr¢ I'n'Fsulm Assigned o Total hrs
AEEEEEEDEEEE = = = =
o DELHOT  DELH 52 TOZ - Pending completi ~ Ben Sweeney, 40.00
- DELHO1  DELH 52 T02 - Pending completi  Ben Sweeney, 4200

To expand or collapse the grouping click on the ‘+’ or ‘-* sign next to the site name group or alternatively use the Expand and
Collapse buttons available at the top of the screen:

fraw General .
F . & Auto refresh - o o ﬁ &
Clese  Refresh  Print  Excel |Expand Collapse Show Open View Print/email  Send on selected Filtes
. extras timeshests. group(s) salech
List R

Timesheet Lst

D Timeshastis
Site name
A |Pa SiDi In T E Ex Pr T Sitecode * WF status Assigned to Total hrs Total par
=Roioicicioicioiolioic) = = = =
'Lemme ' DBLH B2 (3 itama) 124.00 78120
- [pite name : EILS GALLERY (3 iteens) 124,00 £832 00
| Y @ ELSU1  TO2- Perding completi  Ben Sweensy. 000 £260.00
4" @ EILSU1  TOZ2- Pending complei  Ben Sweensy. 200 28600
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Timesheets field chooser

Itis possible to add or remove columns from the timesheet list screen via the Field chooser button found before the first column:

Blerts | Timeshest List
Timesheet Lst

Drag & eslurnn header hare ko group by that ealumn

[A o sivin T EBR T
B EEEEE EEEE

-

-
.

Steccde Sl rame

=
DELH 2
DEWHE2

DBLHTM
DBLHM

WEF stats

=
TO2 -
T2 -

Pending complet
Pending completi

Assigned ta

Ben Sweansy,
Ban Sweeney.

-

DBLHTT | DBLME2

T0Z = Pending completi

Ban Sweeney,

Fl

-
-

-

A
000

EILS
EILS0M
EILS0

EILS GALLERY
EILS GALLERY
[EILS GALLERY

T2 -
TOZ -
T02 -

Pending completi
Pending completi
Pending cornpleti

Tick to add and un-tick to remove columns from the list:

Timesheet list status

Field Chooser

Ban Sweerey,
Bar Sweanay,
Ban Swesney,

Site name

Absence signoff status
Absent hrs
Absent hrs (cons)
Absent pay
Absent pay (cons)
Added date
Adjustment pay
Apprent levy
Archived?
Assigned to
Assigned user
Assigned user code
Assigned user description
Bank holiday hrs
Bank holiday hrs (cons)
Bank holiday pay
Bank holiday pay (cons)
Basic hrs
Easic hrs (cons)
Basic pay
Basic pay (cons)
Basic?

_Budoethrs

;QDDHDHDDDDDDDHDHDDDHDHD

=
DBLH 52
DBLH 52

I EILS GALLERY

I EILS GALLERY

I EILS GALLERY

A number of columns on the timesheet list indicate the status that the timesheet is at:

Alerts | Timesheet List | \warkflow Manager
Timesheet List

Drag a column header here to group by that column.
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Poststatus Sig Dist In T E 'WF status Ex Pr Sitecode Site name Assigned to i
of B E ®Em EEE o o
o Posted & (7 T05 - Posted RATH/OT ~RATHBONE
- i Posted vy T05 - Posted NC/O1  NORTHERN CROSS
J\f Ready | | w ‘ | | | T02 - Pending completion ‘ ‘ | DBLH/01 ‘ DBLH 52 ‘ Administrator, Templa
a&® % T03-Pendingapproval @  EILSO1  EILS GALLERY Anne King
B f_J T02 - Pending completion DELH/O1  DBLH 52 Ben Sweeney,
B a = T2 - Pending completion @ EILS/M1 EILS GALLERY Ben Sweeney,
- &5 T02- Pending completion @) EILS01 | EILSGALLERY Ben Sweeney,
B a :t] T02 - Pending completion DELH/O1  DBLH 52 Ben Sweeney,
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Post status - the post status column gives an indication to the payroll department whether a timesheet is:

Ready - i.e. the timesheet has been completed, gone through approval and signed off ready for payroll to process. This
status is indicated by the Green tick icon.

Not ready - the timesheet is still awaiting completion, approval or sign off. There is no icon for this status.

Posted - this is an indication that this is a timesheet that has been processed by the payroll department. This status is
indicated by a Gold bar icon.

Sign off - this column indicates whether there are any exceptions such as holidays, absences, joiners, leavers etc. on the
timesheet that needs to be signed off by payroll. Exceptions that need to be signed off are indicated by the Man icon.

Pending distribution - this column will indicate whether a timesheet has been printed or emailed:

Pending distribution - indicated by the Box icon, i.e. has not been printed or emailed.
Printed - indicated but the Printer icon.
Emailed - indicated by the Envelope icon.

TIMESHEET COMPLETION

It is best practice to complete timesheets weekly and mark that a week is ‘completed’ before starting on the following week.
Double click on a timesheet in the list to start completing it.
Each timesheet shows a tab per week that falls within the pay period as well as a Totals tab:

Timesheet Details - Site timesheet -- GEGS/01 : GEGS LONDOM

T Jewd s

General

@ d

"\ Notes L} l} ) @ v vV

¢ Attachments

Close | Previous Mext Save Workflow Send  Send Add Print/email Compaosite Employees Weeks Signoff  Tick
on back employee  timesheet notes ALL
Navigate Save Other Workflow Record Tick
e | Details
TEvigator o8 wh (26/10)  wk2 (02/11) | wk3 (09/11) | wh4 (16111)  wk5(2311)  wk6(30/11)  Totals
Cmp? Payrolln Employes !
°© 007042 | Doriel Aneong o o MO;DE)!:) TU?DDD Uec; :D ThuS1E)2[) FHS‘I;D 55101:0 Su:{; o = 168.00 = £1,680.00
006682 . ! 1 . { 1 . 1 1680,
) 006671  Doubra Ameyaw Std hours Contracted
_ Samsul £1000 £10.00 £10.00/ £1000 £10.00] £0.00| E0.00 0.00 £0.00
e 7382 Erica Salihou Villingion Rate Absent
] D07095 | Felipe Omorogbe Uloee 1T Adjustment Cover LD 201
) 007168 | Jorge Chillogana P T A Hours Haliday 0.00 £0.00
® [J o0o7es | Jorge Chillogana R | Rate Bank holidays 0.00 £0.00
@ 006670 | Luz Mish Absence reason Oither 0.00 £0.00!
(-] 005831 | Makiesse JARQU Complete? Payslip comment Extras £0.00
@ 005495 | Mina Collaguazo Periodic 0.00 £0.00
[2] | oossa2 | Samsul willingten
[ 7
3 006738 | Ussumane |slam Leaver? OVERALL 168.000  £1620.00
=] 006738 = Ussumane Islam
[ ] 006675 | Yunnia Morejon
i Clezner - PM Actual Mon 09| Tue 10 | Wed 11| Thu12 | Fri 13 | Sat14 | Sun 15| Totals Hours Pay
006738 Std hours 350 350 350 350 350[ Q00 000 cooiocted 7350 £628.43
Ussumane Rate £8.55 £855 £855 E£BS5 £855  £0.00 EQ0D ppoons 0.00 £0.00
Islam
14/06/2010 Adjustment Cover 0.00 £0.00
Total Hours 5600| 56.00| 56.00| 5600, 5600f 000| 000 WeeklyHours 280.00
Total \Wages | 435.48| 49548 49548| 49548 43548| 000 000 ‘Weekly Wages 2477.38
1<
- [ Week completed?
13 entries

Employees are listed on the left, clicking an employee on the left navigator will move their timesheet to the top on the right-

hand side. Alternatively, a user can scroll down the list to find the employee whose timesheet they want to complete.
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wk1(26M10)  wk2 (0217) | wk3 (0917) [ whkd (1617)  wk5(2311)  wk6(3011)  Totals

supervisor Aetual Mon 09| Tue 10 | Wed 11| Thu 12| Fri13 | Sat14 | Sun 15| Totals Hours Pay
006EE2 Std hours 800, 200 800 800 200 000 000 ~oniocted 168.00 £1,680.00
Samsul £10.00) £10.00) £10.00/ £10.00 £10.00 £0.00, £0.00 0.00 £0.00
Willington Rate Absent
01/03/2010 Adjustment Er 0.00 £0.00
s e p—— -
D CIE AR Hours Haoliday 0.00 £0.00
| Rate Bank holidays 0.00 £0.00
b = J
Absence reason Other 0.00 £0.00
Complete? Payslip comment Extras £0.00
Periodic 0.00 £0.00
Leaver? OVERALL 168.00 £1,680.00

Work type - the employee worktype is highlighted in yellow at the top of the employee’s timesheet.
Payment method - the employees pay method (actual, annualised etc.) is indicated in red next to the worktype.

Employee name - the employeename and the date they joined the company is displayed. Click on the employee name to display
the employee record.

Site code & Taks name - click on the Site code & Task name to view the contract for the timesheet.
The timesheet will automatically display the employees contracted rate and hours:

wkl(26M0)  wk2 (0217) | wk3 (0917) | wk4 (16717)  wk5(23M11)  wk6(30111) Totals

supervisor Actual Mon 09 Tue 10 | Wed 11] Thu 12| Fri13 | Sat 14 | Sun 15| Totals Hours Pay
006682 i 800 800 800 800 800 000 000 contracted 162.00 £1,680.00
Samsul £10,00] £10.00) £10.00) £1000| £1000) £000 £0.00 0.00 £0.00
Willington Rate Absent

01/03/2010 Adjustment Trprer 0.00 £0.00

A e | Hours Holiday 0.00 £0.00
Rate Bank holidays 0.00 £0.00

di ; Absence reason Other 0.00 £0.00
Complete? Payslip comment Extras £0.00
—— 0.00 £0.00

Leaver? OVERALL 168.00 £1,680.00

To see a key of the timesheet adjustments that can be entered hover the mouse over the Site details tab:

.‘ :\ Jas s Timesheet Details - Site timesheet -- GEGS/01 : GEGS LONDON - u X
e

General

Ja g v m TR & v € Vv VVV

¢ Attachments

Close Previous Next Save Workflow Send Send Add Print/email Compaosite Employees Weeks Signoff  Tick
on back employee  timeshest notes ALL
ﬁigate Save Other ‘Workflow Record Tick
Site Details REIx]
Pay batch [ payeh 145- Operatives Payroll-Monthly 2015 run 05 (01/11/2015 to 30/11/2015) A= Absent -
= B = Basic - (f 0 contractec
Site GEGSI01 BH = Bank Haliday
GEGS LONDON H = Haliday
GEGS LONDON LC = Left C
WIK01G i
LAnzlysi : N 0 = Cther
Analysis Company/Division: 1-DIRACC >> Ops/Regional Manager: FRANK SINATRA => BA: GINA GILES >> Site Manager: N/A >> Contract Manager: fgfdg P = Perindic v
DBS check reguired? Wetting required? PPE required? Food Hygiene Certificate required?
©7 [ 007188 | Jorge Chillogana Fate Bank holidays = =
3
5] 006670 | Luz Mish Absence reason Other 0.00 £0.00
oy 005831 Makiesse JARGU Complete? Payslip comment Exdras £0.00

The details can be ‘pinned’ so that it stays on the screen instead.

To complete the timesheet and pay the employee at the end of the pay period any variances to the contracted pay need to be
entered.
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If an employee worked all their contracted hours for the week it is not necessary to make any adjustments. The user needs to
tick each week as completed as the timesheets are done weekly.

wkl (26/10)  whk2 (02711) | wk3 (0911) | wkd (1611)  wk5 (2311)

supervisor Aetual Mon 0% Tue 10 | Wed 11) Thu 12| Fri13 | Sat14 | Sun 15| Totals Haours
006682 Tl 2.00 2.00 800 800 800/ 000 000 v ied
&msn:m Rate £10.00 £10.00] £10.00 £10.00 £10.00) £0.00 £0.00 ppoy
01/03/2010 Adjustment Cover
Seficecleing | Hours Holiday
Rate Bank holidays
g by Absence reason Other
Fayslip comment Extras
Periodic
Leaver? OVERALL

wkE (3011)  Totals

168.00
0.00
0.00
0.00
0.00
0.00

168.00

Pay

£1.680.00

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

£1,680.00

When an employee is absent enter an ‘A’ on the adjustment line for the particular day. The hours and rate of absence will
automatically default to the contracted hours - if the employee was absent for fewer hours or the absence is deducted at a
different rate the default absence hours and rate can be overridden.

wh (3003) w2 (0604)  whI(1204) | whd (20004)

WhS (27/04)  Totals

Cleaner Mon 20| Toe 21| Wed 22) Thu2d| Fri24 | St 25| Sund6 | Tols Hours Pay
15 S0 hows 3000 300 200 200 300 000 000 copacted BE.00 E423.00
Naana £650 E650 £E50 £650 £650 E000 £0.00 -300 -£19
Amaniosraak Flaze _ Abaant
13naranz Adiustment B Cower L] £1.00
E_:L:_lié- « Dady oifice Mours Holiday Q.00 ED.00
Flate £650 Bank holidays -3.00 1350
3
PrE— =TI Other 0.00 £0.00
7 Extras ED.00
e Authornsed sbaence =
Authonised absence — Matermity Leave Periodic 0.00 £0.0g
Sickness
Leaver? OVERALL 60.00 E409 50

Depending on how the system is configured an absence reason that can be overridden will default in. If no default absence
reason appears the user will have to manually select one. It is not possible to mark a timesheet as completed if no absence

reason has been entered.

The Totals on the right-hand side show the effect of the absence adjustment entered on the employee’s pay.
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When an employee is on holiday enter a ‘H’ on the adjustment line for the particular day. The hours and rate of the holiday will
automatically default to the contracted hours - if the employee was on holiday for fewer hours or the holiday is deducted at a
different rate the default absence hours and rate can be overridden.

wil (3003  wic (060d)  wk3(1304) | whd (2004) | wi5(Z704)  Totals
Cleaner Mon 20| Tue 21| 'Wed 22| Thu 23| Fri2d | 52125 | Sun 28| Totals Hours Pay
7415 S hours 300 300 300 3.00 300 000 0.00 Contracied EE.DD £429.00
Haana £650 £R50 £650 E650 EES0 0000 E0.00 -3.00 -E£19.50
A ; Rate Absaed
13/0872012 Adiustment & H Cover 0.00 £0.00
:il;jé'. - Dmdy oM H .I-igllm ~5.00 £39.
Foste £6.50 £650 €650 Bonk holideys =300 E15.50
' \ Lbsence reas Sec - Drthr 000 £0.00
Complete? [  Payslip comm Extras £0.00
Periodc 000 £0.00
Leaver? OVERALL 5400 £409.50

Holidays may appear ‘pre-entered’ where an employee planner has been completed for an employee in which case the user
can just check and confirm that the employee’s holiday is correct or amend it if needed.

The Totals on the right-hand side show the effect of the absence adjustment entered on the employee’s pay.

Click on the Holiday button on the Totals area to see an overview of the employee’s holiday entitlement at the site:

i) Totals
122| Thu23| Fri24 | Sa135 | Sun 26| Tosls Hours: Pay
00 300 300 000 000 Conwmcted 6600
350 EBB0  EBB0  EODO  EQDO sp.en =300
H H Conrar 0.00
= ] =
EG50 EESD Bk hilidsys 100
Oithar 0.00
Exiras
Perioci} 0.00
Leaver? CWE;IL 54.00
-Hulldu;.s
Teae 2015 - (1012015 - 220 EH
Site BMUE 26
Entilement 2B.00 Days
Lhsed <1.00 Days
Plarned 0.00 Cays
Adjustments 0.00 Darys
Bank holidays 0.00 Darys
Balance 27.00 Days
Pro-rata entidement 28.00 Days
Pro-rata balsnce 27,00 Days
Dietails.
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If the employee that does the cover is already working on the site enter a ‘C’ for cover:

whl (3003)  wh2 (D6T4)  wh3 (13704)
Claaner
415 Sid hours
Naana B
Amankwash -
MUETT - Dy
E“',"E; Bt | Heurs
Rate
by
E Absence reas
Complata? [0 | Payslip comm

wd (20004) | w5 (27004) | Totals

[ Mon Z7] Tue 28| \wied 23] Thu 20| FriD1 | Sat02 | Sun 02| Teasls

300, 300 300 300
£65) E650  E6RD  EGSD

L= L=

650 £6.50

Lesver?

Hours Pay
Absesl =3.00 -E19.50
= 00 £45 55'
Heliday -£.00 E39.00
Bark holidays = i
Oisher 0.00 E000
Extras £0000
OVERALL £1.00 E£45500

The cover rate will will automatically default if defined on the contract. The user will need to enter the number of hours the
cover work was for. If the cover rate paid is different to the default it is possible to override the rate although it may trigger an
exception that will need to be approved.

Where an employee that does not already work on the site does the cover work the employee can be added as a temporary
joiner to the site - please see section below on ‘Add employee’.

Depending on the company preference and configuration an employee can be added as either a single period joiner to the
timesheet or as a new permanent employee which will update the contract if approved by payroll.

To add an employee, click on the Add employee button at the top of the timesheet window:

i E‘ﬂ Jaw d Timesheet Details - Site timesheet -- GEGS/01 : GEGS LONDON
B Genenl
Ja d - = R & » €& VvV VVV

¢ Attachments

ALL

Hours

Close Previous Next = Save Workflow Send  Send Add  Print/email Composite | Employess Weeks Signoff Tick
on  back | employee timeshest  notes

Navigate Save Other Workflow Record Tick
Site Defails
Lo B wit (2610) w2 (0211) | wk3 (09/11) | whd (16/11) w5 (2311)  wkS (3011) Totals

Cmp? Payrolln Employes N
5 o012 | oo supervisor setal Mo 08 Tue 10 ied 11] Thu12 | Fri 13 | Sst14 | Sun 15| Tomls
7 aniel Ansong
° 006671 | Dovra Ameya 00ssa2 - 800 800 800 B00| 800 000 000 conored
Samsul .| E1000 £1000 £1000 £1000 £10.00 £000] £0.00

@ 7382 Erica Salihou Willington Gty e
] 007095  Felipe Omorogbe P Adjustment o Cover
@ 007168  Jorge Chillogana s Hours 800 Holiday
® [J 007168  Jorge Chillogana , Rate £10.00 Bank holidays
® 006670 Luz Mizh . Asencereason | Vv Other
[} 005831  Makiesse JARGU Complete? [ Payslip comment Exctras
°® 005495 Nina Collaguazo Periodic
6] O [ooses2 | Samsul illington
® 006738 Ussumane lslam [ e
@ 006738  Ussumane lslam

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

168.00|
-8.00
0.00
0.00
0.00
0.00

0.00

160.00|

Pay

£1680.00
-£80.00
£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£1,600.00
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SINGLE PERIOD JOINER

Single period joiners are typically used where an employee does not normally work on the site but is pulled in to cover
someone absent.

The below screen is launched when clicking the Add employee button as explained above. Select the single period option and
complete the required details.

. d : ‘) K- BE Timesheet employee - Site timeshest -- BMUB 26 - (new) m]
ae
- General
U@ &
! .
Close Accept Check working

time conflicts
Navigate Save Other

Employee details

Employss Luis, LUCIA =@ = 000111 Site approval |_History
WARNING -- this employee has other current assignments. .
Click the ‘information’ button to see details. Beain no approval details
Approved
Scol single period rmanent
pe @®)single pericd Ope: E—
Contract task BMUB 26 01 -- task 1 -- Daily office cleaning - Daily office cleaning o
Work type Cover =@
Start date: 01/04/2018 ~

On completion of the details, the user can check if this conflicts with any other working times for the employee.
Click on Accept to generate the timesheet for the employee:

‘o :\ Jap s Timesheet Details - Site timesheet -- BMUB 26 - o
e

General

U = = isD b s AR YYYY

¢ Attachments

Close Previous MNext Save Workflow Send Send Repeat Add Print/email  Timesheet Composite Employees Weeks Signoff  Tick
on  back workflow | employes  timeshest exceptions  notes ALL
Navigate Save Other Workflow Record Tick
Site Details
Navigator J:"@l wk (30/03)  wk2(06/04) wk3(13/04) w4 (20104) | wkb (27/04)  Totals
Cro? | Payralln | Employoe Vierk type Cows Mon 27| Tue 28 | Wed 29| Thu30| Fri01 | Sat02 | Sun 03
er , 7 " t
O [ 000111 LUCHALuis Cover L4 sl [l sl [ e (Sl | 2 S o
ooo111 0.00 0.00 0.00 0.00 0.00 £0.00
O] OO [7415 [ NaanaAmankwa | Cleaner £Aline SriinEsl
LUCIA Rate E0.00| E0D0 £0.00 £0.00 Absent 0.00 £0.00
Luis
12/07/1388 R Cover 0.00 £0.00
01 - Daily office — Holidzy 0.00 £0.00
Rate Bank holidays 0.00 £0.00
.| A | Absencereas Other 0.00 £0.00
Complete? [ | Payslipcomm Extras £0.00
Feriodic 000 £000
Leaver? OVERALL 0.00 £0.00

All new employees added to the timesheets via the Add employee button will be highlighted in green. No contracted details will
exist for the employee, pay details such as cover will have to be manually completed.

wicl (30003) | wh2 (06/04) | w3 (1304)  whd (20/04) | w5 (27/04) | Totals

Cover IJ_I Mon 27| Tue 28 | Wed 29] Thu30| Fri 07 | Sat02 | Sun 03 | Totals Heans Pay
o001 Std hours 000 000 000 000 Contracted 0.00 £0.00
tﬂgm Rate £0.0D| £0.00) £0.00] £0.00 Sbsent 0.00 £0.0(
12/07/1988 e . C Cover 200 £18.0
EMUBIO1-Daiy o | Hours 2.00 Holiday 0.00 £0.00
" Rate £9.00 B 0.00 £0.0(
" E Absence reas Other 0.00 £0.00
Complete? [] | Payslipcomm Extras E0.00
Periodic 0.00 £0.00
Leaver? OVERALL 200 £18.00

If an employee has been added in error that can be removed via using the Eraser button.
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PERMANENT JOINER

Permanent joiners can be added to a timesheet if allowed by the company, this will require sign off by the payroll

department.

The below screen is launched when on clicking the Add employee button. Select the Permanent option and complete the
required details such as employee start date, contract rates or pay scale, working times and hours as well as holiday method
and bank holiday factor.

F 5‘) - Timesheet employee - Site timesheet - BMUB 26 - (new) ]
- General
U @ &
| { e
Close Accept Check working
time conflicts
Navigate Save Other
Employee details
Employee Luis, LUCIA =@ 2 000111 Site approval | History
WARNING — this employee has other current assignments. -
Click the ‘information’ button to see details. Begin no approval details
Approved
Scope (Dsingle period (@) permanent
Reiected
Contract task BMIUE 26 01 - task 1 - Daily coffice cleaning -- Daily office cleaning ~
\nlork type Clezner ha 0
Start date 01/04/2015 v Holiday method Basic ) 0
[] Before timesheat?
Pay calculation | Default method ~
Pay sbove SSP | Mo o
Shift Start End Hours Rate Bank hal factor 1.00
Day 1 Menday 09:00 12:00 3.00 0.0000 + |-
Day 2 Tuesday 0%:00 3000 00000+ |-
Day 3 Wednesd... 05:00 12:00 3.00 0.0000 + | -
Day 4 Thursday 09:00 12:00 300 0.0000 + |-
Day 5 Friday 05:00 12:00 3.00 0.0000 + | -
Day & Saturday 00:00 00:00 0.00 0.0000 + |-
Day 7 Sunday 00:00 00:00 0.00 0.0000| + | -
Pay scale | National minimum wage 0

If the employee started on the site in a previous pay period the user can choose the actual ‘pre-period’ start date via ticking
the ‘Before timesheet?’ box.

On completion of the details the user can check if this conflicts with any other working times for the employee.

Click on Accept to generate the timesheet for the employee.

LEAVE SITE

If an employee leaves the site within the pay period enter LS (leave site) on the adjustment line on the day that they leave.

The system will check if the employee works on any other sites and prompt the user to confirm that they are just leaving the
timesheet site or if they are leaving the company in which case the system will change the LS to LC (leave company) once the
user has confirmed that this is the case.

Confirm action

WARNING -- this employee has no other current assignments.
Should they be marked as left company instead?

Confirm left site

Switch to left company
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Click on Confirm left site to make the employee a leaver from this site only:

whl (30/03) w2 (06/04) | wk3 (13/04) | whkd (2004) wk5(27/04) Totals

Cleaner Mon 13| Tue 14 | Wed 15| Thu 16| Fri 17 | Sat 18 | Sun 19| Totals Hours Pay
7415 td hours 300 300 300 300 300 000 000 comracted §6.00 £429.00
Naana — £650 £650 £650 £650 £650 £0.00 £0.00 ppoony 3800  £23400
Amankwaah -
13/08/2012 P B S 15 5| LS cover 0.00 £0.00
BMUEVD1 - Dazily office ida
chaning T Hours Haliday 0.00 £0.00
Rate £650 £650 £6.50 Bank holidays -3.00 £19.50
4
| Absence reas - 0.00 £0.00
Complete? [  Payslip comm Extras £0.00
S 0.00 £0.00
== | ovERaLL 2700 £155.00

LEAVE COMPANY

If an employee has left the company within the pay period enter LC (leave company) on the adjustment line on the day that
they leave.

The system will check if the employee works on any other sites and prompt the user to confirm that they are leaving in the
company or only the site in which case the system will change the LS to LC (leave company) once the user has confirmed that
this is the case.

[T T:Y L han L Fan L han L han L han L han L Fan

Confirm action

WARMIMG -- this employes has other current assignments:

BAFH/02 - BAFH FITZWILLIAM 02 .

Are you sure you wish to mark the employes as left company?

Confirm left company Switch to left site i

Click on Confirm left company to make the employee a leaver from the company:

whl (30/03)  wk2 (06/04) | wk3 (12/04) | whd (20/04) wk5 (27/04) Totals

Cleaner & Mon 13| Tue 14 | Wed 15| Thu 16| Fri17 | Sat18 | Sun 19| Totals Hours Pay
000111 Zid howrs 3.00 3.00 3.00 3.00 300 000 000 ~pniracted 66.00 £429.00
LuCIa Rate £650 £650 £650 £650 £650 £650 £650 ppoony -42.00 -£273.00
L"{;mmsm Adjustment LC LE Lc L [ LC LT  cover 0.00 £0.00
E.g::% Daily office Hours Holiday 0.00 £0.00
Rate £650 £650 £650 £650 £650 £650 £650 g holidays 0.00 £0.00
. | /% | Absencereas Other 0.00 £0.00
Complete? [] |Payslipcomm Extras £0.00
Periodic 0.00 £0.00
Leaver? __ |NgW==10N 2400 £156.00
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Leavers are highlighted in red on the timesheet:

lavigator TOES | wict (3003 wic? (06104) | w3 (13104) | wich (20004)  wk5 (27104)  Totals
Cmp? Payrelln Employee \nfork type T P
O [0 000111 LUCIALuis eaner o Mon 13| Tue 14 | Wed 15| Thu 16| Fri17 | Sat18 | Sun 19| Totals Hours Pay
000111 3.00 3.00 3.00 3.00 3.00 0.00 0.00 66.00 £429.00
of O Joooin | Leia s [ Cteaner EdiTE CrirmEEt
LUCIA £6.50| E650| E650 E6BD| EG50| £650| £6.50 -42.00 -£273.00
O [ 7415  Neanafmankwz  Cleaner T Rate Absent
12/07/1988 Adjustment IC|C| | ]| L] ]| X coue 0.00 £0.00
BLL w - Daily office Hours Holiday 0.00 £0.00
—_— £650) £650) E650) £650) E650) £650) E650 ponk hofidays 0.00 £0.00
»
5|y | Absencereas Cither 0.00 £0.00
Complete? [ | Payslipcomm Extras £0.00
Periodic 0.00 £0.00
Leave?  HY=CTTN 2400 £156.00

LEAVER AMENDMENTS

Where the date left does not fall within the pay period (for example the employee last day of working is the 31 of the month
there leaving date will be the 1 of the following month) or where LS / LC was entered on the incorrect day on the timesheet,
clicking on the Leaver button allows the user to amend the details.

w1 (30/03) w2 (06/04) | w3 (104) | whd (20004)  wk5 (27/04) Totals

Cleaner ‘4} Mon 13| Tue 14 | Wed 15| Thu 16| Fri 17 | Sat 18 | Sun 19| Totals Hours Pay
000111 i hours 300 300[ 300 300[ 300[ 000 000 copacred £6.00 £429.00
LUCIA Rate £650 £650 £650 £650 £650 £650 £6.50 ppoony 4200 £27300
Luis
12/07/1388 Adjustment lC [ lc | lC | lC | €| L€ | L€ coper 0.00 £0.00
puErLEs e Holiday 0.00 £0.00
Rate £650) £650 £650| £650 £650 £650 £650 pony pholidays 0.00 £0.00
4 -
U 4 | mbsence ress Other 0.00 £0.00
Complete? [J | Payslipcomm Extras £0.00
Perindic 0.00 £0.00
24.00 £156.00
The below details can be amended from the Leaver button:
¥ w | |z | Timesheet Leaver - Sit... a
4 '
T General
1 ' N\
[ —
i Close MNotes
i
Mavigate Other
Leaver details
(:} () left site (@) left company
Last date Left date '
12/04/2015 w 1310472015 “
[] Before timeshest?
Conce
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An employee can be paid extra for additional work that they’ve done for example washing of tea towels via clicking on the
Extras button:

wh(3003)  wk2 (0604)  whd (1208) | wkd (2004) | wkS(2THH) Totals

Coves ) Mon 20| Tue 21 | Wed 22| Tha 23| Fri 24 | Sat25 | Sun 25| Tomals T Pay
000111 S ho 000 000 000 000 000 000 000 compcies 00 000
LUCIA Rate E0O0 E£000 £0.00 E00D0 £000) £0.00) E0.00 Jr— 0.00 £0.00
Luis
120071388 Adjustment C = Cover 10.00 £50.00
EMUE/DT - Duddy o8 4 ] iy 0.00 £0.00
BAUBGT- BNt | oy Holiaay
i — £3.00 800 Bk hlidays 000 £0.00
2 | -L- Absence reas Otther 0.00 £0.00
" Pesioge 0.00 £0.00
Lsrvai'? OVERALL 10.00 £90.00

On the Timesheet Extras screen click in the Extra type box and select the relevant extra. The extra types that a user has access
to is pre-configured.

b d ;‘] IR Timesheet Extras - Site timesheet -- BMUB 26 - Employee timesheet -- Luis, LUCIA ]
General
J
Close
Navigate

Exdras
Extra type Diate Rate Quantity | Unit description Value (+ve or -ve) | Payslip text
e + | 30/04/2015 00-.. 0.00 0.00 5.00 Tea towels

(not set)

Tea Towels

rorkbill

Remove

Enter the Date, Rate, Quantity and Unit description for the extra if applicable, alternatively these fields can be left blank and only
a Value (which can be negative or positive depending on whether this is a payment or deduction) and Payslip text entered.

If an employee is marked as Visa required (where the System Control setting Prevent use of visa expired employees is ticked) the
user will be prevented from making any payment either via the weeks/dates or extras for a date beyond the current expiry date
of the employee’s visa.

> 3‘] M Timesheet Extras - Site timesheet -- TL93327¢/001 : The Tonbridge Butcher 1234 - Employee ti... | x
n !
General
[
Close
Navigate
Extras
Extra type Date Rate Quantity | Unit description Value (+ve or -ve) | Payslip text
vy Extra 3110:2019 00-.. 1.00 1.00| Extra
* {not sef)
£ >
Remaove
The employee’s visa will have expired on 01/07/2019 therefore no payments can be made on or after this date = J
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TIMESHEET APPROVAL

The totals tab will give the user an indication of the budget position and amendments can be made before finalising the
timesheets for the pay period.

te Details
outese P | vk [2601) w2 (02/02) | wh3(09002) | whd (16002)  wh5(2302) | Totalsi
Cmp? Payrolln  Employee \work type
\| | 004135 ‘ Candlaria Caball ‘ Cleaner TTEE il ay _ 3 Sl EEET Hours Pay
7%1  OlgaPstinoCam  Cleaner Contracted e ik I Budget 60.00 £372.00
Absent 0.00 2000 | = Controcied 60.00 £372.00
@rozT 5.00 £31.00 2 B €5.00 £403.00°
Bank holidays ad S0 ‘ariance to contracted m
’ Sz a4 L DAILY OFFICE CLEANING - WAGES BUDGE.. Pay
EXtTas- 000 EEEE Erie 0o i
Periodic Contracted £0.00 £372.00
' Delivered 65.00 £403.00
85.00 40300 Variance to budget ﬂ
OVERALL Wariance to contracted ﬂ

Once all the weeks and employees have been ticked as Completed the user will be able to Send on the timesheets for the next
level of approval be that an area manager or directly to the payroll department

Genera

Jd = ey g 2 €@ v vev

.
o Arachments
Oose Save Weddion | Send | Send Add  Prevemal Composte  Employees Weeks Sgnolt  Tick
on back erpioyes teeihort notes ALL
Navgate Save Other Workfiom Record Tick
Ste Detads Send o
Navgaar B S 3 00007 S0 150 S0l T 4
wh1 601 WA U000 w0500  wh4 (IR0 w3 20 Tatals
Crmg? Payralin Emgloyee ek type . = . . < |
Cleaner MNon23| Tue 24 | Wed 25| Tha 26| Fn27 | Sst28 | Sin 01 1, Howrs P A
| 8] £ | oserss | Condiris Cabst | Crnaome - T OREST B T L T L |
0041y P W iR TR % T
@ B =& Oiga Patro Cam  Clpaner i Siatous o v Cortractes
Rate (20 X0 (B0 X (X0 B0 sbaert 000
Agustrent Cover 0
Hocas Helsdey 00
Rate Back holidsys 0%0
» s
Absence ress Otter %0
Corrglete? ] Paysle comm Exres
Penod: 000
Leaver? OvERAL 000 £186.00

Where the Send on button is not available (i.e. greyed out) all the weeks and employees have not been ticked on the timesheets
or there are other exceptions on the timesheet that requires clarification before the timesheet can be sent on.

Once a timesheet has been sent on to the next level of processing the user will no longer be able to make changes to the
timesheet. If the manager or payroll department are not happy with the timesheets, they are able to send it back to the user to
amend and send on again.

TIMESHEET LOCKDOWN

At the point that the payroll department is ready to process the pay for the pay period they can Lockdown the timesheets in
which case all timesheets are removed from the users and no further amendments can be made
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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.



