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INTRODUCTION

These notes are designed to provide background information and useful hands-on experience of using general TemplaCMS
functions and the TemplaCMS Workbill module.
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SYSTEM

WORKBILLS (GENERAL)

s System Control - Workbills

i General
Close Save

Navigate

Workbills

[ ikt Siippress in nion-working periods . =
Show workbills on timesheets? Include supplier workbills? Include team workbills? Allow supplier copy
[] Consclidate team payments on payslips? Show costs? () Yes (@ No () Disguise numeric () Disguise alpha
[ Invoice supplier workbill on Pl post? [] Separate customer and supplier work instructions?
[[] Manusl release of team workbills to mobile? [ Control supplier werkbill redistribution
[] Auto post one-offs when approved (does not apply to quotes) [] Show team members on supplier copy
Use "work instruction build-up’? Print preferred team employees on supplier copy?
Allow discrete plan of multi-day workbills? Print BA level? (Not set) ~
Prevent duplicate external reference Ignare ~ [] Print task description?
Prevent duplicate client PO reference Warn = [] Auto email client document to contact when one-off completed?
. [] Auto email client document to contact when one-off posted?
‘workbill manager BA level BA ~
[] Auto email quote document to contact when approved?
Workbill manager bank holiday colour 0.0.0.0 A [] Auto email supplier document to contact when posted?
‘workbill employee payment entry Employes payments ~ [ Auto email supplier document to contact when completed?
Include photo's on customer print? @ No () Yes () Optional
A
Attachment types Include photo’s on supplier print? @ No ()Yes () Optional
Fhato WE Photos =@
Quete document format Format 3 ~
Signature WE Signatures %o
Porfolio BA level Ops/Regional Man |+
Quote ®
Development BA level =0 ~
Default workflow paths Ovwined by BA level Site Manager -
One-off ‘workbill Approval =0
One-off quote W)

Default suppress in non-working periods - this will suppress the generation of workbills where there are non-working periods
defined on relevant site calendars.

Show workbills on timesheets? - will show workbills for a specific site on the related timesheets; this can be further qualified
using the following two checkboxes:

Include supplier workbills’ - this option controls whether or not ‘supplier’ assigned workbills are visible on
the ‘workbills’ tab of the timesheet completion form.

Include team workbills’ - this option controls whether or not ‘team’ assigned workbills are visible on the
‘workbills’ tab of the timesheet completion form. If using the new ‘Team Payments’ process you may decide
that timesheet completers should not have access to amend payments on team workbills via the timesheet.

‘Consolidate team payments on payslips’ - When creating the site breakdown details to print on the payslips, this option will
replace the workbill level details with summarised lines.

Show supplier workbills on timesheets? - will show all supplier workbills for a specific site on the related timesheets. This
option is to be used where, for example, a sub-contractor was supposed to do the work but for some reason didn't and an
employee stepped in to do the work.

Invoice supplier workbill on Pl post? - with this option ticked, non-supplier workbills will continue to be eligible for sales invoice
generation immediately they are marked as completed. Supplier workbills however will only become eligible when a purchase
invoice matched to the workbill completion record has been posted.

Manual release of team workbills to mobile? - with this option ticked, any team assigned workbill will no longer be sent to mobile
devices automatically. Instead, the entire plan for a date must be manually approved for distribution from the Team Manager.

Auto post one-offs when approved - when flagged, if a non-quote one-off workbill is approved the workbill will be automatically
posted when approved via workflow.
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Use work instruction build up - when flagged, the work instruction text box on the workbill is replaced with a grid, allowing the
entry of multiple work instructions, and their associated costs/prices.

Allow discrete plans of multi-day workbills? - with the ‘Allow discrete plan of multi-day workbills?’ checked on System Control,
users will be able to optionally specify which days the workbills can be planned on via a set of seven checkboxes, one for each
day of the week, which initially will be unchecked.

Prevent duplicate external reference - when entering workbills, the system control option relevant to the external reference is
checked and the following behaviour applied:

Ignore - no check is made against other workbills

Warn - a check is made to find other workbills for the same client and if a duplicate reference is found, a warning is
displayed. The workbill can be saved.

Prevent - a check is made to find other workbills for the same client and if a duplicate reference is found, an error is
displayed detailing the number of the workbill with the duplicate reference. The workbill cannot be saved.

Prevent duplicate client PO reference - when entering workbills, the system control option relevant to the PO reference is
checked and the following behaviour applied:

Ignore - no check is made against other workbills

Warn - a check is made to find other workbills for the same client and if a duplicate reference is found, a warning is
displayed. The workbill can be saved.

Prevent - a check is made to find other workbills for the same client and if a duplicate reference is found, an error is
displayed detailing the number of the workbill with the duplicate reference. The workbill cannot be saved.

Workbill manager BA level - this level controls which level of analysis codes can have a colour specified for the workbill manager.

Workbill manager bank holiday colour - where a Workbill manager bank holiday colour has been defined on System Control, for
each bank holiday defined on the system under Maintenance > Business Structure > Calendars > Bank Holidays the calendar
days will show with the defined colour. Only system defined bank holidays are considered (i.e. not those on site or contract
calendars).

Workbill employee payment entry - when entering workbill employee pay, the pay for each employee can be entered as a total
number of hours on a single date or as accurate hours spread across multiple dates. The options are:

Employee payments
Employee payments and extras

Photo attachment type - default attachment type that would be used if photo is taken on the mobile device.

Signature attachment type - default attachment type that would be used if workbill confirmation is signed on the mobile device.
Quote attachment type - default attachment type that would be used for workbill quotes.

Default one-off workbill path - any workbills requiring approval from the mobile device will use the specified workflow path.

Default one-off quote workbill path - any workbills requiring approval from the mobile device will use the specified Workbill
quote approval work flow path (this allows the paths used by workbills and workbill quotes to be split.)

Workbill billing - it is possible to define a ‘Split by’ option for contract workbill billing lines to achieve workbill billing
consolidation and splitting as required, with options of:

None - workbills are consolidated within the invoice batch, with no split

Month - workbills are consolidated within the invoice batch, split by the month of the workbill work done date
Client PO ref - workbills are consolidated within the invoice batch, split by the client PO ref

Confirmation - workbills are consolidated within the invoice batch, split by the date of the workbill work done date
Month and client PO ref - workbills are consolidated within the invoice batch, split by the month of the workbill work
done date and client PO ref

Workbill - workbills are not consolidated within the invoice batch at all with each workbill invoiced separately

Show supplier on customer copy - this can be set to Yes, No or Name only. Yes will print the full supplier details on the customer
workbill, No will hide all the supplier details and Name only will print the supplier name but no other supplier details (for
example address details).
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Allow supplier copy (with costs) - this allows the printing of either a customer copy or a supplier copy (which includes the costs
and hours), or both.

Both the above options are compatible with each other, and if printing or e-mailing two, separate documents are created.

Show costs? - this option allows the following settings which will be applied when the supplier workbill document is generated:

Yes - the Cost heading and values will be shown.

No - the Cost heading and values will not be shown.

Disquise numeric - the Cost heading will be replaced with the words ‘Sup code:’ and the value will be printed as an un-
edited number for example 1850 instead of £18.50.

Disquise alpha - the Cost heading will be replaced with the words ‘Sup code:’ and the value will be encrypted by having
each number replaced by the letter for the relevant position of the alphabet - 1 =A, 2=B, 3=C.....J=10 - thus £18.50 will
become AHEJ.

Separate customer and supplier work instructions - this option enables Workbills to allow different supplier/internal and
customer work instructions to be entered, and thus appear on the resulting workbill document. This can prevent supplier-
specific, potentially sensitive information from appearing on the customer version of the workbill document

Control supplier workbill redistribution - when ticked this will prevent duplicate documents from being sent to suppliers and is
controlled via workflow. With this option enabled, if a user attempts to send a workbill that has already been distributed, they
will be prompted with a message informing them that the redistribution requires approval, and if they proceed, a reason code
must be entered. Once approved, a user will be able to redistribute the workbill as needed. The workbill's workflow history will
be updated for any redistribution, so the user will be able to see an audit trail.

Show team members on supplier copy - this option will print the names of the team members on supplier copies of a workbill
where the workbill is assigned to a team.

Print preferred team employees on supplier copy - where System Control has been configured to show team members on supplier
copies and to print preferred team employees on supplier copies, only the employees assigned to workbills as preferred
employees will appear on supplier workbill prints, regardless of whether the employees are assigned to the team.

Print BA level? - this allows the chosen BA level to be printed on the workbill for example Operations Manager.
Print task description? - workbills are assigned to tasks, this option will print the relevant task description on the workbill.

Auto e-mail client document to contact when one-off completed - when flagged, if the completion contact has been entered on
a workbill and the workbill is fully completed, the specified contact will be automatically e-mailed a copy of the workbill if they
have a valid email address defined.

Auto e-mail client document to contact when one-off posted? - when flagged, if the acknowledgement contact has been entered
on a workbill and the workbill is posted, the specified contact will be automatically e-mailed a copy of the workbill if they have
a valid email address defined.

Auto e-mail quote document to contact when one-off approved? - when flagged, if the acknowledgement contact has been
entered on a quote workbill and the workbill is approved, the specified contact will be automatically e-mailed a copy of the
quote workbill document if they have a valid email address defined.

Auto e-mail supplier document to contact when one-off posted? - if enabled, when a workbill is completed that has a supplier
contact defined, a supplier copy of the workbill will be emailed to the contact if they have a valid email address defined.

Auto e-mail supplier document to contact when one-off completed? - if enabled, when a workbill is posted that has a supplier
contact defined, a supplier copy of the workbill will be emailed to the contact if they have a valid email address defined.

Include Photo’s on Customer Print? - controls whether the images that are attached to a workbill will be printed or not, if
‘Optional’ has been selected, then when printing/emailing workbills, the option to include or exclude any photos can be
made by the TemplaCMS user via a prompt.

NB: If ‘Optional’ has been selected, when the workbill is posted and documents are automatically distributed, any attached
images will NOT be included.
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Include Photo’s on Supplier Print? - controls whether the images that are attached to a workbill will be printed or not, if
‘Optional’ has been selected, then when printing/emailing workbills, the option to include or exclude any photos can be
made by the TemplaCMS user via a prompt.

NB: If ‘Optional’ has been selected, when the workbill is posted and documents are automatically distributed, any attached
images will NOT be included.

REPEAT DEFAULTS
Default settings to be used when creating repeat (contracted) workbills.

.‘ "‘] S RL Systern Control - Workbills

General

Jd

Close Save

Navigate

Assign to (O Supplier () Team (@ Employes () Site employee
[] Employes already paid?
Extra type In House Pericdics A 0
(reguired for pay and hours - even if employee already paid)
Schedule details
() Specific
AM

OPM
(®) Any time

[ Invoice on confirmation?

ONE-OFF DEFAULTS

Default settings to be used when creating one-off workbills.

!_‘_‘ ;‘\ =L System Control - Workbills

| - General
Close  Save

Navigate

Assign to (O Supplier (O Team ()Employee (@) Site employee

[] Emplayee already paid?

Extra type One-Off In House Periodic =0
(required for pay and hours - even if employee already paid)
Cost type %
Revenue type Bl
Schedule details
() Specific
OAM
(@]
(®) Any time

Invoice on confirmation?
[ Allow multi-stage completion?

Workbill type S
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PRE-REQUISITES /| MAINTENANCE

Analysis Codes

A colour per analysis code (at the specified level in System Control) can be added for the Workbill manager.

Double click on the B/A code and select the required colour:

g E"ﬁ 4 i> H Analysis Code Details - JAMES BOND - O
General
U @ 'i> H
Close Previous Next
Navigate Save
General | Dates
cote
Description ' JAMES BOND |
Analysis level  Contract Manager v
User | |
Employee | |
Viorkbill manager [ | B [

Task Types

Any additional Task Types required for workbills (periodic and one-off’s) can be set up from the maintenance menu:

=

TernplaCMS - Contract Management System -- TemplaCMS V&.1.0

General

u 2 I)i @ .: @ Lcneckduplicates u e Eil % Tl B Search
@ Auto refresh ) _ = & Clear Search
Close Refresh Print  Excel Expand Collapse Open New Copy View Print Filter Un-filter
label ~ selected  selected
\ List ‘l Row Filter

J

Maintenance

= =@ Business Structure
[ =g Analysis

=3 User Access/Security ~

Alerts | Task Types

Task Types

Drag a column header here to group by that column

@ Analysis C St Code Description
D Analysis Review Batches E|| E‘| E‘|
Calenda H
* -Qe Ta;( Ty’:zs H pDoc Daily office clezning
=3 Cost/Revenue - DRES Daily Residential
e ———— ENT Entertainment
Payroll EQU Equipment
Workbills IHP In House Pericdics
Hygiene Services IHWIC In House Window Cleaning
By JANDT Janiter
Transaction Register MATERIALS Materisls
Stores [
REGMISC Miscellaneous
Reports —
tod/Year End MS Mobile Supervisor
Maintenance oocL One-off cleaning
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It is also possible to specify a colour per task type for the Workbill manager. Double click on the task type and set the required
colour in the Workbill manager colour field:

." 5‘1 Jas s Task Type Details - One-off cleaning - ]
s General
e d
Close Previous MNext Save
Mavigate Save
General | Costtypeoverrides  Dates
Code oocL
Description One-off cleaning

[] Requires timeshest
[] Enabled on customer portal?

g2z, 155, 111]1

‘workbill manager
colour

With workbills being enabled on the Customer Portal, there may be internal workbills that should not be visible. In addition to
this, where customers are licensed to the Hygiene Services module, workbills are also used and it is, therefore, necessary to be
able to differentiate between ‘Hygiene Services’ as opposed to ‘standard’ or ‘reqular’ workbills.

To control which workbills can be seen through the Customer Portal or to differentiate between Hygiene Services and ‘Other’
workbills, Workbill Types can be defined.

f+ DK

TernplaCMS - Contract Management Systermn -- TemplaCMS V6.1.0

S U03Q 3 & O

General

J@ e

Close Refresh Print Excel Expand Collapse

B3 Search
&' Clear Search

.c - ) Check duplicates

& Auto refresh

Open New Copy View Print Filter Un-filter
label selected  selected
List Row Filter
iy Bl pierts  TeskTypes | viorkeil Types
Workbills Woarkbill Types
@ Workbill Batches
@ Workbills

Drag a column header here to group by that column.
@ Workbill Manager

@ Team Manager [# St Code Description
@ Projected Workbill Schedule IE|| E‘ IE||

= ®@ Maintenance
@ viorkill Types e
@ Workbill Categories
@ Workbill Quote Cancellation Reasons

Hygiene Services

Standard Standard

Contract Admin

Payroll
‘Workbills

A new Workbill Type can be defined from the Workbills > Maintenance menu.

¥ = Workbill Type Details - Standard - O
{ }‘ﬁ Jeod ¥P
— General
e d
Close  Previous  Mext Save
Navigate Save
General | Dates
Code
Description Standard
Enabled for customer portal ?
Enabled on mobile?
HS?
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A Code (optional) and Description (mandatory) should be entered for the workbill type. Where the code is left blank on saving
the workbill type the system will automatically generate a code.

Enabled for customer portal? - when flagged workbills of this workbill type will be displayed on the customer portal.
Enabled om mobile? - when flagged workbills of this workbill type can be send to a mobile devise.
HS? - when flagged workbills of this workbill type can only be used by the Hygiene Services module.

Workbill completion path - different workflow paths can be setup per workbill type

Although workbill batches can be generated by selecting a ‘Workbill type’ i.e. supplier, team, employee or site employee, this
does not allow finer control of what workbills are generated within a workbill batch. Workbill run types (like Invoice run types)
can be defined and assigned to contract workbills to allow specific workbill batches to be generated.

A new Workbill Type can be defined from the Workbills > Maintenance menu.

=i & Alerts  \workbill Batches | Workbill Run Types
Workbills Workbill Run Types
@ Workbill Batches
@ \workbills -
@ orkbill Manager i I‘) lap H s Workbill Run Type Details - Standard - o x
@ Team Manager 399

@ Team Payments General

|
@ Projected Workbill Schedule ,
= =g Maintenance ._/I @ E> H
@ Workbill Types
@ ‘workbill Categories Close Previous Mext Save
@ Workbill Quote Cancellation Reaso
@ Workbill Run Type List Navigate Save

@ Workbill Review
General | Dates

< >

,,,,,,,,, Code
Contract Admin
payroll Diescription Standard
Workbills

A Code (optional) and Description (mandatory) should be entered for the workbill type. Where the code is left blank on saving
the workbill type the system will automatically generate a code.

When adding or amending a contract workbill definition, users can select the required Workbill run type; this field is mandatory
for all assignment types, i.e. supplier, team, employee and site employee.

In addition to workbill types, it is also possible to define a workbill category for further filtering. Unless a workbill category has
been set up, workbill categories will not display on workbills, contract workbills or any filtering options.

A new Workbill Category can be defined from the Workbills > Maintenance menu.

.‘ :‘] W s Workbill Category Details - Standard o
NS o

General

L

Close

Mavigate

Code Std
Description Standard
‘Werkbill manager 171, 225,15

colour
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A Code, Description and Workbill manager colour should be entered.

Once defined, a workbill category must be defined on all contract workbills and non-HS workbills.

The cancellation of a workbill quote requires a reason to be specified, it is, therefore, possible to define a number of
cancellation reasons.

A new Workbill Category can be defined from the Workbills > Maintenance menu. A code and description should be entered.

.‘ _"} JHE s Workhill Quote Cancellation Reason Details - (... - O

L

General

o E e

Close Save  Save and
new

MNavigate Save
General | Dates
C’D{IE ': N

Description Customer no longer requires work|

WorkbillQuoteCancellaiionReasonDetail & 2077 Templs Computar Sysfoms Lfd

The supplier pay scales can be used in conjunction with the Apply working day calculation option on periodic
(contracted) workbills.

Supplier Pay scales can be defined from the Pay scale option on the Maintenance -> Payroll menu:

'.‘ ‘1 Ol s Pay 5cale Details - (new) - o
B o
[ General I

U Hd e

Close Save Saveand
new

Mavigate Save

!l General | Rates Dates

Code Sup
Description Supplier payscale
Type v
Bank hol factor 1.00 (e.g. 2 for double time)
|F‘3y5-:3.-':,=5‘5.-‘3.-'}’ © 20717 Templa Computer Sysfems Lid J

Enter a Code and Description. For supplier pay scales the Type should be set to Supplier (options are Employee or Supplier).

Bank (Public) holiday factor - on supplier type pay scales only, an uplift factor can be optionally entered so that any rates entered
would be multiplied by this factor, e.g. 1.5 for ‘time & a half’ rate or 2 for double rate.
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All workbills (periodic and one-off’s) require a workbill billing line on the contracts unless they are included in the standard DOC
billing of the contract.

A workbill billing line can be added from the Billing tab on a contract. Click on Add to add a billing line and on the following
screen ensure the option ‘Use for workbill?’ is ticked:

£7 .\ N BE Contract Billing Line - AAMA -DEMO - (new) o
The
- General
L 9@
Close Accept  Accept
and new
Navigate Save
Billing line
| Effective MOEE [~| to | (notsey ~ | [ Use for stores order re-charge? [ Suppress in non working periods?
Inv text Groupings
Consolidation ®
Consolidation seq 0
Summary invoice &
[ Use daily rate? Document delivery
Price £0.00 | Weekly £0.00 | Monthly £0.00 | Annual £0.00 Address to Site v
Basis Advance || Frequency - AAMA 8th o
Task v
Revenue typs S Suspend
[ Suspended?
Autore-instate | (not set)
| var Standard Rate ~ Dates
| Invoice run Goods Recharge v Lastinvoice (not set) -
Client PO ref Nextinvoice (not sef) v

Details and reason for change

With the 'Use for workbill?' box ticked, the billing line screen only displays the fields related to Workbill billing lines and hides
the rest:

S WEL DR Contract Billing Line - AAMA -DEMO - (new] m|
[we
General
U @ @
Close Accept  Accept
and new
Navigate Save
Billingline
Effective w0201 ] to |imotsel  |w Use for workbill?
Splitby (Oiene OMenth (O Client PO ref () Confirmation. (O Menth nd client PO ref @) \arkbill
I text Groupings
&SN 234 Consolidati
For work completed on: 8WD onsoligtion )
T Consolidation seq 0
Summary invoice %

Document delivery

Address to Site v
Frequency | 1] [Months ~ AAMA B o
i 7
B e [ Allow varizble client debtor?
VAT Standard Rate - Dates
Invaice run Goods Recharge ~ Lastinvoice (not sef) .
Client PO ref TEMs3EE {Miandatan FO Tl Next inveice omene  [v

Effective dates - enter the Date From which the billing line should take effect. The Date To field is normally left bank but can be
entered if known.

Inv text - enter the standard text that will appear on all workbill related invoice lines. A number of substitution keys exist which
can be used to default information when the invoice is generated.

Immediate recharge vs Frequency - regardless of whether frequency orimmediate, workbills will only generate an invoice when

the appropriate billing run is created, and when the workbill has been confirmed as Completed. The difference between
frequency and immediate is as follows:
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Frequency - if a frequency is specified (e.g. 1 Month), the ‘last’ and ‘next’ invoice dates will be taken into
account when deciding whether to include a workbill in the invoice run. The decision on inclusion is in
two parts:

a) Should the billing line be included? - if the ‘next’ invoice date on the billing line is <= the invoice
batch date, it will be included. If > the batch date, the billing line will not be included, and hence no
workbills for the contract will be checked for inclusion.

b) Should the workbill be included? - if the ‘work done’ date on the workbill is <=the ‘next’ invoice
date on the billing line, the workbill will be included.

On posting a batch where frequency-based workbill billing has occurred, the ‘last’ invoice date is updated,
and the ‘next’ date is advanced by 1 frequency period (e.g. 1 month).

By using a frequency workbill invoices for the contract will be generated once per frequency, and once posted
no further invoicing will be undertaken until the next period.

Immediate - if immediate is specified, the ‘next’ invoice date will not be considered when deciding whether
to include a workbill in the invoice run. The decision on inclusion is therefore only based on the ‘work done’
date on the workbill i.e. if the ‘work done’ date on the workbill is <= the invoice batch date, the workbill will
be included.

On posting a batch where immediate workbill billing has occurred, the ‘last’ invoice date is updated, but the
‘next’ date is irrelevant, so not advanced.

By using immediate workbill invoices will be generated from this contract whenever the workbills are
confirmed as completed before the invoice batch date.

VAT - the VAT Code relevant to the billing line should be selected. This is normally Code 1 - 20% for UK customers.

Invoice run - select the invoice run relevant to the billing line. Workbills can be invoiced on a separate invoice run or as part of
the main invoice run. The workbill billing line can be consolidated with a customer’s main invoice as long as both lines (workbill
and main invoice) appear on the same invoice run.

Client PO ref - the client order reference number can be entered here. This can be printed on the invoice line via the &CR (Client
reference) substitution key.

Groupings - billing lines can be consolidated on a single invoice or a summary invoice can be sent to accounts:

Consolidation - is used to merge multiple billing lines from one or more contracts on to a single invoice for
the client. The site code on the consolidation invoice group is optional, but if defined will result in this
consolidation group only being available to the specified site; conversely if left blank (as below) the
consolidated invoice group will be available to all sites for this client.

oY1 BE Consolidated Invoice Group Details - AAMA Bth

General

J 2

Close Save Saveand
new

Navigate Save

General | Dates

Client AAMA a
Site AAMA Bth |
Code

Description AAMA consclidation

First line text For cleaning services delivered|

First line text - where this is specified, the text will be used for the first (text only) line of an invoice generated
for the consolidation group. In this way, it can be used to provide a header for the following invoice detail
lines derived from the site contracts.
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Consolidation sequence - this allows the order that the consolidated billing lines will print on the invoice to
be specified.

Sequence - from the wizard, the position of the new line concerning existing lines can be resolved, along
with the resequencing of billing lines on other contracts. Resequencing is also possible by accessing a
consolidated invoice group directly. In both cases, saving the consolidated invoice group will result in the
fix-up of any affected contracts thereby resolving the sequence in already generated invoice items.
Summary invoice - this option is used to create an additional memorandum or a single line tax invoice. Only
one summary invoice can be created per client for any given invoice run. Each Summary Invoice Group will
resultin a single line on the corresponding summary invoice so there would often be one summary invoice
group per task type, e.g. Daily Office Cleaning, Window Cleaning, etc.

Document delivery - invoices can be addressed to the Client, Site or a Contact.

Next Invoice date - when invoicing on a frequency (as opposed too immediate as per above) the Next Invoice Date will be
advanced each time an invoice is posted for the relevant invoice run. If this is a new billing line the user will need to specify the
next invoice date for the first invoice run.

Last Invoice date - the system will update the Last Invoice Date each time an invoice is posted for the relevant invoice run and
billing line.

Users can either ‘drag & drop’ the relevant photograph against the workbill or browse to the photograph or document from
within the workbill attachment screen.

When attaching a photograph or document, the following checks will be performed:

If a user tries to attach a file that is not a photograph (i.e. not a .gif, .bmp, .jpg, etc.) to the attachment type defined
on System Control as the workbill photographs then a warning will be displayed and these will not be subsequently
sent out to the mobile device

When a user attaches a file to the attachment type defined on System Control as the workbill photographs, then they
will additionally be prompted to select ‘Before’, ‘During’ or ‘After’

b : .\I JH = Document Store File - (new) - O
19

- General

Cloze Save Saveand Examine
new
Navigate Save Record
File Diates

Grouping

Type \Workbill pic =0

Original file C:\Jsers\adam]\Pictures'front.png

Subject Front of shop

Image stage v

On the TemplaCMS workbill attachment screen, an additional column will denote the ‘Before’, ‘During’ or ‘After’ stage of any
workbill photographs:

Orag a column header here to group by that column.
|jf| St Owner details Type Subject Image stage
(w]| [m] [m] [=] [=]
: Workbill - 1819 | WE1 - Workbill pi | Front of shop Before
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WORKBILL ATTACHMENT DISTRIBUTION

Image attachments (i.e. .gif, .bmp, .jpg, etc.) entered on TemplaCMS against the defined System Control attachment type for
workbill photographs, will be sent out to the Templa Mobile device at the point that the workbills are distributed - this will either
be when the workbill is posted or, for team workbills, upon completion of schedule. If an attachment is entered after the
workbill has been distributed to Templa Mobile then TemplaCMS will detect this and resend the workbill with the attachment.

TEMPLA MOBILE V2 - WORKBILLS

The existing Templa Mobile workbill photograph functionality has now been enhanced so that any photographs sent out from
TemplaCMS will also be displayed in the relevant ‘Before’, ‘During’ or ‘After’ section correctly colour-coded.
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WORKBILL QUOTES

TemplaCMS allows the entry of quote workbills which can be tracked and converted to standard workbills.

When an approved workbill quote is changed to a workbill, a flag for Was quote is set on the workbill when saved. This field is
available on the workbill filter and is available as an optional column on the workbill list column chooser.

When creating a new one-off workbill it can be flagged as a quote by ticking the Quote? box on the Workbill Detail screen which
will enable ‘quote action management’.

2 YL DL Workbill Detail - (new) - o
(3§

General

J H . Notes ﬁf{i ;d 5 Il‘?

¢ Attachments

Close Save Cancel Print/email | Credit central - CVERDUE Request
quote quote CREDIT EXCEEDED approval
Navigate Save Other Record Workflow
‘wlorkbill | Dates
Details I
‘Workbill number new External reference Quote?
\lorkbill type Standard (@) Workbill category | Window Cleaning- STD | %|@
r
Batch One-off
Site AAMA Bth @ [] Prospectsite?
Frrea AAM AN - AAMA - - Substitutions key
ontra AAMANDT - AAMA-DEMO o (Double click to
Client AAMA 0 include)
= 45C = Site code
Task (select one) ~ 45N = Site name I
X &5A = Site address
Title Kithcen clean &5P = Site postcode )
Contacts &CC = Contract code
LLE . &CN = Contract name "
Completion Elack, Jane B o [] DOC cover?
Acknowledgement | Black, Jane B o ‘work to be planned?

[] Allow material usage?

‘work instruction | Scheduling Quote action  Cost and price

Deep clean of kitchen|

Workbill number - this will be generated by the system.

External reference - enter an external reference.

Workbill type - select the relevant workbill type.

Workbill category - select a workbill category.

Batch - for one-off quote workbills the batch number will be generated by the system.
Site - enter /select the site that the workbill quote is for.

Contract - select the contract relevant to the chosen site for the workbill quote.
Client - this will default in based on the selected site.

Task - choose the relevant task for the workbill quote, keeping in mind that the same task will be used if the quote workbill is
converted to a standard workbill.

Title - careful consideration should be given to the title as this can be used to print on the workbill invoices.

Completion - if specified, a completed workbill can be automatically emailed to this contact.
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Acknowledgement - this option is only available on quote workbills. Unless specified, it will not be possible to print/email the
quote document.

DOC cover? - this handles the scenario where sub-contractors are brought in to cover contracted tasks that would normally be
on the timesheet. When flagged in this way the workbill must be assigned to a supplier, and a purchase cost type entered.
Adding the purchase cost type to the existing delivered pay budget group will result in the work-bill cost being displayed in the
budget comparison section of the site timesheet by splitting the existing delivered value between ‘EE delivered’ and ‘DOC cover’
(from the DOC cover defined workbills). In this way a budget variance is clearly visible. Please note that this is only defined on
the timesheet itself and will not affect the delivered pay or variance totals as they appear in the timesheet list. Furthermore,
the inclusion of DOC cover work-bills in this section is based on the ‘scheduled from date’ of the work-bill falling within the date
range of the timesheet.

Work to be planned? - allows the user to enter and save a workbill without the need to enter any scheduling or pricing
information. These will need to be completed before the workbill can be approved or posted.

Saving a workbill quote sets its status to New quote rather than New, and as such a list of quotes can be easily extracted using
the status on the Workbill filter screen.

These can be entered as on standard workbills either by manually typing in the work instructions or completing the below grid
if the system control setting for Use ‘work instruction build’ up is enabled. This option will allow the quoted amount to be
entered if the workbill is flagged as Quote? and is set to Invoice on confirmation:

(30 9d s Workbill Detail - (new)
A »

.

- General

J H . Motes '-fﬁri ;‘ 5 ll'?

¢ Attachments

Close Save Cancel Print/femail [ Credit control - CVERDUE Request
quote guote CREDIT EXCEEDED approval
Navigate Save Other Record Workflow

Workbill number new External reference temB56 Quote?
Workbill type Standard T B \workbill categery | \Window Cleaning - STD |9 'B
Batch One-off
Site AAMA Bth =@ [] Prospect site?
Contract AAMAIDT - AAMA -DEMO ~ @
Client ALMA i)
Task 1 - Daily office cleaning — Daily office cleaning v
Title Kitchen Clean
Contacts
Completion Black, Jane ‘33'3 [] DOC cover?
Acknowledgement | Black, Jane ‘33'0 [] work to be planned?

[ Allow material usage?

Work instruction | Scheduling Quote action  Cost and price

SUPPLIER COST QUOTED AMOUNT
Dlescription of work Wat code Total VAT Supplies/Labour  Total WAT
AAMA 8th - Kithcen Clean Standard Rate ~ 200.00 Labour v 0,00
» AAMA Bth - Kitchen Clean Standard Rate w 100.00 Supplies ~ 0.00
* w =
300.00 60.00 0.00
Remave
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Scheduling

If known at the point of creating the quote workbill the Schedule details can be completed or left as is and changed at a later
point (when the quote becomes a true workbill).

@ﬁl = Workbill Detail - (new)
| |

General

Ul s o

? Attachments

Close Save Cancel  Print/email Request
quote quote approval
| Mavigate i Save I Other i Record i Workflow |
Vorkbill | Dates
Details
B = T 2 o
Workbill type | Standard | /@)  Workbill category | Window Cleaning - STD  |%:(@)|
Batch | One-off |
Site | AAMA Bth |%/@ . | [ Prospectsite?
Contract | ABMAID' - AAMA-DEMO [~]@
Client [ nama e . |
Task | 1-- Daily office cleaning -- Daily office cleaning |
Title | Kitchen Clean |
Contacts
Completion | Black, Jane =@ . | [ODboccoer
Acknowledgement | Black, Jane =@ . | O worktobeplanned?

[ Allow material usage?

‘work instruction
Schedule details
Date | 22102018 [v | to | 221102018 [+
O5pecific OAM OFM @ Any time

Quote action  Costand price

Assign to
Assign to () Supplier () Team () Employee (@) Site employes

Extra type | One-Off In House Periodic |6:'|°|

The Assign to details must be completed for all workbills including workbill quotes.

Quote Action

On a workbill quote, the Quote action tab is enabled where a user may add new actions.

‘:aﬁ‘ N Workbill Detail - (new) -
B oo |
U l ' " Notes ﬂ & @
¢ Attachments _' .

Close Save Cancel  Print/email Request

quote quote approval
Novigate | Save | Other | Record | Worklow
Close | Dates

=
e 2 i
waoipe [Saniws [940] kol comny | vidonCerin-STO [540)
Batch
Site | Aamasth [®/@ . | [ Prospectsite?
Contract | AAMAVDT - AAMA -DEMO e
Client | mama e > |
e | Daily office cleaning — Daily office clesning =
Title | Kitchen Clean |
Contacts
Completion | Back, Jane =@ . | | OooCoower?
Acknowledgement | Black, Jane %@ . | | O worktobeplanned?
[ Allow material usage?
Q on | Costand price
o A S s | 21020
User | save King [+/@]
Follow up quote]
Note classification | Low [] | Next action done
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Due date & time - enter the date and time the action should be completed by. A simple colour coding is applied to the quote
action tab:

Tomorrow or beyond - green
Later today - orange
Past - red

Send reminder alert? - if ticked the system will send the user an alert on the date and time specified.
User - select the user that will carry out the Quote action.

Action details - details of the Quote action should be entered in the text box provided.

Note classification - the Quote action can be classified as Low, Medium, High or System.

Next action done - clicking on this button will mark the current action as completed and allow the user to enter a new action.

All workbill quotes must be approved. It is not possible to print or e-mail a quote document for an un-approved workbill quote.

Click on Request approval to send the workbill quote for approval.

.‘ I‘] FI=RE Workbill Detail - (new)
e
- General

SR Y - |IE

P' Attachments

Close Save Cancel Print/email [FCreditcontrol - OVERDUE Request
quote quote CREDIT EXCEEDED approval
Mavigate Save Cther Record Workflow
Workbill | Dates

Details
Wworkbill number new External reference tem556 Quote?
\Workbill type Standard @@  Workbill category | Window Cleaning - STD  |Sa(@
Batch One-off
Site ALMA Bth @ L [] Prospect site?
Contract AAMAIDT - AAMA -DEMO ~|@
Client AMA i)
Task 1-- Daily office cleaning -- Daily office cleaning w
Title Kitchen Clean

Contacts

Completion Black, Jane =@ [ DOC cover?

Acknowledgement | Black, Jane T 0 [ Wwerk to be planned?

[ Allow material usage?

Workinstruction  Scheduling | Quote action | Cost and price

Due 231102018 ~ ||| 15:00 Send reminder alert? 22102018 ~ ||| 15:00

User Anne King

Follow up quote|
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Workbill Quote Document

A workbill quote document can be printed or emailed from the Print/email quote button.

It is only possible to print/e-mail a quote document for an approved quote workbill and where an acknowledgement contact
with a valid e-mail address exists.

I:} =N BE Workbill Detail - (new)
R EY -
eneral
O W a3 o
¢ Attachments J .
Close Save Cancel | Print/email Request
quote quote approval
Mavigate Save Other Workflow
Workbill | Dates
Details
\rorkbill number @ External reference | tem556 | &1 Quote?
Viorkbill type | Standard /@ Workbill category | Window Cleaning- STD (@)
Batch | One-off |
Site | AGMA Bth /@ . | [ Prospectsite?
Contract | AGMA/DT - AAMA -DEMO ~e
Client | ASMA e |
Task 1~ Daily office cleaning — Daily office cleaning v]
Title | Kitchen Clean |
Contacts
Completion | Black, Jane *@ . | [Opoccover?
Acknowledgement | Black, Jane ®@ . | [ wiorktobe planned?
[] Allow material usage?
Vorkinstruction  Scheduling | Quote action | Cost and price
iz (2102018 [v][1500 | [ Sendreminderaler? 22102018 [v] 1500 |
User | Anne King
Follow up quate|

Workbill Quote Cancellation

With the ability to create quotes, inevitably, some may not be converted into orders so when cancelling a quote, the user
must specify a reason from a pre-defined list of reasons:

I:}. Jae | = Workbill Detail - Carpet Clean for BAFH FITZWILLIAM 01 -- dated 01/10/2015 - 03/10/2015

lj- General | | _
Jasd i |49

i

X ¢ Attachments X i §
Close Previous Next Save Cancel | Print/email TA details Request  Worlflow
= approval
Mavigate Save Other Please enter a cancellation reason Workflaw

Warkbill | Dates | Customer no longer requires guote |'33|0|

Details

\orkbill number Bxterns| reference | | . 0K | Cancel |

Vorkbill type | Standard %@ vowDTeaEgey | Window Cleaning - STD T

Batch | Quote |

Site | BAFH FITZWILLIAM 01 @ *. | Prospectsite?

On processing the cancellation, the status is set to Cancelled quote. The reason is then visible on the workbill list and detail.
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For a workbill quote to become a standard one-off workbill the Quote box? need to be un-ticked and the workbill posted. It will
not be possible to post an un-approved workbill quote.

I,.“;\W = = = I Workbill Detail - Carpet Clean for BAFH FITZWILLIAM 01 -- dated 01/10/2015 - 03/10

General

p'J <;] E> H *. Notes ﬁa

¢ Attachments
Close Previous Next Save TA details

B[ e |3

Reguest | Workflow Post
missing approval
Mavigate Save Other Record Workflow Post
‘whorkbill | Dates

Details
Workbill number 30508 External reference
Workbill type Standard @@ Workbill category | Window Cleaning- STD (%@
Batch Quote
Site BAFH FITZWILLIAM 01 o =

Once posted the normal procedure (see later) for standard one-off workbills can be followed.

When an approved workbill quote is changed to a workbill, a new flag for Was quote is set on the workbill when saved. This
field can be seen as an optional column on the workbill list column chooser and is an option on the Workbill list filter screen.

BACKGROUND
Please note the following process is only for use in conjunction with workbill quote print Format 3.

The purpose of this is to allow the definition of generic ‘quote’ sites that can be used in conjunction with ad-hoc contact details
when creating workbill quotes. In this way the overhead of setting up a site need not be undertaken until such time as the
quote is accepted.

QUOTE SITES

A new dropdown for Quote is available when defining a site - sites flagged as Quote can only be used for quoting purposes.
When flagged as a Quote site, no client can be assigned to the site, and the site cannot be assigned to any contracts. Because
Quote sites have no client associated with them, they are shown with an ‘account type’ of ‘Prospect’.

Alerts  ‘workbill List | Sites

Drag a column header here to group by that column.

g S5t O Code Type Name
| | m| | 0
: QUOTIDT @ Prospect Quote site - North \West
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‘5‘) SIERE Site Detail - (new) - b x

General

J H Eg _ Notes [3] Create mail ¢

¢ Attachments

Close Save Saveand Geofence
new =] Process sheets
Navigate Save Cther Record

Genersl | Properties  Businessanalysis  Marketinganalysis  Contacts  Locafions  Timeandattendance  Stores ordering  Equipmentitems QA Dates

Client
Code QuoTot Quote v
Name Quoe site 01
Address
Town
County o
Posteode [ DBS check required?
Workinglcleaning weeks per year 5200 (W gt

[] PPE required?
Stores typs Standard 2 [ Food hygiene ceriificate required?
Site type Standard v
Default mailing contact (notset) ~
Timesheet entry style Default method v

[ Managed building?
Building reference

SIC code

When users who perform workbill entry are restricted by business analysis, the business analysis codes of the quote site should
reflect the relevant users’ business analysis codes.

The existing site status lists on the Site & Address Book filters also allow filtering and dashboard reporting on quote sites.

WORKBILL QUOTE CREATION

When creating a workbill quote for a site flagged as a Quote site, it is possible to enter either a pre-defined acknowledgement
contact, or ad-hoc contact details:

# E\ ERe Workbill Detail - (new) S

General

EICIE=E R

2 Attachments
Close Save Cancel  Print/email Request
quote quote approval
I Mavigate | Save Other Record Workflow
|| Worktill | Dates
Details
\orkbill number new External reference Quote?
| lorikcbill type: Clesning @@ Workbill category | Standard *9
| Batch
Site Quote site - North West @ . [ Prospect site?
Contract (select one) Li]
! Client
{ Task (select one)
| Tite Quote 1
Contacts
Acknovdedgement [ DOC cover?
——
Contact David Johnson
Customer | Fapricam |
Title Wrs Salutation
Workinstruction | _Customer instruction ig Scheduling  Quoted
Hame
SUPPLIER COST Charlotie Bishop
] Description of work Vat code Total VAT |  Address unit 1
1| » Quote for environmental cleaning 1 (20%) ~ 1.500.00 -
HES v Telsphone
Email
oK
1,500.00 300.00
Remove
\1‘,-9_4.5.;@55./ ® 2020 Templa Computer Systems (i1 -

All of the ad-hoc contact fields are optionally available on the workbill list via the column chooser and allow for the customer
name to be entered (for printing on the quote document).
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VAT CODE

When using the multi-row work instruction build-up, each row requires a VAT code to be specified. Normally this would come
from the client, but for a quote or prospect site there is no client, therefore the default VAT code as defined on System Control
> Billing will be used.

WORKBILL QUOTE PRINTING

Where a workbill quote has a site set as a Quote site, the name and address details printed on the workbill quote document are
taken from either the acknowledgement contact or the ad-hoc contact details entered on the workbill.

OVERRIDE ADDRESS (CONTACT)

For a quote site workbill, the ‘override address’ option (specified on the ‘cost and price’ tab of the workbill) is suppressed as it
is not relevant. When the quote is agreed upon, and therefore a real site is assigned, this option becomes available
automatically.

WORKBILL QUOTE - CONVERSION TO A WORKBILL

Upon a client’s acceptance of a workbill quote, a user must untick the Quote? checkbox, thus converting the quote into a one-
off workbill that will be scheduled and completed. Going forward, the following process will occur:

The quote site must be replaced with an existing, or new, site

If ad-hoc contact details are present on the workbill, the user is then prompted to convert the contact details to a new
contact assigned to the site. They may either decline the conversion, or accept at which point a new contact is
populated and displayed for the user to enter any remaining details (e.g. job title, etc.).
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PROSPECT QUOTE WORKBILLS

The following process relates to other workbill quote print formats i.e. no Format 3 as explained above.

Prospect quote workbills only require a prospect site to be assigned (not a contract), and they can then be routed through
workflow for costing, pricing and approval, before quoting and PO processing.

On creation of a one-off workbill, ticking the Quote checkbox enables the Prospect site checkbox, which when ticked will prevent
the entry of contract and task details, restricting the user to selecting a prospect site:

_d : .] Ol s Workbill Detail - (new)
L3
- General
J l l _ Notes ngi ..; _-f F
¢ Attachments
Close Save Cancel  Print/email Request
guote quote approval
Navigate Save Cther Record Workflow
‘wlorkbill | Dates
Details
‘workbill number new External reference Quote?
\nlorkbill type Standard %@ Workbill category | \window Cleaning - STD  |%/@)
Batch One-off
Site Mugg & Bean %@ Prospect site?
Contract (select one) 3]
Client
Task (select one)
Title ‘window Cleaning

All processing on the prospect workbill is the same as any other quote workbill.

When the quote is accepted, the prospect site will need to be set as Live, and will require the Client and Contract records to be

created and associated with the site.

A quote or prospect workbill cannot be posted until the quote flag is un-ticked. In doing so, the Prospect site flag will also be
removed and the workbill will therefore require all normal record assignments to take place, thus:

Prospect site changed to live site

New live client created and assigned to the live site

New contract created and assigned to the live site

New contract task created and associated billing line created to handle workbills
Workbill updated with the above

To help the user through this process the Make live wizard can be used:

Workbill Detail - Window Cleaning for Mugg & Bean -- dated 26/10/2018

Iy -ewd
Ll

General

J @ H

Close Previous MNext Save
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¢ Attachments

4 %
Cancel  Print/email
quote

W =
Request  Workflow

quote approval

Mavigate Save Other Record Workflow
Workbill | Dates
Details
‘workbill number 46240 External reference Temp556 Quote?
orkbill type Stangard %@ Workbill category | Window Cleaning - STD | Sa(@
Batch Prospect
Site Mugg & Bean e |‘ Make live u
Contract (select one) 9
Client
Task (select one)
Title Window Cleaning
Contacts
Completion Jones, Anne =@ [] DOC cover?
Acknowledgement | Jones, Anne =@ [ Wiork to be planned?

[ Allow material usage?
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The Make live wizard prompts the user through assignment and creation/update of the client, contract, task and billing

line records.

Make Live Wizard

Details

The wizard will guide you through the creation
of the various elements relating to this prospect
workbill

Click each button in turn until all are QK.

‘when you are complete, or to exit the wizard,
click the 'Done’ button.

Site has client? x

Site has contract? x
Contract has task? x
Contract has workbill billing? x

Refresh

Done

WorkbillSiteMakelivelizard

If contract set up requires separate workflow approval, then there may be some delay in completing this section, so progress
will be saved so re-access to the prospect workbill will enable continuation. The completed wizard entries will then be

applied to the workbill.
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ONE-OFF WORKBILLS

Other than converting a workbill quote into a one-off workbill a one-off workbill can also be created via the One-off button
available on the Workbill List screen on the Workbill menu:

4 }‘} s TemplaCMS - Contract Management System -- TemplaCMS V6.1.0
- General
/I e ] )' SExcel @ Auto refresh <] | 1J0pen  Ha Print/email workbillls) & Sat note H =
: - 2 Expand @& View U Prinfemal quote 4 Cancel work 3 F 5 Anoh
Close Refresh  Print Filter
m Collapse Confirnworkdone 3 Supplier costs received || selected o Chan
List Row
Navigator o ‘ Merts | Workbill List
Workbills Workbill List
© Wlerkbill Batches
@ Werkbills Drag @ column header here to group by that column.
@ Workbill Manager Po| C |5l Ty| A | Comaesi )
© Team Manager il Po u Ty A Complefio ‘Workbill number  Batch description Scheduled time
© Projected Workbill Schedule EEE= == o] O] O]
Maint
= Maintenanos DN 0509 Quete Ay time
=58 38599 Quote Ay time
......... 1 -
Contract Admin W DDE 30508 Quote Any time
Payroll W DDE 30508 Quote Lny time
Workbills v DD 0511 Quote AM
* :\ | s Workbill Detail - (new)
e
| e}
-/'i I I " Motes 3 E’?
; © Attachments .
Close Save Credit control - OVERDUE Request
CREDIT EXCEEDED approval
Navigate Save Other Record Workflow
‘workbill | Dates
Delails
\lorkbill number new External reference | TT5693 [ Quote?
Workbill type Standard (@ Workbill category | Window Cleaning- STD %2 @
Batch One-cff
Site ESGST7 =@ .
Contract ESGS/01- ESGS 7701 m:]
Client ESGS o
Task 1 - DAILY OFFICE CLEANING — Daily office cleaning -
Title Vfindow Cleaning
Contacts
Completion & [ DOC cover?
Acknowledgement %) [ Work to be planned?

[ Allow material usage?

Scheduling  Cost and price

Clean internal and external reception windows

Workbill number - this will be automatically generated by the system.

External reference - enter an external reference.

Workbill type - select the relevant workbill type.

Workbill category - select a workbill category.

Batch - for one-off quote workbills the batch number will be generated by the system.
Site — enter /select the site that the workbill is for.

Contract - select the contract relevant to the chosen site for the workbill.

Client - this will default in based on the selected site.

Task - choose the relevant task for the workbill.

DOC cover? - this handles the scenario where sub-contractors are brought in to cover contracted tasks that would normally be
on the timesheet. When flagged in this way the workbill must be assigned to a supplier, and a purchase cost type entered.
Adding the purchase cost type to the existing delivered pay budget group will result in the work-bill cost being displayed in the
budget comparison section of the site timesheet by splitting the existing delivered value between ‘EE delivered’ and ‘DOC cover’

(from the DOC cover defined work-bills). In this way a budget variance is clearly visible. Please note that this is only defined on
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the timesheet itself and will not affect the delivered pay or variance totals as they appear in the timesheet list. Furthermore,
the inclusion of DOC cover workbills in this section is based on the ‘scheduled from date’ of the work-bill falling within the date
range of the timesheet.

Work to be planned? - allows the user to enter and save a workbill on the system without the need to enter any scheduling or
pricing information. These will need to be completed before the workbill can be approved or posted.

Title - careful consideration should be given to the title as this can be used to print on the workbill invoices.
Completion - if specified, a completed workbill can be automatically emailed to this contact.

Acknowledgement - this option is only available on quote workbills.

These can be entered as on standard workbills either by manually typing in the work instructions or completing the grid if the
System Control setting for Use work instruction build-up is enabled.

.0 E.\I J" s Workbill Detail - (new)

A

General

/] H . Notes 5 Il_?

¢ Attachments

Close Save Credit control - OVERDUE Request
CREDIT EXCEEDED approval
Navigate Save Other Record Woerldflow
Workbill | Dates
Details
‘workbill number new External reference TT5698 [ Quote?
\workbill type Standard (@ Workbill category | \Window Cleaning - STD | (@
Batch One-off
Site ESGS 77 =@ .
Cantract ESGS/01 - ESGS 77 01 ~ @
Client ESGS @
Task 1 -- DAILY OFFICE CLEANING -- Daily office cleaning e
Title window Cleaning
Contacts
Completion Fo [] DOC cover?
Acknowledgement k1 [ werk to be planned?

[ Allow material usage?

i\*ﬁorkinstruction? Scheduling Cost and price

Clean internal and external reception windows

If known at the point of creating the workbill the Schedule details can either be completed or left as is and changed at a later
point via the Amend Workbill option.

\Work instruction
Schedule details

Date | 22102018 |~ | to | 22110/2018 |~
() Specific (CJAM (OPM (@ Any time

Cost and price

Assign to
Assign to () 5supplier () Team (_)Employes (®)Site employee

Euxtra type One-0ff In House Periodic % 0
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Schedule details - workbills can optionally be scheduled to a date and time range as well as morning, afternoon, or any time.
On selecting the Specific option, a from and to time need to be specified.

Assign to - workbills can be assigned to a Supplier, Team, Employee or Site employee:

Supplier - when selected the relevant supplier (sub-contractor) and purchase cost type should be selected in the Cost
type field.

Team - when selected the relevant Workbill Team and payroll extra type should be selected in the Cost type field. The
payroll extra type will be used when paying these employees.

Employee - when selected the relevant employee that will be doing the work and payroll extra type should be
selected in the Cost type field. The payroll extra type will be used when paying these employees.

Site employee - when selected the system will assume and one of the employees already working on the site will be
doing the work. The payroll extra type will be used when paying these employees. At the point of paying the
employees, the user can select the actual employee who did the work.

This section allows the separate entry of budget costs for labour and supplies and will be defaulted in based on the information
on the Work Instruction tab if the System Control setting for Use work instruction build-up is enabled.

‘work instruction  Scheduling Cost and price
Budgets Actuals

Budget cost Hours Actual cost Hours ‘Variance cost Hours
Labour £200.00 0.00 £0.00 0.00 £0
Supplies £0.00 £0.00 £0.
Total £200.00 | [] FOC cost £0.00 £0.

Invoice on confimation details
Invoice on confirmation?

Price £0.00 :
Revenue type | Sales - Window Cleaning T a
Client PO ref

Budget costs and sales prices are mandatory fields in the following circumstances:

Confirmation of all or partial work done will be disallowed where no budget cost exists and the new ‘FOC Cost’
checkbox has not been checked on the workbill details tab.

Where a workbillis flagged as ‘Invoice on confirmation’, confirmation of all work done will be disallowed where no sales
price exists and a new ‘FOC Price’ checkbox has not been checked on the workbill details tab.

For an approved workbill, where either the budget cost or sales price is zero or the FOC checkboxes are unchecked, two respective
Workflow rules exist on the workbill approval path type so that the budget cost and/or sales price can be sent for separate
action/approval.

OVERRIDE ADDRESS

One-off workbills include the option for an Override address? Contact. This optional contact is only available on one-off
workbills if the ‘Invoice on confirmation’ checkbox has been ticked.

Invoice on confirmation?

Price £0.00 [] FOC price
Revenue type &
Client PO ref
Override address? T
Document Ref: TEAM TemplaCMS - Workbills.docx Version: Page 31|91

© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



If an Override address? contact has been defined, at the point of creating either the client or supplier copies of the workbill, the

address will be set to the ‘Override address’.

Workbill no: 11692 -
[ Scheduled for: 08/01/2018 Warkblll
Site code: HIG004/1

Site address:

Mr AJ Jeffrey

5 Test Lane

Testerfield Kent TN9 1CX

If an ‘Override address?’ contact has been defined, at the point of creating the invoice the contact will be used as the

invoice address.

: Immi{:e|

! Invoice header

' Batch | batch 745 - Adam Workbill Billing run test for Accounts ending 310 | Type Invoice v gdrTi;ltJLj
Client | Penfold Consultants Ltd @ . | Dated Testerfiel
i Site | |ﬁu:|clrass to | Contact w

i Invoices Dnntac’t| Al Jeffrey |o‘ ..l' | Internal ir
.

Stores Orders

Stores Orders can be assigned to a one-off workbill (ad-hoc) via the Workbill field on the Stores Order.

When an order is accessed directly, the workbill can be searched for and retrieved to assign it. A user can only assign workbills

to a Stores Order for the same site and contract. Multiple stores orders can be assigned to the same workbill.

I I:;}ﬁ' . Stores Order Details - New
g General |
U H E " Notes @ .: [
Close Save Save and P Astachments Request Expand Collapse
new approval all all
Navigate Save Other Workflow Record
T o
(O Transfer (®) Direct Eilling status
Order number E Client order ref | | Spend Limits
Site | BAFH FITZWILLIAM 01 @ = | & s Supplier Spent  Spend limit
Deliver to [site [ Contact |{notset &
Contract | BAFH/O1 - BAFH FITZWILLIAM 01 ~ |°|
Order date 2210/2018 Required date 221002018
Ordered by Supplier order ref l:l
Assign worksill [ [ Werksill | | 20510/ @
Special instructions | Request notes | . Acknowledgement contact |
Standard | Equipment item  Staged billing
Template 4 Category Group Product Supplier Qty Unit Unit cost Zerocost Watcode
CEC I —" 58 o ®® -
Gz Re-chargeable w Case £232%0 Standard Rate
& Brooms Janitorial liems THAMES) ltem £1.260 Standard Rate
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I = T Workbill select o
| Y =
+oYED

| MatchToolbar

Close Select

MatchToolbar
| Searchcriterial
Site | BAFH FITZWILLIAM 01 |0| 2 |
Contract |BAFH/01 - BAFH FITZWILLIAM 01 ~ |0|
Vilorkbill no | 0 Find
2 Status workbill no. Contract Supplier \werk done™;
@ WEBDE - \wiork do 543 BAFHIDT - BAFH FITZWIL 112012
_@ WEDE - \wiork do 544 BAFHIOT - BAFH FITZWIL 112012
_@ WEDE - \work do 11715 BAFHIOT - BAFH FITZWIL 82012
_@ WEDE - \wiork do 11768 BAFHIOT - BAFH FITZWIL 512012
_@ WBDE - \niork do 11769 BAFHIOT - BAFH FITZWIL 512012

Stores orders relating to a workbill can be accessed from the workbill record, via the Stores Orders button. On accessing it
displays the stores orders list which will be automatically filtered to those orders already assigned to the current workbill.

':E} o ..-I s Workbill Detail - Party Clean for BAFH FITZWILLIAM 01 -- dated 09/04/2015
1J| General |
Dap = o & & G- E QO
= = ' - -
¢ Attachments E
Close | Previous Mext Print/femail Re-schedule Workbill TA details  Ameryd  Actual Stores Sales
workbill workbill employee pay missing costs] orders  invoices
Navigate Other Record
[Cise] | Do
Lietaills
Workbill number External reference | |
Workbill type  Standard @) Workbill category | Window Clesning-STD @)
Batch | One-off |
Site | BAFH FITZWILLIAM 01 e = |
Contract |BAFH/O1 - BAFH FITZWILLIAM 01 - 9
Client | BAFH e |

From this option a new stores order can be created - the current workbill number will be automatically assigned to the new
order. The site and contract fields from the workbill will also automatically default onto the new stores order and the user will
not be able to make any changes to them.

The following restrictions apply to linking a Stores Order to a workbill:

The To Stores order type cannot be used

The Repeat orders option cannot be used

Materials and consumables budgets and controls will be disabled
Materials, consumables and recharge templates cannot be used

All products acquired for an ad-hoc workbill need a Purchase Type of Ad-Hoc Materials.
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CONTRACTED WORKBILLS

A contracted workbill can be added from the Workbill tab on a contract.

i E‘) S - Contract - AAMA -DEMO

General

Ja )= e gD a9 MN0P 4

¢ Attachments

Close Save Request  Workflow Openthe Excel | Roster Checkworking Transactions  Reports  Schedule  Site  Budget
[ Create mail approval live version time canflicts - - binder summary
Navigate Save Other Werkflow Recerd Other

General Tasks Calendar  Budgets Pay | Workbills | Stores 3 Eilling QA Properties  Audit

Drag a column header here fo group by that column.

(£ Task Frequency Effective Title Assigned to Instruction Cost
O O] ml vE® o = O] O
2 - Washroom.. |1 Months 25/04/2012 on ‘Washroom Services Supplier - MAYFLOW | AAMAIDT £217

Tea Towels x 2 weekly £0.50p

Remove Copy Details
Comparison to WEEKLY budgets

Atdate | 22/10/2018 ~

B Task Budget value Configured

= = =] =

If the relevant Workbill tasks do not exist on the contract these need to be added first.

Click on Add and complete the workbill details on the following screen:

‘E’\ @) Contract Workbill - AAMA -DEMOQ o
General

e @ @

Close  Previous Next | Accept Accept
Navigats s

Viorkbil

Workbill number 2| CEffecive [25042012 |v] to [(otse)  |v| [ Suppressin nonworking periods?

Tite Kitchen clean Workbill type | Siancard =@

Vorkbill category | Kitchen decp clean =@

Work instruction | _ Contacts
3 monthly kitchen deep clean

Basis |Scheculed  |u)| Frequency 3] [Months <] [an ® Detes

Lastworkbill | (notse)  |v.

Task |1~ Daily ofice cleaning - Daly office clearing v Nextworkbill | 04052012 |~
Schedule details hssignto

O Spesific Assignto (®)Supplier OTeam (OEmployee O Site employe

8‘;"’\2 Days to complete 1] Supplier 1STACEFI =@

(Olisytima Costtype | Sub-Contracted Pericdics /@] [ Alow muli-stage completion?
Cost

Hours [ Apply working day caleulation?

Labour £50.00 500
[ Consolidation by supplier?
Supplies £100.00
Total £150.00
Suspend
[ Suspended

Auto re-instate | (not sef)

Invoice on corfimation defails

[Aiinveice on confirmation?;  Price £000| Revenuetype |

Details and reason for change

Workbill number - this will be automatically generated by the system.

Effective dates - the date the workbill takes effect from should be entered here, the to date is normally not set unless the date
is known at the time of adding the workbill.

Suppress in non-working periods - when selected workbill generation will be suppressed where non-working periods are defined
on the associated site or task specific calendar.
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Title - careful consideration should be given to the title as this can be used to print on the workbill invoices.
Workbill type - select the relevant workbill type.
Workbill category - select a workbill category.

Work Instruction - details of the work to be done should be entered here, a list of substitution keys exist that can be used to
default in additional details. These details will appear on the workbill documents.

Contacts - a Completion contact can be specified from the Contacts option. On completion of the workbill the completion
contact will automatically be notified that the work has been completed.

Basis - the options are Random and Scheduled:

Random - this allows workbills to be generated at random intervals within a defined period, e.g. 8 workbills within a
year. Thus, when random is selected, the Count field is displayed:

==ETEN Random » | Frequency 3| [ Months o Count 1

Scheduled - with the Basis set to Scheduled a fixed frequency for the workbill can be entered.

Basizs | Scheduled ~ | Frequency 3| | Months w v

When defining a monthly workbill, the ‘specific date’ option allows for each date of the month, 1t - 315"
When defining a new monthly contract workbill, the next workbill date shows as the first workbill date.
As the date for each instance of the workbill is defined, it is subsequently possible to override the first
workbill date to allow the initial instance of a workbill to occur on a date out of line with the defined
workbill date. In this way, a workbill could be defined to occur on the 15 of each month, but with the
first workbill to be generated on the 26™.
Where the first workbill date is out of line with the defined option, e.g. the first workbill date is set to the
15" and the workbill line is defined to occur on the 20" or the next workbill date is set as a Monday and
the workbill line is defined to occur on the last Friday, a warning icon next to the first workbill shows a
difference in defined dates. Note that when selecting a day e.g. first Monday, and the first workbill is set
to go out on the second Monday, no warning will be shown.
Where a date of the month is selected which may not occur in each month, e.g. the 31%, when
generating a workbill batch the system will automatically select the last date of the month.
Once the first workbill has been generated for a contract workbill line, the next workbill date will again
show as such.

Task - the relevant workbill task should be selected. If there is no task assigned to the contract, one must be created and added
to the contract first.

Last workbill - the system will update the Last workbill date each time a workbill is posted for the relevant workbill batch.

Next workbill - the Next workbill date will be incremented each time a workbill is posted for the relevant workbill batch. If this
is a new workbill the user need to specify the next workbill date for the first workbill to be generated.

Schedule details - workbills can optionally be scheduled to a date and time range as well as morning, afternoon, or any time.
On selecting the Specific option a from and to time need to be specified.

Assign to - workbills can be assigned to a Supplier, Team, Employee or Site employee:

Supplier - when selected the relevant supplier (sub-contractor) and purchase cost type should be selected in the Cost
type field.

Team - when selected the relevant Workbill Team and payroll extra type should be selected in the Cost type field. The
payroll extra type will be used when paying these employees. Note, see the section below for more information on
the Number of employees and preferred employees in regards to assigning a workbill to a team.

Employee - when selected the relevant employee that will be doing the work and payroll extra type should be
selected in the Cost type field. The payroll extra type will be used when paying these employees.

Site employee - when selected the system will assume and one of the employees already working on the site will be
doing the work. The payroll extra type will be used when paying these employees. At the point of paying the
employees, the user can select the actual employee who did the work.
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Cost and price - this section allows the separate entry of budget costs for labour and supplies as well as displays the actual
spend and any variances. Budget costs and sales prices are mandatory fields in the following circumstances:

Confirmation of all or partial work done will be disallowed where no budget cost exists and the new ‘FOC Cost’
checkbox has not been checked on the workbill details tab.

Where a workbill is flagged as ‘invoice on confirmation’, confirmation of all work done will be disallowed where no
sales price exists and a new ‘FOC Price’ checkbox has not been checked on the workbill details tab.

For an approved workbill, where either the budget cost or sales price is zero or the FOC checkboxes are unchecked, two
respective Workflow rules exist on the workbill approval path type so that the budget cost and/or sales price can be
sent for separate action/approval.

Suspend - when ticked workbill generation will be suspended until this flag is removed or the auto re-instate date is reached.

Invoice on confirmation - when selected this will ensure that an invoice is automatically generated when the workbill is
completed, as long as there is an appropriate invoice batch open at the time. For Invoice on confirmation the following details
should be completed:

Price - the amount that the customer will be charged.

Revenue type -this should be the revenue stream that the income from the workbill will hit it in the Nominal Ledger.
Client PO ref (optional)- a client Purchase Order reference can optionally be entered here.

FOC price - this option should be used if there is no cost to the customer but they will receive an invoice to inform
them that this work was delivered free of charge.

Allow multi-stage completion - this allows multiple partial completions on a workbill to accommodate circumstances where a
single workbill requires work done over a long time (that transcends two or more financial periods), which consequently may
need to be purchase invoice matched multiple times before it is deemed fully complete.

Apply working day calculation? - when ticked, the Hours and Cost fields will be suppressed and the Supplier working days box
will be displayed instead. This allow the user to define days of week plus either rates, including optionally a bank (public)
holiday factor, or a supplier pay scale.

Azzign to
Azzign to & Supplier " Team ¢ Employes © Site employes
Supplier [wiLLiaM CRAIG @2
Cogt type I DOC cover ﬂg [ Allow multi-stage completion?

v Apply working day calculation?

¥ Consolidation by supplier? Reference I w2

Supplier working days

Monday Tuesday ‘*wWednesday Thursday Friday Saturday Sunday wieek
Satie [ soo| soo| s |  soo | so0 | w00 | ooo | 2500
e [ soooo | moooo | soooo | moooo [ moooo | oo000 | 0.0000 | 200.0000
Pay scale I Bank haoliday factor [e.g. 2 for double time) W

The workbill value will be calculated as follows:

No of Mondays in the frequency * x pay rate’ (x factor if bank holiday)
No of Tuesdays in the frequency* x pay rate' (x factor if bank holiday)
No of Wednesdays in the frequency* x pay rate' (x factor if bank holiday)
No of Thursdays in the frequency* x pay rate' (x factor if bank holiday)
No of Fridays in the frequency* x pay rate' (x factor if bank holiday)

No of Saturdays in the frequency* x pay rate' (x factor if bank holiday)
No of Sundays in the frequency* x pay rate' (x factor if bank holiday)

* Where the number of any day within the frequency is determined from the contract or task calendar, taking any working/non-working bank holidays
into account

T Where the rate (and factor) would be taken from the contact workbill daily rate and factor or, from the contract workbill’s supplier type pay scale’s daily
rate and factor, depending on which is entered
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When generating workbills, the ‘Work instruction’ tab (below) will be populated with one row per date providing
full transparency:

worlk instruction | Customer specific work instruction  Scheduling  Costand price Completion(s)

SUPPLIER COST
Description of work | vat code Total | VAT Supplies/Labour
p | sub contracted menthly cleaning 1 (20%) - 0.00 0.00 | Labour
" 1.00 hours on Monday 01 February 2016 1 (20%) - .10 1.62 | Labour
20 y 02 February 2016 1 (20%) - 16.40 3.28 | Labour
3 03 February 2016 1 (20%) - 24.90 498 | Labour
4.00 hours on Thursday 04 February 2016 1 (20%) j 336 6.72 | Labour
[ 5.00 hours on Friday 05 February 2016 1 (20%) j 425 850 | Labour
[ .00 hours on Saturday 06 February 2016 1 (20%) j 516 32 | Labour
1(20%) j £0.9 2.18 | Labour
1 (20%) j 2 62 | Labour
1 (20%) - 6.4 3.28 | Labour
1 (20%) hd 2490 4.98 | Labour
89452 178.90]

Pay scale - supplier-specific pay scales can be defined and used on a contract workbill.

Consolidation by supplier? - if ticked this will automatically consolidate workbills by supplier for printing purposes. The workbill
print will consolidate all workbills for the same supplier within the same workbill batch on to a single workbill document.

Supplier reference - if the Consolidation by Supplier? checkbox is ticked, then a generic ‘supplier reference’ can optionally be
entered.

Click on Save once all the details have been entered to add the workbill to the contract.

A new budget group can be created from the Budget Group option on the Maintenance -> Budgets menu.

[so YEL DL
.
- General
Close Save Save and
new
Navigate Save

General | Costtypes Dates

Code WEB
Description Workbill Budget - \Window Cleaning
Section ‘workbill ~

[] Suppress from contract control list?
Allow suppress in non-working period?

Allow suppress in periedic period?

Related budgets
Master budget group | | =+

Code - enter a Code for the budget group.

Description - enter a meaningful description for the budget group.

Section - the Section for a Workbill budget group should be set to Workbill.

Suppress from contract control list? - if ticked the budget group will not appear on the contract control list.

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

Document Ref: TEAM TemplaCMS - Workbills.docx Version: Page 37|91
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Allow supress in periodic period - if ticked the budget will be suppressed where periodic periods are defined on the calendar
associated with the contract or periodic task.

Cost types - from the Cost Types tab the Purchase Cost Types relevant to the budget group should be added.

A workbill budget can be added from the Budget tab on a contract.

2o YL Bk Contract Budget - AAMA -DEMO - (new) =
(34

General

U 9 @

Close Accept  Accept
and new
Mavigate Save
Budget details
Effective 15/04/2012 e to | (notset) w Suppress in non working periods? Suppress in periodics period?
Description workbill budget
Budget group ‘whorkbill Budget - \wWindow Cleaning A o
Task 1 -- Daily office cleaning -- Daily office cleaning ~
Budget pericd 1| |Months ~
Peried budget
Value 100.00

Effective dates - the date the workbill takes effect from should be entered here, the to date is normally not set unless the date
is known at the time of adding the workbill.

Description - enter a description relevant to the Budget.

Budget group - select the relevant workbill Budget group.

Task - select the task that is relevant to the Budget Group.

Budget Period - enter the period the budget value will relate to. This can be set in weeks, months or years.

Value - enter the value for the Budget Period specified.
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CONTRACT WORKBILL IMPORT

Whilst the Workbill review process available in TemplaCMS allows the bulk amendment of workbills, there is also a requirement
to be able to create new contract workbills in bulk, rather than having to manually enter them contract by contract.

To facilitate this, the ability to import multiple contract workbills via a Microsoft Excel spreadsheet is available.

The Migration Wizard is a tool normally only available to system implementors as a method of bulk inserting data into a
number of areas.

As with all areas of TemplaCMS, access to the ‘Migration Wizard’ is controlled by a function, and at the point of install, this
function will not be assigned to any users. It is the responsibility of an administrator to assign it to appropriate users. Please
contact the Templa projects team if there is a need to give users access to this functionality.

When authorised, the user will be able to access the Migration Wizard from the System Admin > Miscellaneous menu on
the navigator.

When launched, the user is guided through the relevant processing steps.

4 "] I 1= Data Migration Wizard - [m| X
A L4 -
[ ]
- General
Close

Mavigate
wizard

Select impart type T

Generate spreadsheet template

Select impart spreadsheet S
“Walidate data ]
Irmport
Start again
Done o
MigratiorWizand @ 2079 Tampla Computer Spsfems Lig J
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Step 1: Select Import Type

The user will be shown a list of import types to which they are authorised. To import contract workbills, the below template

should be selected:

Data Migration Wizard

3 YOO

General

Close

Mavigate

“wizard

| Select import type

Y B Import Templat:
[ # ') s mport Ternplates
.

General

SR

w32 Expand
Close  Select

W Collapse

List R

&5 Refresh @ &)

Mew  Wiewn

L]

]

& [

Filter

Generate spreadshesl
Select import spreadsh
“alidate data

Impart

Start again

2 Code

Diescription

Drag a column header here to group by that colurmn.

Al 4|'3
S U S

Eio] = w

~ A

CTRWE

Step 2: Generate spreadsheet template

MIGRATION: Contract workbil

This step can be bypassed if the user has already populated a previously created template with a contract workbill.

On pressing this button, the user will be prompted to select a location where the MS/Excel template will be saved. This will be

created with a unique name, such as:

Once saved, the user should locate this and complete one row per contract workbill to be imported. In doing so the first row
of the worksheet must be left completely un-altered - i.e. do not insert any columns, or change any column headings, as this

will invalidate the format for import.

Step 3: Select import spreadsheet

On pressing this button, the user can find the previously populated spreadsheet to be imported. Note that the spreadsheet
must be closed to select it. Once selected, the data will be read and presented in the grid at the foot of the window.

Step 4: Validate data

Validation will be performed on all rows to be imported. If any rows are found to be in error, the user will be prompted to
abandon or continue the import. If ‘continue’ is selected, the errors will be shown against each row that is in error:

ey .
14 YR

General

J

Close
Hlavigote
|| wizad
Selsct o e
Geneiie spreadsheet e
Select mpet 2peeadsheet
valdale dsla

Irport

Stat sgan

Dune

waid ® Ewoie

=IOEORIO)

Data Migration Wizard

e

= =] 0] ) 1]

- o %

o
v
= B o= [E A

(=] =]
Wkl categury Wark inatructon | I

actoads | Thio Etfoctivotom | Effocioio

WE o TH [E=)

VURPHOUIE | W I M =3

Slandara b X
Slarderd b= doit
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The user can chose to manually fix the data directly in the grid and repeat the validation, or return to the spreadsheet in order
to ix the errors.

Step 5: Import

On selection, this will ask the user a series of questions that should be answered carefully:

Confirm action

Allow exizing WIF contracts to be updated?

As part of the import, a Work in progress version of each contract will need to be created. If one already exists then the data
will only be imported to this contract if the user selects Yes to this question.

Confirtm action

Send contracts for waorkflow approval after impart?

If the user answers No to this, then any affected contracts will be left as WIP, so must be manually reviewed and sent
for approval.

Having answered these questions, a confirmation is given before the import is performed:

Confirm action

The import iz now ready to be proceszed with the following options:
Allov update of exigting WP contractz © YES
Clear exizting details from contracts: MO
Send contracts for workflow approval © WO

k fibandon 1 Contirue

At this point, the user can Abandon and therefore change the import options, or Continue to process the import.

During the import process, all contracts to be affected will be locked from access by other users. Any that cannot be locked,
or indeed any that cannot be updated due to existing WIP contracts, will be identified in the grid after the import
has completed.
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NON-CONTIGUOUS MULTI-DAY WORKBILLS

TemplaCMS allows multi-day workbills to be planned and created. With the System Control optoin for Allow descrete plan of
multi-day workbills? ticked it will be possible to schedule multi-day workbills where not every date is a working day, for example,
a two-week job that does not involve weekend work.

Contract Workbills

With the System Control flag checked, a tab for the Discrete day plan will appear on the contract workbill. This allows for 7
checkboxes to be entered with one for each day of the week. In this way, a contracted workbill can be specified to only occur
on certain days of the week.

I:;} -._I _"_] L'l“ -.| s Contract We

Close Previous Mext Accept  Accept

and new
Navigate Save
| Workbill |
Workbill number Effecive | 01/012018  [v] to |(notset)
Title [ wBL1

‘Work instruction  Customer specific workinstruction  Contacts |

Schedule discrete workbills on below days:

[ Mon? [ Tue? [ Wed? []Thw? [JFi? []5at? [ Sun?

Awarning will be displayed where discrete workbill days have been entered and the first workbill day of the week is noton a
scheduled discrete day.

Contract Schedule

Where discrete workbill planning is in use on a contract workbill, the contract schedule plots the workbill daily, taking the
discrete days into account. As such, the workbill will plot on the first available discrete day on or after the first/next
workbill date.

;‘S 3 Contract Schedule - TL91044/01 u]
3 &
25 General | ScheduleToolbar |

<« A}
E‘Q .\j \)i
Schedulefor:05/09/2018  Include  Print

-05/09/2019 options  schedule
ScheduleToolbar

»
| 2
[

| Timeline view |

02/10 0310 04110 0510 08/10 0310 1010 11110 1210 15810 1 A

o II II

enEnEDEnen] | EOEQEdEdED EQ:

CmEL ] - Workbill 'WEL T every 1 Manths >
[ Wor | ier Vor | Vo .r
CTEL 2 - Workbill "WEL 2 every 1 Manths >
SSol BemE B
niorkbill 2 - \Workbill 3 every 1 Months >
B

v
< [ ] >

ContractSchedule 2018 Termplz Computer Systems (17 ]
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The seven checkboxes for each day of the week will be displayed on the scheduling tab, allowing the workbill to be specified to
occur on certain days of the week.

When entered, an additional grid is available to allow actual workbill date scheduling. On the grid itself, discrete flagged days
are highlighted in bold, though any date can be scheduled.

Work instruction ~ Assignment | Scheduling | Castand price

Schedule details
Date | 2510/2018 o | 251002018 Schedule discrete workbills on below days:
(OiSpecific OAM (OPM @) Any time Mon? [] Tue? Wed? [] Thw? [ Fn? Sat? [ Sun?
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Previous week
21o02ms 23102018 24710/2M8 2510/2018 26102018 271o02ms 28102018
i O O 0 O O O

Next week

Buttons next to the grid for the Previous week and Next week allow new rows to be added to the grid for scheduling in
previous or next weeks.

Note, that the use of discrete workbill days prevents direct entry of the scheduled dates from and to with these values
defaulting from the assigned scheduled dates. As such, at least one scheduled date must be entered.

Where discrete workbill days are used in conjunction with preferred employees, upon selecting each actual scheduled date
the user is prompted whether to add all employees to the date or not. Regardless of the user’s selected option, a button on
each date in the grid allows the display and alteration of assigned employees on each date. Note that only assigned
employees to the workbill can be selected on any date.

On the generation of a workbill the planned schedule dates are brought onto the workbill from contracted workbills and the
scheduled dates are plotted to take the discrete days into account as per the contract schedule. Any assigned preferred
employees will automatically be assigned to each generated scheduled date.

When printing workbills, the individual scheduled dates will not appear on the workbill print, instead of printing the schedule
dates from and to as per now.

The workbill manager displays any scheduled workbill date individually where discrete scheduling has been enabled. Each
date can be re-arranged individually, updating the workbill in the process. It is not possible to re-size discrete scheduled
workbill dates via the manager so to increase the number of scheduled dates the workbill must be opened via the manager
and then amended.

. . Workbill Manager o
B :
.

General

J @ Eﬂ @ 7 Change filer

F Select filter Week
e Refrsh Previous Newt | % o

® Workbill category colour N\
yOlET—— ; _
. - Tasktype Projected workbill | Check working
¥ Apply last filter | Doy colour <olour 5 Site schedule time confiicts
Navigate Filter Calendar Display Projected Conflicts

Workbill manager

< Seplember208 > Monday Tuesday Viednesdey Thursday Friday Saturday Sunday
S S 1 January 18 2 B 4 5 3
GAREN L [V e | P 2 T [P 2 Tis| Ve s o0 5 Plal 2695-T19)
11213147516 el 25568 -TLo10 VPRI 26365 -TL310
7181320212223 PSR
252%6278P0
October 2018 g 5 10 1 2 E [
MTWTFSS [VP& 26968 - TL910 | PE 26968 - TLS10 | [WPB 26966 - TLSTO
1234567 P& 2656371510 | PR 26965 -TL910 | PR 26965 - TLOTO

8 91011121314
15161712 192021
2B B/BAT R
EEE 5 16 17 18 13 20| 21

& 2693 - 11910

November 2018

MTWTFSS
1234
8 91011

2131415161718 2| 2| 24| 2| E3 27| )

1920212223245

82728290

December 2018
MTWTFSS
T2
34567
011213121518
TBINNRA
242526272829 20

| 30 31 1 February| 2 3 4
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A discrete scheduled workbill integrates with a team plan on each scheduled date. As such, the team manager shows a team
plan for each scheduled date. Moving a team plan via the manager or altering a team plan date directly updates the workbill
scheduled dates. Changing the team on a team plan will directly update the workbill team for each scheduled date, re-
integrating team plans in the process.

¥ B Tearn Manager o
Lee '] = 9

.

- General

| " « ay «_
L @ .E .g f 1# \i 31 (7] |1 ] "
Close Refresh Previous Mext | Change Select Apply Menth | Wesk Day || Projectedworkbill | Checkworking
filter filter  last filter schedule time conflicts
Mavigate Filter Calendar Projected Conflicts

Team manager
< Seplember 2018 > Monday Tuesday \iednesday Thursday Friday Saturday Sunday
MTWTFSS 27 hugust 28 F2 20 31 1 September 2
2722252021 1 2
26789 [ Temit@ |
1011121314 1516
1718192021 2223
242526 27 28 23 20

5 6 7 g 9
[ Team 42 (1) | Team 42 (1) ] %] Team J2 (1) ||F¥T Team 2 (1)]|F¥] Teamu2(1) |

567
111213 14
1516 17 18 19 20 21
2332425262728 10 1 12 13| 14 15 16

&3 Team J1(0) [ Teamd1 (1) || TeamJ1 ) [ Teamd1 ) | Teamdt (i) || Teamar(n) [ Teamdi(n) |

2

November 2013

MTWTFSS
1234

5678381001 17 18 19 20 7 2 3

1213 1215 16 1718 [ TeamJ1(1) | TeamJ1(1) [ TeamJ1(@) || TeamJ1(D) |

19202122 2324 25

BTBHW 12

345 8§

24 25| 26| 7 23 9 30

TeamManager

The projected workbill schedule allows the alteration of the first date of workbills, whether contracted and not yet generated
or generated. For any discrete scheduled workbill:

If contracted and not yet generated, the first date can be amended but not any individual scheduled date
If generated, any workbill date can be altered via the schedule as per the workbill manager

Y ﬁ RE Projected Workbill Schedule m]
LT =
LE
- General
U B RAAN 8. O © >
#] Assignee h
Close Refresh Previous MNext Month | Week Day Region/Divison | Task type Workbill . = Print/email
calour colour  category colour = Site scheduls
Navigate Calendar Display Print
Selections | Details
€ September2018 > Monday Tuesday Wednesday Thursday Friday Saturday Sunday
MTWTFSS 20 August 21 22 2 24 25 2
272829 EUE 12
345667 8¢%9
10111213 1415 16
1718192021 22 23
2425262728250
27| 28 29) 0 El 1 September 2
October 2018 o o =
MTWTEFSS 'ss’ Once only H 'ss’ Once only | _ 3 eveny 1 Months
T 234567 [ WBL 1" every 1]
8 910111213 14
181617181920 21
2222242352627 28 ) 4F 5—| 6 7 8 9
zun 'Y every [| Months
November 2018 ‘ WBL 1" every 1 H WBL 1" every 1 H “WBL 1" every 1 H 1" every 1 Mont
MTWTFSS [ 1" every 1 Mont]|[ " every 1 Mont (| 2 every 1 Mont
T2 3 2 == =
567 8951011 10 n 12 13| 14 15 16
1213141516 17 18 WBL 1" every 1 ‘ WBL 1"every 1 ‘ Tevery 1 Mont” T every 1 Montl
;Z ég ?g g gg x 2;’ 1" every 1 Mont ([ 2 every 1 Mont || 'Z every 1 Mont]
3456783 2 every 1 Mont
17| 18] 19| 20| 2 22| z
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PREFERRED TEAM EMPLOYEES

Preferred team employees can be specified on contracted and one-off workbills.

On assigning a workbill to a team the No of employees should be specified:

e - - m}
1 f‘ﬂ Wl li:‘ s Contract Workbill - TL91044/01

General

Je® 9 @

Close Previous Mext | Accept  Accept

and new
Navigate Save
Workbil
\lorkbill number | Efective (002008 [v] to [ (notsed ~| [0 Suppress in non working periods?
Title WEL 1 Werkbill type Cleaning %@
Workbill category | Special =@

Workinstruction | Customer specificworkinstruction  Contacts _ Discrete day plan

1
Basis |Scheduled  |v| Frequency 1| | Months V| [st - DML:mmmn e =
Task |1-- COMPEQ - COMPEQ Nextworkbill | 01012018 [+
Schedule details Assignto
(®Specific  Time 1500 |- 1800 Assign to (O Supplier @ Team () Employee () Site employee

AM
8FM Days to complete: 5 T TLo1044 /@) || No of employees 5| Dewils |fa}
@i Exmtype | Feriodics /@] L] Employee already paid?

When entered, the Details button provides access to the contract workbills preferred employees screen allowing any number
of employees to be selected.

” ‘ s Contract Workbill Preferred Employees - TLO1044/01
— | Generl
"
Close
Navigate
Preferred Employess
Code Description
100030 Mir Joopn Jefirey
100031 Mr Joopn Jeffrey
100032 Mr ALD Jefirey
Add Remave Detsils

Click on Add or Remove to manage the default employees appearing on the list.

I.‘ ‘ s Employees - |

General

J El Select ™ Collapse @ o ) B Search
! -
2 Refresh | &3 All team employees ) . &’ Clear Search
Close New  View
=3 Expand qa All employees

List Row Filter

Drag a column header here to group by that column.

@ Payrell number Description

Status
of ® ®
100030 Mr Joopn Jeffrey Current
B 100031 Mr Joopn Jefirey Current
B 100032 Mr ALJ Jeffrey Current
B 100034 Mr ALJ Monthly Jeffrey Current

EmployesSelect 4 rows

© 2018 Templa Computsr Systems Lid _|
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The icon next to the details button will show any variance between the required number of employees and those actually
assigned to the contract workbill.

Assign to

Assign to (O Supplier (@ Team ) Employee (C)Site employee

Team Makile 1 /@  MNocfemployees j | Dewils | [al

Extratype | Workbill @ [ Employee already paid Liseiadice under

When generating workbills, the contracted preferred employees will automatically be brought onto each generated workbill.

Assigning a team to a one-off workbill also allow the No of employees to be specified.

T B Workbill Detail - 55 for TL91044/01 - dated 29/08/2018 - 30/08/2018 - o

o ewd - orkbillDetal - 55 for 01 -- dated 29/08/: /08

.

General
- =
J <::| E> l l * Notes r -
2 Attachments o
Close Previous Next || Save Credit | Request Workflow
control | approval
Navigate Save Other Record Workflow
{Torkbil}  Dates

Details

Workbill umber | 26954 External reference [ Quote?

Wiorkbill type Standard ®|@| Workbill category | Special *@

Batch One-off

Site TLo102401 (<]
Contract TL91044101 - TL1044101 9
Client TLt044 9
Task 1 COMPEQ ~ COMPEQ B
Title s

Contacts

Complefion | [ poc cover?
Acknowledgement )| [ Work to be planned?

[ Allow material usage?

Workinstruction _ Customer specific workinstruction | Assignment | _Scheduling _ Costand price

Assignto

Assignto O Supplier @ Team OEmployee OSits employes.

Team AlTeam \mq Ne of employees 2| | pemis |1 ‘l
Exdratype | Leaver holiday pay =@

[ Employee already paid?

When entered, the details button provide access to the workbills preferred employee's screen allowing any number of

employees to be selected. This will default to the employees on the selected team but allow employees to be added
or removed.

When used in conjunction with non-contiguous multi-day workbills, the user is prompted whether to assign all employees to

each scheduled date when assigning to the preferred employees. The icon next to the Details button shows any variance
between the required number of employees and those assigned to the workbill.

It is possible to check for any working time conflicts for employees against other workbills via the Check working time conflicts
button available on team or employee assigned workbills or via the workbill preferred employee's screen.

.70 : ﬁ Ol s Workbill Detail - (new)
ae
. General

J | o= o o @

& Attachments

Close Save Check working || Credit control - OVERDUE |  Request
time conflicts CREDIT EXCEEDED approval

Navigate | Save Other Record Workflow

|kt Dates

i Detils
Workbill number new External reference test O Quste?
Viorkbill type Standard 5 @| Workbill categery | Window Cleaning- STD |5 @)
Batch One-off

i Site AAMA Bth =@
Contract AAMADT - AAMA -DEMO ~|@
Client AAMA e

|
Task 1 - Daily office cleaning — Daily office cleaning v
Title Kitchen clean
Contacts
Complefion | [ DOC cover?
Acknowledgement ) [ Work to be planned?

[ Allow material usage?
Vlork instruction | Scheduling | Cestand price
Schedule details
Date  25/10/2018 |v| to | 25/1072018 |w
Ospecific OAM OPM @ Any time

Assignto

1| Assignte OSupplier ®Team OEmployee () Site employee
Team Mokile 1 5@  Necfemployees 3 Detils | [al
Exira type Workbill @

[ Employee already paid?
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Where System Control has been configured to show team members on supplier copies and to print preferred team employees
on supplier copies, only the employees assigned to workbills as preferred employees will appear on supplier workbill prints,
regardless of whether the employees are assigned to the team.

On workbill manager items for the team assigned employees with a No of employees entered, the variance icon visible on the
workbill is also visible on the workbill manager. It is also possible to check working time conflicts for all filtered workbill
manager items via a taskbar button.

728292031 12
2 w5 i 7 g |WPE 2Ze570-TISTO]

[\PE 26368 - TLS0 || [0 JPla) 26965- T8

(W& 26368 - TLST0 |

101112131415 16
171813202122 23
24 25 26 27 28 29 30

[& 26962-TL810

W78 26963 -TLST0 |

va 26969 - TLS10

£
[ 2 [Tal 26365-T13] \i

* :') s Workbill Manager ]
=

— | General

J N @ @ *“f Change filter (™) Month $) @ Workbill category colour E !:

. “ 4 Select filter Week = Assignee

Close Refresh  Previous Mext "j E? Region/Divison | Task type Projected workbill ||| Checkworking

B Apply last filter || [ Day colour colour =l Site schedule time conflicts
Navigate Filter Calendar Display Projectad Conflicts

Vlorkbill manager

< Seplember2018 > Manday Tuesday Viednesday Thursday Friday Saturday Sunday

MTWTFSS 1 January 18 2 3 4 5, 7

314567889
101112131415 16
171813202122 23
24252627 282930
311234656

Octobes 2018 8 9 10 11 12 13 i
MTWTFSS @ 26968 TLo10 || & _26968-TLo10 || [&f 26968-TLoM0 |
1234567 |78 26969 - TLo10 | P& 26963-TLS10 ||[W#& 26963-TL910 |
B 91011121316
1516 17 18 19 20 21
222324252627 28
293031 15 16 17 18 19 20 21
PEI 26969 - TL910
Movember 2018
MTWTFSS
123 4
567 883101
1213141516 17 18 2| 2| 24 25| ) 7] 2%
192021222324 25
26 27 28 29 30
December 2018
MTWTFSS
1z 2) 0 3 1 February z 3 4

WorkbillManager

® 2018 Tampla Computer Systems [td ]

It is possible to check working time conflicts for all filtered team plans via the taskbar button. Within each team plan, the
variance icon visible on the workbill is visible as an additional column. It is also possible to check workbill time conflicts for
the team plan as a whole via a taskbar button, or for individual workbills via a conflict check column button on each row in

the grid.

z : '} FITRE Team Plan - Team J2 -- dated 05/09/2018 - o
LE¥
- General
J 3 O &
\ [ =
Close Save Add Check working
workbill | time conflicts
Navigate Save
\workbills
Details
Team Team J2 ‘3‘46
Date 05/09/2018 |~
(2B W PoC Pr Seg / W Workbil Title Site Address
(=) (]| (]| (]| (] ()] [ [ = = =
» i 26989 Table clean Green fish café Unit 1, The Quay, Newcastle, Dyfi

-

Additional columns for the Number of employees required and the Number of employees selected can also be added to the
team plan workbill grid via the Field chooser if required.
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WORKBILL TEAM PAYMENTS

Where teams of employees are used to complete workbills across many sites (i.e. mobile teams) it is often the case that these
employees are expected to work a fixed number of hours per day, but are not assigned to any contract.

The new ‘Team Payments’ process allows the confirmation of actual worked hours for each team employee across multiple
workbills, monitored against the employee’s standard working pattern.

An employee who belongs to a team will now have an additional tab available on the Employee Details form for ‘Team hours’:

. : 'l,‘ Jaw s Ernplayee Detail - Adrisn Knight - a
. General
_J <‘;| l:'> H * Notes [=] Creste mail E @ Transactions ~ i Print badge ~
o Attachments 3 Quick email 2% Check workingtime conflicts
Close  Prewious  Mext Save Planner
= Process shests 5 Printlabel ~ @ Reports ~
Navigate Save Other Record
Geneidl  AutoEroment  Banking  Sitss  Holidays  Propsties  Teams | Teamhours | Timeand attsndsnce  Imags
Standard hours for a team employes
Hours Pates
Honday 7.00 10.00
Tuesdsy 7.00 10.00
Wednesday 700 10.00
Thursday .00 10.00
Fiiday .00 10.00
Saturday 0.00 10.00
Sunday 000 10.00
Pay scale
|Enwfayeeﬂetan‘ ©2078 Tampia Computar Sy&‘emslm_:i‘

The Hours field allows the employee’s standard working pattern to be defined. Note that this information is not used in the
payroll process but exists purely for the monitoring of actual hours in the ‘Team Payments’ routine (see below).

The Rates fields are used as a default rate for employees who complete workbills on a site to which they are not contracted.

When a workbill is completed on either the Templa Mobile app or within TemplaCMS, the determination of which rate should
be applied as the ‘Standard level’ within the employee pay section of a workbill are as follows:

Where an employee has hours for a workbill on a site where the employee has a contracted rate (or a task level
contracted rate) then this contracted rate will take precedence over any ‘Team hours’ rate defined (as shown above)
Where an employee has hours for a workbill on a site where the employee has no contracted rate (and no task level
contracted rate), then the Team hours rate will be used (if defined)

Where an employee has hours for a workbill on a site where they have no contracted rate and the employee has no
Team hours rate defined, then TemplaCMS will not assign a rate, nor will Templa Mobile.

Please note: any value set as Default cover rate on a contract will not be used in the above.

The Templa mobile sync process will send out a default rate for each employee to be used when workbill pay is being entered,
with this rate determined by applying the same rules outlined above. Where the Workbills pay option on the device
registration is set to Hours and Pay, the rate will be defaulted but can be overridden by the mobile device user.

Where the Workbills pay option on the device registration is set to None or Hours only (see below), no rate will be displayed on
the Workbill pay tab of the mobile app (and therefore cannot be overridden). However, the rate will be determined and
applied (behind the scenes within Templa Mobile) using the same rules outlined above.

Options for Include team workbills and Consolidate team payments on payslips are available on the System
Control > Workbills settings.
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Two functions exist to control user access to these options:

&= 5t Code Description

[®]| [|]| teampaymentsmanager. (=]
TeamPaymentst anager. List Tean pavments
TeamPaymentstd anager.Amend Team payments - Amend

A user with access to the first will be able to use the new Team Payments process in read-only mode, whilst a user with the
latter will also be able to amend payments.

The Team Payments process can be found on the ‘Workbills’ menu options:

Mavigatar

Workbills
© Workbil Batches
© waorkbils
@ ‘workbil Manager

@ Team Payments

o Team Manager
@ Projected \Workbill Schedule

On selection, this will open Team Payments and present the user with a filter:

'
Ty |- Team Payments Filter Detail - defaultfilter for Justin Horsfall Turn o E
L
= Genenl
=
| Q/ \
Close Sove || Default Select Publish
criteria filter N
Navigate | Save Filter L
Criteria
Teams | ﬂ
Fram we (v B [sniene v
‘ TeanPagmentsMansgeriteiD aial ©2078 Tempia Compuier Spstams £ |

The user may select one or many teams, or leave the team selection blank to include all teams. The date range will default to
the current week, though it can be changed to any date range required.

It is not recommended that wide date ranges be used across multiple teams as the amount of data required to do this will
present performance problems.

On applying the filter, the relevant teams, employees and dates will be plotted to the payments grid (the top grid in the below
screenshot):

‘I‘) R Tear Payments o
e

General

U

Close  Refresh

Navigate

Team payments

Mon1%/Mov  Tue20Mov  Wed2I/Nov  ThuZ/Nov  FiZiNov  Sa24MNov  SunZ5/MNov

Mon 19/Nov - 003709 - Adrian Knight 11461 - BH/D2 - Bil's goat shed
Drag a colurmn header hers to group by that column. Drag a column header hers to group by that colurmn.
‘Workbil Hours: Rate. Pay value | Employee Date. Hours Rate. Pay value
» T14B7: test 300 10.00 30.00 ) 003709 - Adrian Knight 19/11/2018 300 10.00 30.00.
005193 - Adrian Carter 18/11/2018 500 8.00 45.00
005453 - Alan Evans 13/11/2018 700 5.00 63.00.
300 3000 15.00 138.00
Actual Standard Variance
Total Budget Variance
Hours Ad workbill
200 0 00 s Hours 1500 000 1500
Pap value £30.00 £70.00 £4000 [ Un-do Pay value £138.00 2000 300 Save Undo
TeamPaymenisManager © 2018 Templs Computer Systems L19 |
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Each cellis colour coded to indicate whether the actual and standard hours and pay match (green text) or have variance
(red text).

The user may toggle between seeing standard or actual and hours or pay via the tool ribbon.

On selecting a cell of the main grid, the left-hand grid at the bottom is refreshed to show the workbills that the employee has
worked on that day. If the user has ‘amend’ access, and if the payment has not been made, the hours and rate can be
updated here, with the results of this change being immediately reflected in the main grid.

On the selection of a workbill row on the left, the right-hand grid will be refreshed to show all payments on that workbill
(across all employees and dates). Again, a user with ‘amend’ access can change the hours and rates on those payment rows
that have not already been paid.

Note that when changes are made in either of the lower grids, the user must either ‘save’ or ‘un-do them to move focus to
another cell in the main grid, or indeed make changes in the other lower grid. On saving changes these are applied directly to
the workbill employee payments, and as such, any integration to timesheets will be initiated as a batch job.

Note also that the Team Payments process is designed for the checking and confirmation of payments already captured (e.g.
by completion of the workbill either on windows or on the mobile app). Itis however possible to use the ‘add workbill’ button
to drill down and create entirely new payments for an employee/date.

Multi-Team Employees

Where an employee is assigned to (or has acted as a temporary member of) multiple teams, the employee will appear under
each relevant team in the team payments grid. On each instance of the employee, the grid will show the total standard and
actual hours and pay for the employee, and not just that which is relevant to the employee/team combination.

On selecting a cell, the bottom left grid will again show the full details for the employee’s workbills across all teams. However,
those workbills that relate to different teams will be greyed out, meaning the user can only interact with workbills relating to
the employee/team combination that they have selected.

When creating the site breakdown details to print on the payslips, the System Control Consolidate workbills option will be
taken into consideration.

If consolidation is required the payslip details will replace the workbill level details with summarised lines, as shown
in this example:

Consolidated workbill payments - All sites:

STD 8hrs @ £7.00/hr = £56.00
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PERIODICS

On ‘schools’ contracts, normal daily cleaning that takes place during term time ceases during the school holidays, during
which time some ‘periodic’ cleaning may be undertaken.

During this period, the area manager may organise which employees are required during which weeks of the school holidays
to complete the periodic cleaning. Depending on the nature of the employee contract, they may be specifically paid for this,
or it may already be included in their annualised pay.

This split is generally done via the employees’ pay calculation method, i.e. whether their pay is annualised or not. For the area
manager, it is not always clear which employees are required to do periodic work which can result in:

Non-annualised employees being paid for work that should be undertaken by annualised employees within their
annual pay, and thus annualised employees being paid for not doing the work
Annualised employees being paid to do periodic work both within their annual pay and again as an extra

The following options discussed in this section aim to improve the information available to the area manager, help to restrict
unnecessary overspending and allow for the planning of periodic work and control of over payments that can be made.

EXTRA’S

It may be required to pay an employee extra for periodic work. This could be for non-annualised employees (who shouldn’t be
used for periodic work) or for annualised employees where they are paid for periodic work in addition to their normal
annualised pay.

An Extra type for this purposed can be created from the Extra type option on the Maintenance > Payroll menu via clicking
on New.

‘i' _ - _ - -
f .W JaE - Extra Type Details - In House Periodics
S o 7
B General
| Close Previous Next Save
Mavigate Save

Permissions  Dates

Code IHRCOST
Description In House Periodics
Costtype In House Periodics A ﬁ

Repaort as hours?

Use for ‘annualised’ employees?
Use for "actual’ employess?

[ Only use when budget exists?

Enter a relevant Code and Description and select the appropriate payroll Cost Type for the Extra type.

Report as hours? - for reporting purposes when ticked any values entered in the quantity field on the Extra type will be reported
in hours.
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Use for ‘annualised’ employees? - this option should be ticked if this Extra type should only be used to pay annualised employees
extra for additional work that they do.

Use for ‘actual’ employees? - this option should be ticked if this Extra type should only be used to pay actual (i.e. non-annualised)
employees extra for additional work that they do.

‘Only use when budget exists?’ - when selected the user will only be able to use the Extra type where the associated Cost Type
has been added to the relevant periodic budget group.

Permissions - user access to the Extra type can be set based on the different user roles defined on the system.

Site calendars can be created from the Maintenance > Business Structure > Calendars menu via clicking on New.

"‘] @ i s Calendar detail - AAMA secondary school
) General
Close Previous Mext Save
Mavigate Save

General | Mon-working periods Calendar view  Timelineview  Dates

Code E
Description AMMA secondary school
Fayable weeks per vear 4300000

Employee holiday
working weeks per year

Periodic weeks per year 3.00000

4.00000

Peniodic year start date | 01/01/2018 w

Runs to INN22018 ~

Eank holidays Apply non-working w

A Code & Description relevant to the site should be entered.

Payable weeks per year - should be the total number of weeks that the calendar is for. For a non-annualised employee (i.e. paid
actual worked hours), the ‘payable weeks’ are not relevant, whist for an annualised employee they are used in the annualisation
calculation.

Employee holiday/working weeks per year - for a ‘schools’ calendar, the ‘working weeks’ define the combined length of term
time.

Periodic weeks per year - this is the number of weeks’ periodic work that will be carried out. This is validated so that it cannot
exceed the difference between working and payable weeks per year. When specified, the user may optionally nominate a Periodic
year start date for periodic planning.
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From the Non-working periods or Calendar view tabs it is possible to add items for a single date or date range. If the calendar
has periodic weeks defined the user can add a Periodic school holiday to the calendar.

Y - -
{ .w Jan s Calendar detail - AAMA secondary school
41
- General
Close Previous Next Save
Mavigate Save

General |: Non-working periodsi| Calendar view Timelineview Dates

I
3 || Drag a column header here to group by that column

1 Effective Category Description
y 01/08/2018 - 310 | Periodic_school_haliday Periodic work to be carried out during this time
2512/2018 - 25 | Non__working_bank_holid.. | Christmas

Add Remove Details

The user will be warned if the configured number of periodic calendar items exceeds the configured periodic weeks per year.
This validation is based on the periodic year start date where specified, and a rolling year where no date has been entered.

Whilst standard contracted work is normally measured on a budget relating just to the pay period dates, periodic tasks can be
carried out at any pointin the year, thus the budget measurement must span the entire budget period, rather than just the pay
period and this information should be available to users at timesheet completion.

PERIODIC BUDGET GROUPS - SETUP
To achieve the above, a Periodic budget group should be defined and added to the contract.

A new budget group can be created from the Budget Group option on the Maintenance -> Budgets menu.

SHIECTX DL

o General

Close Previous MNext Save
Mavigate Save

Ge eral Costtypes Dates

Code FER
Description Periodics
Section Periodic ~

[] Suppress from contract contral list?
Allow suppress in non-working period?

Allow suppress in periodic period?

Related budgets
Master budget group L+

Code - enter a Code for the budget group.

Description - enter a meaningful description for the budget group.
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Section - the Section for a Periodic budget group should be set too Periodic.
Suppress from contract control list? - if ticked the budget group will not appear on the contract control list.

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

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

Cost types - from the Cost Types tab the Purchase Cost Types relevant to the budget group should be added.

PERIODIC BUDGETS - CONTRACTS

Where a Periodic budget group is added to a contract, in addition to the frequency of the budget, the user is required to specify
the Period start date which will be used to determine the budget period.

Whilst this will default to the Effective from date, it need not necessarily be the same. For example, if a new contract begins on
25" February, the periodic budget may be defined for a full calendar year, and as such be backdated to 1%t January.

# : '1 - e Contract Budget - AAMA -DEMO - Periodic Budget |
L ..r

General

J e 9 @

Close Previous Next Accept  Accept

and new
Navigate Save
Eudget details
Effective 190472012 w to | (notset) w Suppress in non working periods? Suppress in periodics period?
Description Pericdic Budget
Budget group Periodics ® ﬁ
Task 1-- Daily office cleaning -- Daily office cleaning w
Budget period 1| |Years « || Period start date | 1%/ 04/ 201 B| "
Period budget
Value £500.00

The Suppress in non-working periods option should only be ticked if the periodic work must be carried out within defined working
periods. For example, a school contract may require that these are performed during the school holidays, thus also
necessitating the use of a calendar that is an exact reverse of the DOC task calendar.

On a school’s contract using annualised employees the wages budget would not normally be suppressed during the non-
working school holidays, as the employees will still be paid. However, if the school holiday contains a periodics period, then the
pay in this period is attributable to the periodics budget, and as such there is a need to suppress the wages budget using the
Suppress in periodics period? option.
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Where a timesheet contains periodic budgets, the Periodic Budget Enquiry button appears on the toolbar:

TTlmeshaet Details - Site timesheet -- MUG & BEAN
i File Tools Help
i [J Close k) Seve <@ Previous & Next (5 Motes ¥ Attachments ) Processsheets & Compositenotes : Quick ticks: % Employees %" Weeks & Signoff & Tic

i i Periodic budget enquiry F Workflow @ Add employee (33 Print/email timesheet [ Sendon [@ Sendback &% Repeatworkflow

T w1 (1308)  wk2(2008) | Workbills | Totals
Cmp? Fayrelln Empl
0 O me dem Totals Hours Fay g OVERALL BUDGET Hours Pay
@ O 213 BUr Basic =y ZHIN L Budget 40.00 £288.00
Absent 0.00 £000| | = Exsfn 40,00 F283.00
— 000 00 |8 See— 40,00 £28300
B
Holiday 0.00 200 e Variance to budget 0.00 £0.00
b | Bank holidays U UL Variance to contracted 0.0 £0.00
G 000 £0.00
o b Contract Cleaning -- CLEANERS WAGES — Pay
Periodic 000 £000 e - —
40.00 £283.00
) Basic
Workbills DDD e N - S
. annn 3000 Delivered

In constructing the periodic budget details relevant to a timesheet, the site or task level calendar is applied, along with the
suppress in non-working periods flag, to determine the ‘relevant date range to which the budget applies.

When pressed, the Periodic Budget Enquiry screen is displayed:
£37 periodic Budget Analysis o)

i File Tools Help
: ([ Close @ Refresh

i S print & Excel 3 Expandall ® Collapseall $ Source transaction

Deails

Periodic Budget Enquiry

Drag a column header here to group by that column

@ Budget Period length Date range Relevant date range Budget value Actualcost  Un-posted cost  Outside relevant date cost Total cost Variance  Pro-rata budget value
o] ol o] o] o] o] o] ol o] & o]
» Periodic Budgets 1 Weeks 29/06/2013 to 05/07/2013 1.29/06/2013 1o 30/06/2013 £850.00 £000 £4952 £0.00 £4952 -£80048 £850.00
2.02/07/2013 10 05/07/2013
Periodic Budgets 1 Wesks 0610722013 to 1210772013 1.06/07/2013 1 12/07/2013 £850.00 £000 £000 £0.00 £0.00 -£850.00 £850.00
Periodic Budgets 1 Wesks 130072013 10 19/07/:2013 1.13/07/2013 1 19/07/2013 £850.00 £000 £000 £0.00 £0.00 -£850.00 £850.00
Periodic Budgets 1 Wesks 20/07/2013 to 26/07/2013 1.20/07/2013 1o 26/07/2013 £850.00 £000 £000 £0.00 £0.00 -£850.00 £850.00
Periodic Budgets 1 Weeks 27/07/2013 to 02/08/2013 1.27/07/2013 10 02/08/2013 £850.00 £0.00 £000 £0.00 £0.00 -£850.00 £566.67

Where a periodic budget is exceeded, orindeed a cost is entered outside of the relevant date range, a periodic budget exception
will be placed on the timesheet, requiring specific payroll signoff.

Please note, unlike a wage budget, this potentially reduced date range (i.e. where the periodic budget date pre-dates the
effective from date) will not reduce the value of the budget proportionally but rather the budget will remain as the full period
value. Thiswould also allow, for example, a 1-year budget to be defined for the ‘Easter holiday’ cleaning of a school, associated
with a task calendar making Easter the only working period. As Easter and the length of the holidays can change, the date range
applied to the budget would implicitly reflect this, though the budget for the periodic tasks to be carried out in that period
would remain the same.

Periodic pay can be entered as timesheet extras on the timesheets with the relevant date the extra applies to:

'_? Timesheet Extras - Site timesheet -- MUG & BEAN - Employee timesheet -- Vallgjo, Jenny O

! File Tools Help
U Close

Extras
Extra type Date Rate Quantity Unit description alue (+ve or -ve) Payslip text
p Periodic 26/ 08/ 2016 2.00 2500 50,00 Periodic Work

¥ <] Augus20t6 |

25 26 27 28 ¥ 3 AN
1 2 3 4 85 & 7
g 9 10 1 12 12 14
15 16 17 18 19 20 21
22 23 M B W T B
23 30 1 1 2 3 4

T Today: 12/09/2016

Where the date is not specified, the last date of the pay batch will automatically be applied.
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Periodic Budget Analysis reporting can be done from the Reports > Contracts & Sites menu. On accessing the report, the user is
presented with the following selection criteria:

General

Sy see = B

Close Refresh Print Excel Expand Cellapse Source
all all transaction

report

Selections | Details

Client |
Site |
Business analysis

Facilities Management

(Ciperations Manager

Contract Manager

Supervisors
Budget group ﬁ
Date 221002018 w | To |22M0/2018 e

Include un-posted costs

Clicking on the Details tab extracts the relevant budgets and assess their positions. The results being presented in a grid with
the following details:

'3. Periodic Budget Analysis a oo
: File Tools Help
i [ Close @ Refresh
i3 Print & Excel ®@ Expandall ® Collapseall & Source fransaction
Selections | Details
Periodic Budget Enquiry
Drag a column header here to group by that column
Period length  Date range Relevant date range Budgetvalus  Actualcost Un-posted cost  Outside relevantdate cost  Total cost Variance  Pro-rata budget value Pro-rata variance
= = = [= [= = = = = [= =
: TEMPLAD1/01 1Weeks 09/11/2013 10 151172013 :5?]9‘:1215313 to £850.00 £0.00 £0.00 £0.00 £000 -£850.00 £28333 -£28333

The same report can be accessed from the timesheets but the client, site and business analysis details will be hidden
from view.

Variances are highlighted in green, red or purple indicating under, over or over pro-rata budget respectively.

Budgets will be included based on their wider date range (e.g. 1 year) rather than the narrower ‘relevant date range’. In this
way, in the ‘Easter’ example cited earlier, the budget will appear throughout the year. Costs are attracted to the budgets
based on the actual date of the cost, compared to the wider date range of the budget. Where a cost exists that is outside of the
‘relevant date range’ of the budget (i.e. it is on a non-working date), the budget will be highlighted to indicate this.

In determining the budget positions, the setting of Include un-posted costs determines whether details on un-posted timesheets
and purchase invoices are to be included.
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Periodic work covers additional non-daily activity, e.g. monthly reception clean, 3 monthly carpet clean, etc. The budgets
related to periodic work typically represent the costs paid to employees, sub-contractors or for any materials/equipment
required to complete the work.

Where an employee is paid annualised and the employee does not get paid extra for the periodic work that is carried out it may
be necessary to move the costs from the employee’s basic pay to the periodic pay. This will result in the periodic work being
recorded against the correct budget - i.e. against the Periodic budget and not against the normal Wage budget.

To move the cost on a timesheet from an employee’s basic pay to the included periodic cost type on the timesheets a timesheet
adjustment of ‘P’ can be defined.

From the C/R type option on the Maintenance > Cost/Revenue Type menu click on New:

o B o . _ 0
.‘1 lda B EH s Cost/Rev Type Details - Periodics (T5)
& e
) General
Close Previous Mext Save
MNavigate Save

General | Payrolllink  Saleslink  Purchaselink  MNominal Link  Budgetgroups  Accrual control  Dates

Code PER
Description Periodics |
MNature

Payroll cost ~
IUs= for PAL reporting?

[ Include in payrall intercompany journal?

Enter a relevant Code and Description and ensure Nature is set to Payroll cost.

Y ’ 5 Cost/Rev Type Details - Periodics (T5] - |
{ .‘] Jas g P (Ts)
-
- General
Close Previous Mext Save
MNavigate Save

General | Payrolllink | Saleslink  Purchaselink  Mominal Link  Budget groups  Accrual control  Dates

Associated pay type BASIC S 0
Sub nature Periodic
Excport bucket none =
Overrides
For Override to
Add Remove Copy Details

From the Payroll link tab assign the cost type to the relevant pay type in the Associated pay type field and ensure the Sub
nature is set to Periodic.

Map pay to periodic paytypes? - This will control how the ‘P’ adjustment type is treated when posting to SelectPay: if this option
is unchecked the mapping/overrides will be ignored for ‘P’ but if checked, the mapping/overrides will be used.
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With the cost type defined, timesheets will allow the entry of a ‘P’ adjustment type.

‘:'\ Jaw d s Timesheet Details - Site timeshest -- BAFH FITZWILLIAM 01 - [m]
e

General

_J <;| C> H % Notes - b \ é 8} 24 Print/email timesheet 5\‘3 y v o Weeks

& Attachments 4 Timeshet exceptions  Signoff
Close Previous Next Save Workflow Send  Send Repeat Add s TA details Periodic budget Employees
on  back workflow | employee ¥ Composite notes missing enquiry W Tick ALL
Navigate Save Cther Workflow Record A Periodic Tick
| site Details
G =
MNavigstor B | w1 (o002 | wh2 (06104 wh3 (1304)  wkd (20004)  wk5 (27/04) | Workbils | QAforms Totals
Cmp? Payrolln  Empl
ol i | | ) Cleaner Mon 30| Tue 31 | Wed 01 Thu 02| Fri 03 | Sat04 | Sun 05| Tosmls e Pay
005077 200 20000200 000 000 2400 £286.00
® [0 005934 Dier Tilme Contracted
VICTOR £650 £650 £6.50 £6.50 E6.50 5 000 £0.00
@® [0 oose72 | Paln Nzeyi Rate Apsent
o O ooe S 29/08/2006 Adjustment P P F| e 0.00 £0.00
o[ O Josomr [ug ST Hous 200 200 200 Holiday 00 2000
. £650 £650 €650 Bank holidays 200 £1300
»
L (P sbsence reas Other 0.00 £0.00
Complete? | [ | Payslipcomm Extras £500
o [TERGEIE g v v Perodic e £2900
Workbills 0.00 £0.00
Lesver? QVERALL 4200 £291.00

The use of the ‘P’ adjustment is restricted to dates on which the employee is contracted to work (even if the day is within a non-
working school holiday period). The total hours assigned to a ‘P’ adjustment cannot exceed the contracted hours for a day.

Note that where the employee pay is annualised (as is likely in this scenario), the annualisation option assigned to the employee
will be used to determine whether the movement of cost should be performed at true hourly rate, or the annualised hourly rate
(i.e. as is done for absences and holiday currently).

Any ‘P’ adjustments entered will be accumulated and shown as new Periodic pay totals at both employee and timesheet level.

Note that this new ‘P’ adjustment is not split-out on the payslip ‘site information’ section, so would only be seen in the main
payslip section if separate periodic pay types exist.

It may be preferred to manage sub-contracted periodic work via issuing a stores order for the services required rather than
generating ad-hoc workbills. The costs can comprise many different types of service (e.g. equipment hire, specialist
technicians etc.) some of which are also used outside of periodics.

To isolate these costs streams to periodic work, the products used through stores orders need to be differentiated from those
same products used as materials, consumables and recharges but without setting up a duplicate set of products for
this purpose.

To achieve the above the existing list of Purchase types available for stores order entry can be used.

Additional Purchase Types can be defined from the Maintenance > Purchasing > Products menu:

- il - - O
‘:‘1 ) 4a 5 | |5 Purchasetype detail - Consumab...
e
- General
Close Previous MNext Save
MNavigate Save

General | Dates

Code CONSUMABLES
Description Consumables
Nature Consumables

Consumables red?

BrurrhazaTvnallata 207 T

The Nature can be set to Materials or Consumables. Any number of other purchase types can be defined. At Stores Order Entry
time the relevant Purchase Type can be selected if not defaulted in from the stores template.
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PROJECTED WORKBILL SCHEDULE

The Projected Workbill Schedule allows for the amendment of contracted workbills in advance of their generation within a
workbill batch, along with the amendment of existing workbills, for a given date range.

The Projected Workbill Schedule option appears on the main navigator as well as a toolbar button option on the below screens:

Workbill list
Workbill manager
Team manager
Client details

Site details
Contract details
Supplier details
Team details
Employee details

On clicking the option, the user is prompted to select:

Asingle client, site, supplier, team, employee or all, all employees, all suppliers etc. as well as or business analysis
level and code

A daterange
Status
# :'1 I s Projected Warkbill Schedule
£
- General

]

Close

Mavigate

Selections | Details

For Client v o
All
Date range All employees ~ lo/n4r2020 ~
All suppliers
All teams
BA level

Cancelled quote

Incomplete import

New

Mew quote

Pending approval

Pending redistribution

Rejected

Re-scheduled

Work done - not satisfied A

When accessed from a detail form, the relevant assignee is pre-selected and cannot be changed. When accessing from a
contract, the site option is pre-selected.

From the entered criteria, a projected schedule of workbills is created for the selected date range, comprising both existing
workbills (including both those generated from contracts and one-offs) and workbils that have not yet been generated (based
on the contract definitions) and shown in a calendar view.

As per the workbill manager, the user can choose to display colour by the System Control defined BA level, Task type or workbill
colour and appointment details by title, assignee or site.
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‘i'ﬁ FRE] Projected Workbill Schedule

General

D (T 4 = F = O,
U2 @ARNND e ¢ BBE B S
Close Refresh Previous Next | | Month | Week Day Contract Tasktype  Workbil Title | Assignee  Site  Print/email

Manager colour | colour  category colour schedule

Navigate Calendar Display Print
Selections | Details
< February 2014 > Monday Tuesday Vednesday Thursday Friday Saturday Sunday
MTWTFSS 10 February || 71 12] 13| 14| 18] i3
2728293031 1 2

2728 29 0
345673839
10H 12 1214 15 18
171819202122 23
2425262728

March 2014 17 18| 19 20 il 2] pE)

MTWTFSS [C-}"_3M3RD FLOOR KITCH
12

34567839
10111213 14 1516
1718192021 22 23
242526272828 %0 P = e = = FT— >
. 12014 [5]F_3M 15T FLOORKITCH [L.% 3MINTERNAL GLASS |

Apri : C
MTWTFSS [ Tea Towels x 15 1 Mont |

123456

78981011213
141516171819 20

212223 24 25 26 27 : & 5 6 7 ] 3
282330 5 ' Bath Tawels x 35 1 Mon
May 2014
MTWTFSS
1234
56789101 10 1 12 13 14 15| 16
121314 15 16 17 18 P 3M INTERNAL GLASS C

192021222324 25

S A e e

Within the calendar view, a user is free to drag and drop workbills between dates to reschedule them. Where the workbill
already exists, the scheduled dates are updated immediately. Where a workbill does not already exist, a list of future
amendments is maintained for use in future scheduling or batch generation.

Drill-down within a workbill will either show the workbill, where one exists, or contract workbill details, where the workbill is
projected.

WORKBILL BATCH GENERATION

The workbill batch generation process will apply the scheduled workbill amendments defined within the projected workbill
schedule. Note, that the application of amendments will only take place once a workbill has generated, i.e. a workbill will only
appear in the batch if its initial dates before the application of the amendment placed it within the batch.

PRINT SCHEDULE

From the projected workbill schedule, an additional Print/email schedule option is available, creating a document to print or
e-mail with the below details:

Header:

Print date

Date range

Selection, i.e. client, site, supplier, team, employee or BA level
Address details if client or site

Team members if this is a team

Column details:

Site name

Scheduled date(s)

Workbill title

Cost (if supplier selected) OR Price (if client or site selected)

Footer details:

Total Cost (if supplier selected) OR Total Price (if client or site selected)
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Print date: 24/10/2018
Date range: 01/02/2014 - 31/05/2014
Selection: AILB
Address: AILB
LONDON
| Workbill schedule )
Site heduled date(s) Title Price
AILB 2 22/02/2014 3M 3RD FLOOR KITCHEN CLEAN £0.00
AILB 2 27/02/2014 3M 15T FLOOR KITCHEN DEEP CLEAN £0.00
AILB 2 01/03/2014 3M INTERNAL GLASS CLEAN £0.00
AILB 2 01/03/2014 Tea Towels x 15 £0.00
AILB 2 04/03/2014 Bath Towels x 35 £0.00
AILB 2 16/03/2014 3M INTERNAL GLASS CLEANING TO 3RD £0.00
FLOOR
AILB 2 01/04/2014 Tea Towels x 15 £0.00
AlLB 2 01/04/2014 Bath Towels x 35 £0.00
AILB 2 01/05/2014 Tea Towels x 15 £0.00
AlLB 2 01/05/2014 Bath Towels x 35 £0.00

If e-mailing, the appropriate e-mail address will default from the client, supplier, site or employee.
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WORKBILL PROCESSING

Aworkbill batch can be created from the Workbill Batches option on the Workbills menu. Click on New to create a new batch:

f2o YEE DR Workbill Batch Details - (new) o x
L

General

_J H X . Notes —| A)
Close Save Delete Workbills  Post
Navigate Save Other Batch
General
Batch number new batch
Description Feb - All teams
Batch type Osupplier (O Site employee () All employees Oall

OTesm  OAll suppliers () All hygiene services
OEmployes @Allteams () All (excl hygiene services)

Runtyse =@
Accounts system -
Batch date 16/03/2020 v

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

Batch Number - this will be automatically generated by the system.
Descriptions - enter a description relevant to the batch that is being created.

Batch Type - select the relevant type. This can be specific i.e. for a supplier in which case the user will be able to select the
supplier in the next field. Alternatively, this can be more generic i.e. for All Suppliers, All Employees etc.

Run type - select the relevant Workbil run type, the selection of this field is mandatory, so if only one Workbill run type is defined
within TemplaCMS, this will default into the required field.

Supplier - where the Batch Type is set to Supplier the specific supplier who’s workbills will be generated can be selected in this
field.

Accounts system - choose the relevant accounts system if more than once exists.
Batch date - the workbills will be generated up to and including the date specified here.

Click on Save to generate the batch.

Once generated the workbills contained in the batch can be viewed from the Workbills option on the batch header screen.

* :W Uaw s Workbill Batch Details - August workbills o
e

General

J@s o ™ 183

Close Previous Mext Delete Workbills  [Post  Lock

Navigate Save Other Batch
General
Batch number 713
Description August workbills
Batch type Supplier | Team | Employee ' Site employee | All suppliers | ' Allteams | All employees | All hygiene services (= All
Accounts system | Accounts
Batch date 21/07/2016

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

At this point, workbills can be Suspended, Postponed or Released.
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SUSPEND/RELEASE

Contract workbills can be suspended either from the contract or from the workbill list. When suspended from the contract the
batch generation process will still include the workbill, but automatically flag it as suspended.

‘}‘) FRE Workbill List

o General

J @ i‘ ‘\-_:\; -a & Avtorchieh - u % ]]] l_u }I] @) j E

Close Refresh Print Excel Expand Collapse

Open  View [ Suspend ostpone  Release Filter Un-filter  Publish  Select Projected workbill
workbill  [fworkbill  workbill selected selected format format schedule
List oW Filter Projected
Type
i |Po C Su Ty A Completio ‘workbill number  Batch description Scheduled time Billing status Contract Site Site address Site postoodt
(]} (s ] [} (o] ] = = = = O = = =
= _] Type : Repeating workbill (7268 items)
F o500 38604 713 - August workbills | 00:00 - 00:00 et applicable DSCO/01-DSCO 201 DSCO/01-DSCO 2 DsCoz SE1 01D
ov il hnn [ ] 38605 713 - August workbills | 00:00 - 00:00 Mot applicable DSCO/01-DSCO201  DSCO/01-DSCO 2 DsCcoz SE1 01D
lﬂ DD 38606 713 — August workbills | 00:00 - 00-00 Mot applicable DSCO/01-DSCO 201 DSCO/01-DSCO2 pscoz2 SE1 01D
NN | 3607 | 713 August werkbils | 00:00 - 0000 | Mot applcable | pscomn-psco 2o | psconr-pscoz | pscoz SE1 01D

A user can release a suspended workbill, by selecting (highlighting it) and clicking on Release workbill:

‘i“‘) FBE Workbill List

. General

.J @ j‘ :—_;‘é‘ Ic @ Autorefresh - "TJJ % P] F’J }l]

Close | Refresh Print Excel Expand Collapse

Open View Suspend Postpone |Release Filter Un-filter  Publish  Select Projected workbill
workbill  workbill  [workbill selected  selected format format schedule
List Row Filter Projected
g |Po C Su Ty A Completio \orkbill number  Batch description Scheduled time Billing status Contract Site Site address Site postcod
| = @@ =@ ® m m ® = ® ® ®
= _) Type : Repesting workbill (7268 items)
e b [} 38604 713 — August workbills  00:00 - 00:00 Not applicable DSCO/01-DSCO 201 | DSCO/-DSCO 2 Dsco 2 SE1010
v D10 38605 713 — August workbills  00:00 - 00:00 Not applicable DSCO/01-DSCO 201 | DSCO/-DSCO 2 Dsco 2 SE1010
P" DD j 38606 713 -- August workbills | 00:00 - 00:00 Not applicable DSCOi0T - DSCO 201 | DSCO/01 - DSCO 2 Dsco2 SE101D
EEEN | zs607 [ 713-- August worksills | 00:00 - 00:00 | Mot spplicable | bscomi-pscozor | oscomi-pscoz | pscoz | se100

On posting a batch containing suspended workbills, the Next workbill date for the workbill on the contract will be advanced
based on the defined frequency and therefore the same workbill will NOT be generated in a subsequent batch. However, the

original workbills will remain in the workbill batch, clearly identified as suspended, thus providing full traceability of suspended
workbills.

POSTPONE/RELEASE

A workbill can be postponed by selecting it and clicking on Postpone:

t }‘} FBL Workbill List

General

< - 5 = e
o O ‘;-_}_ .c - @ Auto refresh - .,-JJ P] l_u ]_I] g E
Close Refresh Print Excel Expand Collapse Cpen View Suspend ostpone || Release Filter Un-filter  Publish  Select Projected workbill
workbill [ workbill || workbill selected  selected format format schedule
List Row Filter Projected
Type
g2 |Po € Su Ty A Completic orkbill number  Batch description Scheduled time Billing status Contract Site Site address Site posteoc
=] [0 (]| (1) [0 (] = = m = o = = =
v OO0 38609 713 - August workbills | 00:00 - 00:00 Net applicable DSCO/01-DSCO 201 | DSCOUD1-DSCO 2 Dscoz SE101D
eV (ol ] 38610 713 - August workbills | 00:00 - 00:00 Net applicable DSCO/01-DSCO 201 | DSCOM1-DSCO 2 DsCcoz SE101D
WO X | 713~ Augustworksilis | 0000- 0000 Not applicable DSCO/01-DSCO 201 | DSCOM01-DSCO2 | DSCO2 SE1 01D

The following message will appear:

Confirm action

& A postponed workbill will not be posted, and the underlying
Il source of the workbill will not be updated on posting of the
batch (i.e. the waorkbill will be generated again].
Continue?
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On posting a batch containing postponed workbills, the Next workbill date on the contract will NOT be advanced and therefore
the same workbill WILL be generated in a subsequent batch. As with suspend, the original workbills will remain in the workbill
batch, clearly identified as postponed, thus providing full traceability of postponed workbills.

HIDE POSTPONED/SUSPENDED WORKBILLS

When looking at a workbill list for a particular contract via the Transactions > Workbills button on the contract the Show
suspended and Show postponed buttons can be used to hide or show suspended and /or postponed workbills.

This applies to posted as well as un-posted workbills which are suspended or postponed.

£ E'ﬁ L] Workbill List
General
J o . ] ; <> .c - & Auto refresh ~| 1JOpen  Print/email workbillls) & Satnote s3] Filter selected ) @ Delete E
&L - &, View = Print/email quote 3 Cancel work 1 Un-filter selecte ) Reinstate
Close Refresh Print Excel Expand  Collapse - Projected workbill
ne of onfirm work done upplier costs receives ublish format ow postpon:
© Oneoff ¥ Confi kd # Suppl d || (3] Publish f [ Show postponed el
List Row Teer Status Projected
Drag a calumn header hers to group by that column
[ Po C Su A Ty Completio Workbill number  Batch description Scheduled time Billing status Contract Site Site address Sitepostcode  Frequency Assigr !
(o) [0 [ ] ] [ = = [= = = = [= = = =
ad g ] @ Com 12991 One-off 00:00 - 00:00 Fully invoiced AILBOT - AILB201 AILB/OT-AILB2 AlLB2 SE101A One-off Empk
200 (1@ com 1515 523~ Al Suppliers De 0000 - 00:00 Fully invoiced AILBDT - LB 201 AILBOT - AILB2 ALB2 SE101A 1 Months Suppl
209 @ cm 15w 523 All Suppliers De 0000 - 00:00 Fully invoiced AILBOT - LB 201 AILBOT-AILB2 ALB2 SET01A 1 Months Suppl
Ao i J @ Com 16466 544 — All Suppliers Jan  00:00 - 00:00 Fully invoiced AILBOT - AILB201 AILB/OT-AILB2 AlLB2 SE101A 1 Months Suppl
200 (1@ com 16287 544~ Al Suppliers Jan | 0000 - 00:00 Fully invoiced AILBDT - LB 201 AILBOT - AILB2 ALB2 SE101A 1 Months Suppl

Once a user has set these buttons the settings will be saved and automatically re-applied the next time the screen is viewed.

SPLIT WORKBILL BATCH

Where contracted workbills are heavily used it is not uncommon for there to be too many workbills in a batch to allow users
to effectively review and post. As such a modification has been developed to allow for a Workbill Batch split option (similar to
the Invoice Batch split option), as this will allow checking of the workbills to be segmented.

The Split Workbill(s) button on the toolbar of the Workbill List within a Workbill Batch, will only appear when the Workbill
batch is Locked and only be active for selection where one or more Workbills are highlighted.

T :'] W ) Workbill List
TR e
. General
o TERU VAN =@ m @ Auto refrech | 1) % ]_[l P P] 7 . m
U S - s L
Close Refresh Print Excel Expand Collapse Open View Suspend Postpone Release split Filter  Un-fiter Publish | Projected workbill
workbill workbill  workbill  workbill(s) selected selected format schedule
List Row Filter Projected
Status Split workbill(s)
B |Po C Su Ty A Workbill number ¥ Employee already paid? C  Baich deseription Prespect workbill?  Site address Site postcode Acknowledgement contact Frequency
| = E| =@ = & m = &® H & = & &
= Status : WBO1 - New (18257 items)
RV (bl J 65671 O 717 - nhs O ABMA Bth, WiH 01A 3 Manths
4 | e ¢ 85670 O 717 - nhs O AAMA Bth, WIH 01A 3 Months
V’) ’)J 65669 O 717 —nhs O AAMA Bth, WiH 01A 3 Manths
Il 65668 O 717 - nhs O AAMA Bth, WIH 01A 3 Months
V’) ’)J 65667 O 717 —nhs O AAMA Bth, WiH 01A 3 Manths

Click the Split Workbill(s) button to create a new Workbill batch under the next available workbill batch number. The new
Workbill batch will also display a Batch reference field containing the workbill batch number from which it was split followed
by the number of the split so for example: if workbill batch 123 is split, the first split batch will have a Batch reference of 123.1
and a workbill batch number of 124, the second will have a Batch reference of 123.2 and a workbill batch number of 125, etc.

General

Batch number 1743

Description NEW TEAM

Batch type Supplier (©/Team [ /Er
Team New

Accounts system | Deme accounts
Batch date 1210712019

Note, to post or delete this |

I Batch reference 17343 I

Please note: once a workbill batch has been split it will no longer be possible to delete the original workbill batch without
first deleting the batches split from it.
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Workbill Batch Post

Lock and then Post the workbills to commit them to the system.

'E‘ AR 1 Workhill Batch Details - August workhills ]
rey) L —
MNext
R ¥ General I—,i‘
= a .~
T ‘= Notes §
Ua® o 0 B8
Close  Previous Mext Delete Workbills  Post [Lock
MNavigate Save Other Batch
General |
Batch number 713
Description | August workbills
Batch type Supplier  Team Employee Site employee All suppliers © | All teams All employees All hygiene services - All
Accounts system |ADDDunts o
Batch date 21072016 w
Note, to post or delete this batch you must first apply the lock
I:;W Vil @ B s Warkbill Batch Details - August warkhills O
Ry
General |
U (ﬁ ® @ = Motes D Elba
Close  Previous Mext Delete Workbills | Post
Mavigate Save Other Batch
General |
Batch number 713
Description | August workbills
Batch type Supplier Team Employee Site employes All suppliers Al teams Al employees All hygiene services |~ All
Accounts system | Accounts w
Batch date 2110712016 ~
Note, whilst this batch is open, all other users will be prevented from opening
associated details for amendment.

Once posted a workbill can be accessed and managed from the Workbills option on the main Workbill menu screen.

< |

"J A D, WExcel @ Autorefresh v| 1) Open ‘s Print/email workbill(s) %> Satnote 1 [ Un-filter selected “if Select filter D Delete
@ Expand %, View ‘5@ Print/email quote -s Cancel work N ’3 Apply last filter (5] Publish format || % Reinstate
Close | Refresh | Print N Filter
= Collapse & Oneoff ¥ Confimworkdone 3 Supplier costs received celected " Change filter Select format
List Row Filter Status

Workbill List

@ \orkbill Batches
@ Workbills
@ \workbill Manager

Drag a column header here o group by that column

\workbill Batches | Workbill List

@ Team Manager Po C Su A Ty Completic \orkbill rumber  Batch description Scheduled time Billing status Contract
© Frojectsd Worlbill Schedule |§|| E||IE|‘III| @‘ |§|| E|| E|| 0] E|| ol

% Meintensnce ne D | /@ Com 1200 One-off 00:00 - 00:00 Fully invoiced AILB/OT - AILB 201
L 55 L 0 Com 15159 523 All Suppliers De  00:00 - 00:00 Fully invoiced AILB/OT - AILB 201
e 2% 1@ com | 1560 523 All Suppliers De | 00:00 - 00:00 Fully invoiced AILBIOT- AILE 201
[ a DD 1 0 Com 16466 544 - All Suppliers Jan | 00:00 - 00:00 Fully invoiced AILB/OT - AILB 201
I DD L 0 Com 16467 544 - All Suppliers Jan | 00:00 - 00:00 Fully invoiced AILB/OT- AILB201
,,,,,,,,, [ a 2 )@ com | 1775 570 Suppliers - Febr | 00:00 - 00:00 Fully invoiced AILB/OT- AILB 201
Contract Admin  a 20 @ cem 1778 570~ Suppliers - Febr | 00:00 - 0000 Fully invoiced AILB/OT - AILE 201
Eamd : ‘:; :) {o % 2 fum Tdi ?1 - March 2013 00:00 - 00:00 Fully invoiced AILBIOT- AILE 201

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

Page 65|91
TEAM Software by WorkWave | teamsoftware.com/legal



On first access the default Workbill Filter Detail screen will appear:

§ i EERE WorkbillFiter Detail - defoultfitter for Templa support user o
| General |
U9
Close Save Default Select Publish Select
criteria  filter format
Navigate Save Filter
Batch number [] Al dates are relstive?
Assignto @Al OSupplier OTeam OEmployee O Site employee: )
any
[Aoproved
Scheduled date range | (not sef) (not set) [Awating completion
Canceled
vlrk done dee range Conceled cuce
Incomplete impott
Signed date range (not sef) (not set) New
Wiork instruction [ e ducte

Pending approval

Pending redistibution
L4 Rasrsd

e
Re-scheduled

Wlorkbill number range:

D

- N e
Nextscion dee rarge Inclue preferred team emplyes
Lestaction daterange | (not sef) (ot set) assignment statuses

any
et action user [ [®  [None

ed

Last action user [ [ |Vatince under

Variance over
Workbill type [ [ |Employee sssignment matches
Werkbill category [ [
R
Onecfis? Ol O Yes @ lgnore (W e
Hygiene services? OMNo O Yes @ Ignore
Quotes? Olo OYes @ lgnore

Prospect workbills? ONo OYes ®lgnore

Enter criteria and click on Save to only display the required workbills, alternatively click on Save without entering criteria to
display all the workbills on the system.

Workbill List

Fields can be added or removed from the list via the available Field Chooser options which can include cost and price fields:

[ I"'S J = TemplaCMS - Contract Management System - TemplaCMS V6.1.0 - X
e | General |
LJ Ay O Bibced @ Autorefresh ~|| iJOpen s Printfemail workbills) % Sat note T[] Un-filter selected " Select filter D Delete m
& =3 Expand &, View 5 Print/email quote Cancel work % Apply last filter (5] Publish format | ) Reinstate
Close Refresh  Print P - e A s Filter “ PRy = Projected workbill
= Collapse @ Oneoff « Confirmworkdene  # Supplier costs received || selected “F Change filter Select format s
List Row Filter Status Projected
Merts  Contracts  \orkbill Batches | Workbill List |
Workbills Workbill List
© Workbill Batches .
@ Workbills Drzg a column header here to group by that o
Workbill M
g o Manan = TCETIE D] Acknoudedgement contact & Billing status Conlract Site Sites™;
neee O Acknowledgement contact code
@ Projected Workbill Schedule |E|‘ ‘E!| E|‘ E‘ o contact dvnerit |§|| ol |§|| |§||
Maint e o
5 =@ Meinienance B ()@ Com 1291 [ Astual hours Fully invoiced AILBOT - AILE 2 01 AILBOT - AILB 2 AlLE
200 1@ com | 1515 [ Actual Izbour cost Fully invoiced AILB/OT - AILB 2 01 AILBOT - AILB 2 ALB
WENEE O Actual PAL
Rk Com 15160 Fully invaiced AILBOT-AILB201  ALBOI-AILE2 AlLB
| 290 O ] [ Actual supplies cost s
200 ()@ com | 1616 [ Actual total cost Fully invoiced AILBOT - AILB 2 01 AILBOT - AILB 2 ALB
DD L e Com 16467 [0 Added date Fully invoiced AILB/OT - AILB 201 AILBOT- AILB 2 AILB
200 @ com s g dded ‘“”m Fully invoiced AILBOT- AILB201 AILBOT-AILB2 AILB
. - Added user
Costract gt 200 1@ com 17T O] hge colour Fully invoiced ALBOT-ALE20T  ALBOT-AILB2 ALB
Bepeost 203 @ com 1m4 O All supplier costs refrieved? Fully invoiced ALBOT-ALE20T  ALBOT-AILE2 ALE
Workbills -
598 (1@ com 138 1 Allow material usage? Fully invoiced ALBO1-ALE201  ALBDI-AILE2 ALB
Hygiene Services ERESPArS [ Allow multi stage completion
| 500 @ com e O smem Fully invoiced ALBOT-ALE201  ALBDI-ALE2 ALB
Transaction Register 200 1@ com | 13250 [ Approved date Fully invoiced ALBOT-ALE201  ALBDI-AILE2 ALB
Stores S0 | e Com 19251 g Approved user Fully invoiced AILB/OT- AILB 201 AILBOT- AILB 2 AlLB
Approved user code
NG
Reports | [@De 1 @ com 15252 [ approved vaer description Fully invoiced AILBOT-AILB201  ALBOI-AILE2 ALB
el 200 (@ com | 202 [ Approved? Fully imvoiced AILBOT - AILE2 01 AILBOT - AILE 2 ALB
Maintenance — = [J Arheaderno.
Service Point < [ Archived? v ) 1
=25 %) 2 || ekttt 125 ows ©2017 Fempla Computer Systems Lt

Distributing Workbills

Workbills can be printed or e-mailed via selecting (highlighting) the workbills on the list and clicking on the Print/email
workbill button:

‘E} \ il s TemplaCMS - Contract Management System -- TemplaCMS V6.1.0
—
| General |
u qm -\)i $ Excel @Autu refresh ~ Wil COpen 24 Print/email workbill(s) fi®* Sat note ! n-filter selected
- ™ Expand &, View @ Print/email quote 'ﬁ Cancel work ) !_‘ Apply last filter L
Close Refresh  Print Filter
m Collapse © Oneoff & Confirmworkdone 3 Supplier costs received selected F Change filter [
List Row Filter

. Conroce Workdsll Batchen | Viorkoil iz |

Workbills Workbill List
@ workbill Batches
@ ‘workbills Drag a column header here to group by that column.
@ Workbill Manager . - . -
- - 5| Po C Su A Ty Completio \workbill number  Batch descriotion Scheduled time Billina status
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The following options will appear:

T work.., O
" Close
Select distribution option
Document type
(®) Supplier copy

Customer copy

O Both

Distribution option

Print Email

Select the required Document type and Distribution option.

Workbill consolidation allows for the production of a single supplier document across a consolidated group of workbills (where
the supplier and supplier reference are consistent), sourced from the same workbill batch.

The Supplier reference is taken from the contract workbill definition at the point of generating the workbill batch. In doing so,
the entered reference is prefixed with the workbill batch number, thus rendering it unique. Furthermore, if the contract workbill
is flagged for consolidation, but the reference is left blank, the system will automatically use the supplier code, again prefixed
by the batch number.

.l I.] i) Contract Workbill - AILB 2 01
e

General

S 9 @

Close Previous MNext Accept  Accept

and new
Navigate Save
‘workdbill
‘whorkbill number 1 Effective | 01/01/2012 |~ || to |(notsef) ~ || [] Suppress in non working periods?
Title 3M 15T FLOOR KITCHEN DEEP CLEAN \workbill type Standard =0
\workbill category | \window Cleaning - STD ‘5‘30
‘work instruction | Contacts
&SC
15T FLOOR 3M KITCHEM CLEAM
MACHINE SCRUB ALTRO FLOOR
Basizs | Scheduled » || Frequency 3|  Maonths ~ 1st ~ DaLt;a:t weorkbill 01/0372014 »
Task |2 -- Sub-Contracted Periodics - Sub-Contracted Periodics ~ Next worddhill 01062074 -
Schedule details Assign to
(®Specific  Time | 00:00 |- | 00:00 Assign to ® Supplier (O Team (O Employee () Site employee
O‘;‘m TmE TR 11 ROLLESLA 2@
O Any time Cost type Sub-Contracted Periodics %@ [ Alow multi-stage completion?
Cost

Hours ly working day calculation?
Labour £60.00 4.00
[] Consolidation by supplier? ~ Reference | TEMDO1| ‘l
Supplies £0.00

As the supplier reference is unique it is easier to locate and match to consolidated workbills when entering a purchase invoice
from a supplier that has quoted this reference.
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There are 5 consolidated workbill formats available for suppliers which can be assigned to each specific supplier as required
from the Maintenance > Purchasing > Suppliers menu:

Fs I‘} Jaw - Supplier Detail - BRITTAIN
[Re

General

V@ d = P9

i ¢ Attachments
Close  Previous Mext Save Aged  Transactions
[ Create mail credit -

Navigate Save Other Record

General | Properties Contacts Dates

Accounts system Accounts PO Distribution
. e e = [ E-mail to contact (ot set]
Name T [] E-mail copy to originato| WARNING - orders will net
Address ERITTAIN Self billing invoices
Default recipient contact | (not set)
Town Cost type
County b
Fostcode ENE 3N Bl
Telephone [] E-Trading?
Fax
Website
VAT Standard Rate ~
Terms From inveice date | days 30
Default mailing contact (not set) ~

Format 1-standard

Format 2-extended
VAT registration number e

Format 3-show reference
Format 4-no work instruction
Format 5-single site

Consolidated WE format | | Format 1-standard v

It is possible to change the details of a workbill via double-clicking on the workbill and then clicking on the Amend button:

," I‘] Jeas

General

¢ Attachments

Workbill Detail - Washroom Services for AILB 2 -- dated 01/12/.

4

Close Previcus Mext Print/email Re-schedule| Amend [|Actual Worlkflow
workbill workhbill costs
Navigate Other Record Workflow
‘Workbil | Dates

Details
‘warkbill number 15159 External reference
Waorkbill type Standard 0 \wlorkbill category | Window Cleaning - STD 0
Batch 523 -- All Suppliers December 2012
Site M2 i
Contract AILB/OT - AILB 201 o
Client ALB (i)
Task 4 —-'wash 1 Services — Wash 1 Services
Title ‘washroom Services

Contacts

Completion

Acknowledgement

Supplier

‘workinstruction | Scheduling Costand price  Completion(s)
AILBIO1
TEATOWELS x 15

Please note it is not possible to change the Client, Site or Contract fields and it will also not be possible to amend a workbill in
the following scenarios:

If a workbill has had either a purchase invoice or timesheet payment recorded against it, it will not be possible to alter
the assignment details.
If a workbill has been invoiced to the client, no change can be made that will affect the invoicing.

In addition to the above it is also possible to amend ‘Fully completed’ workbills but this is function controlled and users will
have to be given specific access to enable this.
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Every workbill in TemplaCMS is assigned a date or date range for when the work is scheduled to be carried out. For contracted
workbills, this is determined from the contract details, whilst one-off workbills require the user to specify this. Once posted, a
sufficiently authorised user can freely re-schedule to another date by opening the workbill and amending the date.

The Workbill Manager allows a calendar-based schedule manipulation of workbills. From here workbills can be rescheduled in
their date and time.

The Workbill Manager can be accessed from the main Workbills menu and shows a calendar view, starting from the current
month and allowing navigation forward and backwards as required. Filtering is possible by client, site, business and marketing
analysis (including the ability to select multiple analysis codes at one level), task type, batch number, assignment, one-off and
workbill number range.

.I. 3‘) s Workbill Manager U

General

QM m oee e o ™ A

- —
Close Refresh Previous Mext ‘._j select flter g Wesk Contract Task type Projected workbill Check werking
“§ Apply last filter = Day Manager colour  colour = Site schedule time conflicts
Mavigate Filter Calendar Display Projected Conflicts
‘workbill manager
< April 2014 > Monday Tuesday Wednesday Thursday Friday Saturday Sunday
MTWTFSS 31 March 5
M 234566
7 8 9310111213
141516171819 20

2122232425 2627
2820 30

4 May 2014

1 MTWTFSS
1234

5678 510M1

1213141816 17 18

192021222324 25

2627 28 25 30 31 14 15 16 17| 18 19 20

June 2014
| MTWTFsSS
1
234567¢8
310111213 1415 21 2 23 24 25 26 27
1617 18 1920 21 22
2324252627 2829
]

Each workbill (whether posted or un-posted) is shown on its current scheduled date, or across multiple dates when scheduled
for a range. Taskbar buttons for Month, Week and Day allow switching between monthly, weekly and daily view. Additional
buttons allow the user to navigate to the previous or next month/week/day.

Workbillls can be colour coded by Analysis code or Task type, with the ability to toggle between. By default, assignee details are
shown but appointments can be toggled to show site information if required via the Assignee and Site buttons.

From the calendar view, a user can:

double click to open a workbill to change its details, e.g. assignment level/item or scheduled date

drag/drop a workbill (so long as it’s not yet completed) to reschedule to another date/date range (or time if on
the daily view)

re-size a workbill (so long as it’s not yet completed) to reschedule to another date/date range (or time if on
the daily view)

double click any date to add a new one-off workbill for that date

Note that any re-scheduling will immediately save the workbill, and as such if the workbill is posted and mobile is enabled, the
workbill will be sent out to the appropriate mobile device with the new details.
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SINGLE COMPLETION

Once the workbills have been posted, a user will need to confirm the work has been done before the workbill can be released
for invoicing. If a user cannot ‘confirm’ a workbill for some reason, the following informational message will appear.

Confirm action &

o None of the selected workbills can be confirmed, this is due to

- The workbill has already been confirmed or
satsfied/unsatisfied

- The workbill has been canceled
The batch has not been posted.

The request has been cancelled

oK

A workbill can be confirmed by selecting (highlighting) one or more workbills on the workbill list and then click
on Confirm work done.

.. E‘) o= TemplaCMS - Contract Management System -- TemplaCMS V6.1.0
o General
‘J r’h ﬁ ":‘) Excel @Auto refresh ~ || L] Open ; Print/email workbill(s) %* Sat note E“‘ 3 Un-filter selected ‘g Select filter
! "L o = o @}' -
WG Expand ' View a4 Print/email quote s Cancel work X "\f Apply last filter Publish format
Close Refresh  Print Filter
= Collapse Q) One off] % Confirm work done| 3 Supplier costs received selected F Change filter [T Select format
List Row Filter
U & Alerts  Contracts  Workbill Baiches | “orkbill List | Suppliers
Workbills Workbill List
@ 'workbill Batches
@ Weorkbills Drag a column header here to group by that column
@ 'workbill Manager N . - .
@ Team Manager 7 Po C Su A Ty Completio \workbill number  Batch description Scheduled time Billing status Cantrac
@ Projected \Workbill Schedule =] [=]| (=) (=] [=]) (=] = [= [=] [=] [=]
Maint
"G Meintenancs W5 D 45347 713 - August workbills | 00:00 - 00:00 Mot zpplicable AILB/O
OV oo e I 46348 713 - August workbills | 00:00 - 00:00 Mot applicable AILB/O
Ev| Q|Q| |j | 46349 | 713 — August workbills | 00:00 - 00:00 | Not applicable | AILBID
w0 A H] ARIRN T12 - st warkhille | 0000 - A0-00 Nt znnlicshle All R

On the Workbill Confirmation/Satisfaction screen, enter the date the work was completed on. Note, it is not possible to enter
a future date.

t» Et} SRE Workbill Confirmation/Satisfaction o
- General
1|+
b Close Confirm
Navigate Other
General
Confirmation

Completed on 241102018 v

‘workbill no Contract ‘whork instruction Assign to Cost Hours | ‘work done Details
30262 BEMC 71101 &SC Supplier - ERWVI 7020 0.00 221072018 00

When a user enters workbill completion details on a workbill and saves, where no workbill employee payments exist they will

be prompted with the message: ‘No employee payments entered, enter them now?’ If ‘Yes’ is chosen, the user will be taken to
the employee payments window.
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Instead of Confirm work done the Sat Note b

[

utton can be used.

TernplaCMS - Contract Management Systern -- TemplaCMS V6.1.0

o General
-/l s, |} )ﬁ #h Eecel @ Auto refresh ~  lOpen & Printfemail workbill(s) % Un-filter selected " Select filter
7 w3 Expand B, View & Print/email quote ﬁ Cancel work " “ Apply last filter Publish format
Close Refresh  Print Filter
= Collapse © Oneoff & Confimworkdone 3 Supplier costs received | gelected " Change filter [ Select format
List Row Filter

LD ? Alerts Contracts  \Workbill Batches | “Workbill List | Suppliers
Workbills

© Workbill Batches

@ Workbills

@ ‘workbill Manager

@ Team Manager

@ Projected Workbill Schedule
=3 Maintenance

The Sat note option behaves the same as the
Signed date and Status to be recorded:

Drag a column header here to group by that column

| Po C Su A Ty Completio \Workbill number

Batch description Scheduled time Billing status Contrac

(][] o] (o ]} [] [=] (=] =] =] [=]
|70 1 46347 713 August workbills ~ 00:00 - 00:00 Mot applicable AILBI
46348 713 - August workbills |~ 00:00 - 00:00 Mot applicable AILBIY
| 46349 ‘ 713 August workbills | 00:00 - 00:00 | Not applicable | AILBID
4RIEN 712 - Bunist wirkhills | 0000 - A0-00 et annlicshle All Ry

Confirm work done screen but also allow additional Sat note details like the

L ;‘] TIE] Workbill Confirmation/Satisfaction o
= s
- General
Close Confirm
Navigate Other
General
Satisfaction
Signeddate 241102018 |
workbill no Contract ‘wlork instruction Assign to Cost Hours | Signed date Status Dietails
ANFEE BEME 1T BEE Supplier BRI (i} oo )t o 0 S S T Y

MULTIPLE COMPLETIONS

The workbill process in TemplaCMS allows multiple partial completions on a workbill to accommodate circumstances where
a single workbill requires work done over a long time that transcends two or more financial periods, which consequently may
need to be purchase invoice matched multiple times before it is deemed fully complete.

Both contract and one-off workbills have the option (when assigned to suppliers) for Allow multi-stage completion.

i Workbil

‘whorkbill number

1 Effective | 01/01/2012 ~ || to | (notset) ~ | [] Suppress in non working periods?
Title 3M 15T FLOOR KITCHEM DEEF CLEAN ‘workbill type Standard B 0
\Workbill category | \Window Cleaning - STD =0
‘wlorkinstruction | Contacts
&SC
15T FLOOR 3M KITCHEN CLEAN
MACHINE SCRUB ALTRO FLOOR
- Tode T - Dates
E=E Freq 3] [Months > [t " Lastworkbill | 01/032014  |v
Task |2-- Sub-Contracted Periodics - Sub-Contracted Periodics ~ Mext workbill 01/06/2014 -
Schedule details Assign to
(®)Specific  Time |00:00 |- | 00:00 Assign to (®) Supplier (O Team () Employee () Site employee
e Days to complete 1 Supplier ROLLESLA
O4ny time Cost type Sub-Contracted Pericdics
Cost
Hours [ Apply working day calculation?
Labour £60.00 400 .
) Ci by supplier?  Refe TEMOO1
Supplies £0.00
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On the workbill, the completion tab contains a list of previous completions. Where the multi-stage completion flag is not set,
one completion will exist per workbill.

* : ﬂ ] ,‘:I =Y H = Workbill Detail - Pest Control for BEMC 71 -- dated 01/03/2014 - o
e

General

Jep . s E3@p =

© Attachments

Close Previous Next — Save Print/femail Cancel Amend  Un-  Actual | Waorkflow
workbill  wark complete  costs
Navigate Save Other Record Workflow
Workbill | Dates
Details
Vorkbill number | 30268 External reference
Vlorkbill type Standard @ Workbill category | indow Cleaning - STD i)
Batch 704 — Scheduled
Site BEMC 71 e
Contract BEMC/01 - BEMC 7101 o
Client BEMC (i}
Task 15 — Pest Control - Pest Control
Title Pest Control
Contacts
Completion
Acknowdedgement
Supplier

Workinstruction  Scheduling  Costand price | Completion(s)

Added by Vork done | Completion notes | Sat nole received? | Safisfiedinot satisfied | Safisfication notes | Purchaseinv? | Sales inv?
Y A0S 00 Part two completed Saiithed fia il
Add Detail SOREE

Fully complete

If the flag is set for multi-stage completion, it is possible to add any number of part-completions until the main workbill is
marked as fully complete on the completion tab. When adding part-completions, the remaining cost and hours will decrease

based on the workbill total, minus any workbill completions already existing, until a total of zero pounds and hours
are reached.

Workbills can be completed either in one step or in multiple stages. In both cases, once a workbill has been fully completed,
changes cannot be made. However, there are some circumstances in which the full workbill completion status must be
removed so the workbill can be amended or cancelled.

If a workbill has not yet been purchase matched, the Un-complete button can be used to remove any previous completions:

re '] @ 5 |- Workbill Detail - MONTHLY CLEAN TO ENTRANCE MAT for BEMC 71 -- dated 03/03/2(
L} -
5 9¢

General

Jan = 5 8 o R[a|y =

¢ Attachments

Close Previous Next Print/email Re-schedule Workbill Amend Un- Actual Workflow
workbill workbill employee pay complete | costs
Navigate Other Record Workflow
‘wlorkbill | Dates

Details
‘workbill number 30267 External reference
workbill type Standard o \wlorkbill category | Window Cleaning - STD o

Batch 704 -- Scheduled
Site BEMC 71 e
Contract BEMCI01 - BEMC 7101 (i ]
Client BEMC o
Task 14 - In House Periedics — In House Periodics
Title MONTHLY CLEAN TO ENTRANCE MAT

Contacts

Completion

Acknowledgement

‘work instruction | Scheduling Costand price  Completion(s)

&SC
MONTHLY DEEP CLEAN TO ENTRANCE MATTING
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The Workbill Team Manager allows workbills that are assigned to teams to be manipulated within and between teams.

Opening the team manager displays the filter screen allowing filtering by multiple Teams, Workbill types, Workbill categories,

Sites or Business analysis levels.

‘.":'w M= I Team Manager Filter Detail - default filter for Administrator, Templa ]
LTy
- General
-
. Q/ \
Close Save Default  Select Publish
criteria  filter
Navigate Save Filter
Criteria
Teams ﬂ Include statuses
' any
workbill types ﬂ Fopoved =
Workbill categories ﬂ é:;étglg;omp\alan
Cancelled quote
= ﬂ Incomplete import
New
Mew quote
Pending approval
Pending redistribution
Rejected
Re-scheduled
Work done - not satisfied v

Business analysis
Facilities Management
Operations Manager
Contract Manager
Supervisors

Customer Type

Marketing analysis

Once the filter is accepted, a calendar view of workbills (posted or not) summarised into ‘team plans’.

Team Manager

35 et
.

General
Jan o
Close

Refresh  Previous Next Approve Change Select
distribution filter filter

Distribute Filter

Month | Week Day Projected workbill

schedule

Apply
last filter
Calendar

Navigate Projected

Team manager

Y% BAOO O A

time conflicts
Conflicts

< November2018 > Monday Tuesday \Wednesday ‘ Thursday Friday

Saturday Sunday

MTWTFSS
293031 1 2 3 4
5678 910N
121314151617 18
192021222224 25
2627282930

23 October 30| 31 1 November
] A1 Team (2112500 ||| A1 Team](1/5.000rs) I}| Al Team (1/0.00hrs) |

December 2018 5 6 7 8

MTWTFSS

12
3145678595
0111213141516
W12 223

[T} A1 Team (1/5.33hrs

242526272829 30 2 ) ” e
31

) 018 [ Al Team (1/533hrs
anuary

MTWTFSS

1232456
78 910111213
141516 17 18 18 20

21222324 25 26 27 19 2 21 2
2829 30 31

February 2019
MTWTFSS

23 24 25

1
45678
11121314151
18132021 22
25262728 1 2 2

5678

3
0 26 27 28 23
7

30 1 December| 2

TeamManager

(]
by

The number of assigned hours for each workbill is now totalled and displayed on each team plan on the team manager within

the team plans’ title (as per above).

From the Manager, a user may:

Drag/drop a team plan and all of its constituent workbills between dates.
Approve distribution to mobile, if enabled
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A list of workbills within the team plan can be seen once it is opened with the workbill number, title, site details and two colour
columns showing the System Control defined BA colour and Workbill category colour. In addition, three final column show:

Number of expected hours per day (budgeted hours / planned days)

Number of assigned hours per day (budgeted hours / planned days / preferred team employee count * assigned
employees on day - where workbills are not planned per day this will be the same as the Number of expected hours
per day)

Number of hours per day variance

_‘ : 'W H = Team Plan - Mobile 1 -- dated 03/02/2016
L

General

Ho":—_{, '

Close Save Split View Add Check working
plan  workbill workbill  time conflicts
Mavigate Save Cther
‘wlorkbills
Details
Team Mobile 1 * 0
Date 030272016 |~
g B W PoC Pr Seg s W \Workbil Title Site Address
(o] (=], [s]) (]| ]| [m]) ] (] (=] (=] (=]
P| | |ﬁ?| | | 1 1| 40911 WRECEPTIONTO | GEGH LONDON GEGH LONDON, wiK01G
.W 2 41182 WEEKLY RECEFTI CBCS LONDON CBCS LONDOMN, EC401C +
.W 3 T 45376 Eyebolt Test BAFH FITZWILLIAM 02 BAFH FITZWILLIAM 02, EC401E

From within a team plan, a user may:

Drag/drop workbills between multiple open team plans

Split workbills from an existing team plan to create a new plan for a different date and/or team
Approve distribution to mobile, if enabled

Amend a workbill

Create a new one-off workbill

Re-sequence workbills within a team plan

No locking applies to the team manager as a whole, however, locks apply to individual team plans. It is therefore not possible
to amend a team plan that another user has open. Further, any change to a workbill that would affect a locked team plan is
prevented, e.g. deletion of a team assigned workbill or un-posting of a workbill batch containing team assigned workbills.

TEAM PLAN DISTRIBUTION

With the option for Manual release of team workbills to mobile? ticked on System Control, any team assigned workbill will NOT
be sent to mobile devices automatically. Instead, the entire plan for a date must be manually approved for distribution from
the Team Manager.

Any Team plans which are pending distribution are highlighted on the manager.

Distribution is only allowed where a Team plan contains at least one posted workbill. When distributing a team plan to mobile
which contains un-posted workbills, the un-posted workbills will be excluded from the distribution and would have to be
separately distributed, though the user is warned of this at the point of distribution approval within a team plan.
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Employee Pay

WORKBILL EMPLOYEE PAY - STANDARD
An employee can be paid directly from a workbill via the Workbill employee pay button:

I:E}I U a | = Workbill Detail - In House Window Cleaning for BECL LONDON -- dated 01/01/201;

e ¥ General |

|
| — £ | o
Japi= % o[B|g @ap =
£ x
: . ¢ Attachments . . .
Close Previous MNext Print/femail Re-schedule Workhill Amend Un- Actual Workflow
workbill workbill employee pay complete  costs
il Navigate |l Other i Record || Workflow |
| Workbill | Dates
| Details
e T
Workbill type | Standard |@| Workbill category | Window Cleaning-5T0 | @)
Baich | 8 ALL EMPLOYEES JAN 2012 WBILL |
| Sile | BECL LONDON e O |
Contract |BECUD1 - BECL LONDONO1 ~ |°|
{ | Client [BECL e . |
i
| | Task |B—In House 'window Cleaning - In House Window Cleaning v|
|| Title |In House Window Cleaning |
; Contacts
| C T | |
‘Work instruction i Costand price  Ci il )]
BECL/O1
SEE SEPERATE WORKEILLS

On the following screen the number of hours, rate or pay value can be entered as well a payslip text. The Release date will
determine which pay period this workbill will be paid in - the workbill will appear on the relevant payrun on the workbills tab.

V) K |5 Workbill Employee Payments - MONTHLY KITCHEN CLEAN for CIRD BUILDING... a

| Generl | |
U B 2. Notes & )

? Attachments
Close Save Add Show

employee  paid only
Navigate | Save Other Record

J L Jl J

| Workbill payments |

Title

| MONTHLY KITCHEN CLEAN |
Site [ cJRD BUILDING e . |
Contract | CJRD BUILDING 01 e = |
Workbill no. 18213|@
‘work instruction
CJRD/O1
1 MONTHLY KITCHEN DEEP CLEAN - SCRUB TILES, WALLS, DRAWER AND CUPBOARD FRONTS. SCRUB CLEAN AND
RINSE FLOORS AND THOROUGHLY CLEAN ALL APPLIANCES INCLUDING FRIDGE AND DISHWASHER
Hours Cost  New employes notes
Contracted 1.00 £8.00
Actual 1.00 £8.00
Variance 0.00 £0.00
IDrag a column header here to group by that column.
Employee | Hours | Level | Rate| Pay value| Payslip text | Release pi
{7405~ Ebad Moreno, Jorge 10 fanuai 0 F G WorkBill MO HLY RITE ™ 615273673
»f

1.00 £3.00
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On clicking on Save from the Workbill Employee Payment screen the user will be prompted to confirm that the work has been

done and to enter the Work done date:

This workbill has not yet been confirmed as work
done.
Do you wish to confirm it now?

Work done date | 26092016 |v

(Yo | o | coma

Timesheet Integration

The Workbills tab on timesheets will show all employee workbills for the specific site to be paid in the pay period.

& E‘:j @l Timesheet Details - Site timesheet -- BAFH FITZWILLIAM 01 - a
b ‘ General ‘
] Close % Notes #F Send on % Print/email timesheet =] View workbil = o Weeks
(] ] .’HF" .
< Previcus ¢ Attachments (5} Send back A, Timesheet exceptions : (%) Pay workbill - « Signoff
Save Workflow Add TA details ) Periodic budget Employees
Ep Next Repeat workflow || employee & Composite notes missing } All workbills enquiry o Tick ALL
Navigate Save Other Workflow Record TA Workbill Periodic Tick
Site Details

Navigator TE

(30/03)  wih2 (06/04)  wh3 (13/04)  whd (20/04)  wk5 (27/04) ‘E‘.'\Iurkbwlis‘ QAforms  Totals

Cmp? Payrolln Empl

© [ 002353 Alex

e e e e _

© [ 005934  Disr | |58 Vlorkbill ne. Scheduled
© [ 005872  Paln 9290 30491 09/04/2015
m Q0 30452 15/04/2015

@ [0 oos077  wic

Completed Signed Assigned to Title
21/04/2015 00:0 Team-Mobile 2 Party Clean @ T&A details missing \
15/04/2015 00.0 Site employes Flood Clean ] TaA details missing

To pay an employee for the workbill select the workbill and click on the Pay workbill button. This displays a list of employees
relevant to the workbill and gives the option to add more employees. When paying an employee for workbills, their pay level
and rate can default in from the contract if the employee already works on the site on the specific task used for the workbill.

Three pay level options exist:

o Standard - standard pay (rate & hours) as per the contract and task will default.
o Cover - cover rates will default as specified on the contract and task.
©  Manual - allows the manual entry of rates and hours.

L aaERE 5 Workbill Empl P ts - Party Clean for BAFH FITZWILLIAM 01 -... a
& E} \ J@a s d I orkbill Employee Payments - Party Clean for
L=
‘ General |
— *
f —: Notes i
J@e® | & O
) ¢ Attachments y
Close  Previous  Mext Save Add Show TA details
employee paidonly  missing
Navigate Save Cther Record
\orkbill payments |
Title ‘ Party Clean |
Site | BAFH FITZVILLIAM 01 e = |
Contract | BAFH FITZWALLIAM D1 e = | ‘
Workbilno, | 3131/@ Team | Mbile 2 ]
‘whork instruction
Party Clean
Hours Cost  Mew employee notes
Contracted 500 £50.00
Actual 500 £40.00
Variance 000 -£1000
IDrag a column header here to group by that column.
Employes | Hours | Level | Ra‘te‘ Pay value| Payslip text Release pi
pi - Silva, Alexis ! anual ! . rkbill Party Clean
$ 002359 - Silva, Alex 5.001M | £8.00 £40.00 Workbill Party Cl 2100472015
005840 - Amponsah, Mary 00 Manual £0.00 £0.00 21/04/2015
5.00 £40.00
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Where a pay rate is not available on a contract the pay level will automatically be set to Manual.

A running check is performed to highlight variances from the defined cost and hours on the workbill, though deviation will not
prevent acceptance.

At pay run processing time, regardless of the completion status of the workbill, the entered employee hours and/or pay will be
paid. After posting the pay-run, the workbill payments are marked as paid, and cannot be amended. However, further
employee payments can be added to the workbill if necessary, and these will be paid in the next relevant pay period.

The variation checking performed within a workbill will then continue to work on the sum total of payments regardless of how
many pay periods they relate to.

For a sufficiently authorised user, and if the System Control setting has been ticked to show supplier workbills on timesheets a
supplier assigned workbill can be selected and reassigned to an employee or team, confirmed as work done and have payments
entered, all from within the timesheet.

WORKBILL EMPLOYEE PAY - PAYMENTS AND EXTRAS

With the System Control option for Workbill employee payment entry option set to Employee payments and extras, the workbill
employee payments screen will display the payment range option, defaulting to the workbill scheduled dates. A valid range
must be entered and it is not possible to make the range smaller than any existing payments or extras.

* : ‘} il H s Workbill Employee Payments - asdasdasd for TL91044/01 -- dated 17/11/2017 -... ]
e .

General

/] H % Notes z}

¢ Attachments
Close Save Add

employee
Navigate Save Other Record

‘wiarkbill payments

e asdasdasd

Site TLO1044/07 o
Cantract TL91044/01 e -
Workbill no. 27022 e Team | Kip team o
‘wiork instruction

ssasdas

Hours Cost Mew employes notes

Contracted 0.00 £55.00
Actual 400 £97.00
Variance 400 £42 00

Payment range | [EENE |~ | to |12112017 |v

Employee Hours Pay value Extras
» | 200018 - Buns, Kip .00 0.00 0.00
200018 - Iced Fingers, Kip .00 0.00 0.00
200020 - Baps. Kip 1.00 0.00 12.00
200021 - Ralls. Kip 3.00 10.00 75.00

m

mployeefayments

Warkbill

The employee grid shows totalled payment and hours information. Double-clicking any row brings up the Workbill Employee
Payments And Extras screen.
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When opened, any existing payments and extras are displayed in two separate grids, along with payment or extra row for any
date in the payment range without an existing entry.

£37) L) |5 WorkbillEmployes Payments And Exras - asdasdasd for TLOI044/01 - dated 1. o
LY
' General
J @
Cancel  Accept
Navigate
Workbill payments
Employes Rolls, Kip e =
Date Hours | Level Rate | Pay value | Payslip text Paid? | Pay batch
» (71077 7.0 Manual B30 ES 00 Workbill 3sdasdasd 535
BT 3 66 anual EA06TFB00] iorkbill asdasdasd 5357V
18112017 00 Manual £000 2000 0+
Extra type Date Quantity Rate | Pay value | Paysliptext Paid? Pay batch
Leaver halid_ 17112017 00 £000  £71.00 Workbill asdasdasd 525
Leaver holid.. 1811/2017 00| £000  £400 Workbill asdasdasd 525
* (Net Set O
Remove
lorkbillEmployesPayments AndExtra

On each payment row it is possible to add a row for the same date via the “+’ button. Any non-integrated payment which is not
the first for the day can also be removed via the -‘button on the same row.

In the extras grid a template row on the bottom of the screen allows entry of additional extras as required, though the date

cannot go outside the payment range defined on the Workbill Employee Payments screen. Any non-integrated extra can also be
removed via the remove button under the extras grid.

Timesheet Integration

Workbill employee payments will continue to be integrated as before. In addition, any entered extras will also integrate to

timesheets based on the dates against which the extras are recorded. As with payments, any extras integrated from workbills
cannot be modified from the timesheet itself.

IT is possible to flag both one-off and contracted workbills as ‘Allow materials usage?’ so the actual material usage can be

recorded. It is also possible to match stores orders a workbill where material usage is then recorded against the workbill or
can be manually added by the user.

- . - - o
I oeod - Workbill Detail - as for The Green Man -- dated 03/01/2017

s

General

—J <;| C> l l - Notes p] l_,j -

)  Attachments

Close Previous Next | Save Suspend Postpone | Workflow

workbill  workbill
Navigate Save Other Record Workflow

(ioribili| Dates

Details

Workbill number | 13124 External reference

Workbill type Standard /@ Workbill category | Standard <@

Batch 197 - SE2

Site The Green Man e =

Contract MURPHD1/002¢1 - The Green Man 9

Client Yellowpatter Ltd 2abc

Task 1 — Daily office eleaning — Daily office cleaning

Title as

Contacts

Completicn 53

Acknowledgement &

AMlow materizl usage?
Workinstruction |  Customer specificworkinstruction  Assignment  Scheduling  Costand price
SUPFLIER COST
Description of work Vat code Total VAT Supplies/Labour
> s ~ 0.00 Labour v
* - -
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When posted, a taskbar button for ‘Stores orders’ allows access to a filtered list of stores orders matched to the workbill. In

addition, the taskbar button for ‘Material usage’ allows access to the material usage manually added or from matched
stores orders.

";‘ \ ol & M= Workbill Material Usage - Bush Boake Allen Ltd 1 for ABP Ports.ss -- dated 01/01/2019 O
| AL | I d
% | General |

I

Close Save

Navigate Save

| Material usage |
Workbillno. | 31941|@ Usage date
Product % Stores Order  Ordered Used Unit
25 = - 5 ® @
» | Food Safe Sanitiser Spray Odourless | 3279 2 100 Ea
|| ECOVER Techno Swan Toilet Cleaner x 750m | 3280 24 000 | Ea
|| Air Fresh Aerosol Reflls 280ml VANILLA | o 0 200 Ea

<

| Addproducts | Remove selected products

WorkbillMaternall/sage

BI0718 Templa Computer Sysfems Lfd .
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SUPPLIER WORKBILL INVOICING

Generally, the sales invoice for an Invoice on the confirmation workbill becomes eligible for creation as soon as the workbill
had been confirmed as completed. For sub-contracted (assigned to a ‘supplier’) workbills, the sales value of the workbill may
not be known until all costs have been received from the supplier, and this would normally be after the workbill has been
completed. This means that there is a need to delay the sales invoice production until the purchase invoices from the supplier
have been received, matched and posted.

Furthermore, a supplier may issue multiple invoices for a workbill (in particular for longer running ‘multi-stage completion’
workbills). In this scenario, there may therefore be a requirement to issue multiple sales invoices to the client.

With System control setting for Invoice supplier workbill on Pl post? ticked, non-supplier workbills will continue to be eligible
for sales invoice generation immediately they are marked as completed. Supplier workbills however will only become eligible
when a purchase invoice matched to the workbill completion record has been posted.

During invoice batch generation, the value of the purchase invoice received is compared to the budgeted ‘supplies’ cost of the
workbill. Where the purchase invoice value is less than the supplies budget, the full sales invoice will still be generated, though
it will be flagged as a ‘partial workbill invoice’ within the invoice batch, thus drawing attention to it. The user may then decide
to reduce the value of the sale invoice in line with the reduced value of the purchase invoice.

Any subsequent purchase invoice for the same workbill will be matched to an additional workbill completion record, and would
therefore trigger a further sales invoice to be produced (again, flagged as ‘partial’). In this scenario, the sales invoice will be
generated for any short-fall in the sales invoicing to date (i.e. if the original invoice had been reduced in value). Note that a
sales invoice will always be generated for each Pl/completion recorded, even if there is no shortfall in invoicing (i.e. it will have
zero value).

A completed subcontractor workbill with £50 budget supplies costs due to be billed out at £100:

Scenario 1: a purchase invoice for £50 is received - at the point the purchase invoice batch is posted, a sales invoice for £100
will be automatically created, either immediately if the sales invoice batch is already in existence, or when the sales invoice
batch is subsequently created.

Scenario 2: a purchase invoice for £70 is received - at the point the purchase invoice batch is posted, a sales invoice for £100
will be automatically created, immediately or subsequently (as above); this sales invoice will be highlighted to Sales Ledger,
who will then determine whether to change the sales invoice value manually.

Scenario 3: a purchase invoice for £40 is received - at the point the purchase invoice batch is posted, a sales invoice for £100
will be automatically created, immediately or subsequently (as above); this sales invoice will be highlighted to Sales Ledger,
who will then determine whether this purchase invoice relates to:

The workbill’s full costs - in which case Sales Ledger may or may not alter (i.e. reduce) the sales invoice

value manually.

The workbill’s partial costs - in which case Sales Ledger are likely (but do not have to) amend the sales invoice value
manually (e.g. from £100 to £80) and also amend the workbill to mark it for ‘multi-stage completion’ (thus allowing a
further Pl to be matched)

When a subsequent purchase invoice for £10 is received for the same workbill - at the point the purchase invoice batch is
posted, the un-invoiced sales value will be handled, i.e. in the latter’s case a sales invoice for £20 will be automatically created,
immediately or subsequently (as above); this sales invoice will be highlighted to Sales Ledger. Where, a further purchase invoice
is received or where the full sales invoice value was billed (or even exceeded), a zero-value sales invoice will be created for every
successive matched purchase invoice; this sales invoice will be highlighted to Sales Ledger via the new icon, so it can either be
deleted or an invoice value entered.

Note, to implement this functionality, the point when the new system control setting is changed should be carefully managed,

as TemplaCMS will only reflect the new setting from that point forward.
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TEMPLA MOBILE - WORKBILLS

Templa Mobile is designed to handle workbills for two purposes:

o The creation of one-off workbills and workbill quotes.
o Thessignoff (by the client) of completed workbills.

Data Volume
As with other modules of Templa Mobile, the data sent to the mobile device is restricted:
o Thedevice will only receive workbills that are for sites to which the registered device user is authorised.

o Workbills completed more than the defined (on the device registration) number of weeks ago, are removed by
the automatic housekeeping process.

To Do, Quotes and All

On access to the Workbills option on the mobile device, the user has presented options for To Do, Quotes and All.

Templa Mobile

Workbills

ﬁHome Todo Quotes  All

ransactions | search

ﬁ Quality audits

s<rx Stores order requests
L5

Workbills

i@ Service requests
Al

Workbill: 46238 AAMA/01 - AAMA 8th
Kitchen deep clean
:. Equipment audits Required: 22/10/2018 - 22/10/2018

(2 Staff training forms E

Frie
=], Data forms
Ef

Workbill: 46239 AAMA/01 - AAMA 8th
Kitchen deep clean
Required: 22/10/2018 - 22/10/2018

O Synchronise 0 item(s) pending E

The To Do list shows all in-complete workbills on the device, Quote only shows quote workbills whilst All shows all workbills from
the previous two list and any workbills which have been previously completed.

The To Do list may contain a mixture of posted workbills that are awaiting completion, and new one-off workbills (or quotes) that
have been created on this device but not yet sent to the TemplaCMS server.
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On selecting a workbill, workbill details are shown with tabs for each area of the workbill:

|
SE
AN
",

— Workbill: 17499

Workbill
Client
Contract
Site

Quote

Material usage

Title |Carpet clean |
Task 1- Daily office cleaning

PO ref | |
Assign Employee

Employee 2102 - Darren Jones

All details here, and on the Work tab are read-only, as they have been approved and posted by a TemplaCMS server user.

Workbills created on the server, either from contracts or as one-offs, will be routed to the required device when approved for
distribution (either automatically or by manual release depending on system control settings). Once on the device users will be
able to take pictures, add employee hours and pay (depending on device registration set up) and complete the workbills.

When accessing the Workbills list from within a site, pressing the “+’ button will prompt the user with the following:

Are you sure?

Are you sure you wish to create a new Workbill?

A new workbill will then be created with the client, contract and site details pre-populated. The user will need to complete the
relevant details on each of the workbill tabs, with the following being mandatory:

Title

Task

Assign

Work instruction
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Templa Mobile - x

Workbill: New X ] < i)
ﬁ Home Header  Contacts Work Scheduling Costs Photos  Confirm

Workbill New
Client AAMA
Contract AAMA -DEMO
Site AAMA 8th

AAMA 8th

W1H 01A

Quote )
Material usage @

Title [ carpet clean |
Task | 1 - Daily office cleaning v |
PO ref | Tem008| |
Assign | site empioyee ~]

The impact of ticking the Quote checkbox is discussed later in this document.

On enabling the Materials usage options, the user will be presented with an additional Materials usage tab from which products

can be added:

Templa Mabile

Workbill: New

Header  Contacts

Add product

Usage date

Work

Scheduling

Material usage  Costs

Photos

Confirm

October

Templa Mabile

Workbill: New

Header  Contacts

Acknowledgement

Confirmation

Work

Scheduling

Override document delivery address?

Costs

Photos  Confirm

| JB - Black, Jane

| 1B - Black, Jane

Templa Mobile

Workbill: New

Header  Contacts

Work instruction

Woark

Scheduling

Costs

Photos  Confirm

| Deep clean all downstairs carpets except reception

Customer work instruction

| Carpet deep clean|
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On the scheduling tab complete the scheduling details such as when the work is taking place and the preferred day(s) of the
week (if enabled on System Control)

Templa Mobile - %
Workbill: New e} < @

Header Contacts Work Scheduling Costs Photos  Confirm

Required

26 October 2018
To

26 October 2018

Any time

Monday
Tuesday
Wednesday
Thursday
Friday

Saturday

0800000¢0

Sunday

Budgeted cost details can be entered on the Costs tab:

Templa Mobile - X
Workbill: New B < o
Header Contacts Work Scheduling Costs Photos  Confirm
Labour | £80.00 |Hours | 250 |
Supplies [ 2000 | Priee [ £15000 |
Total £100.00

Server processing of a workbill created from a mobile device is discussed later.

Photos can be added from the Photos tab. When taking photos relating to a workbill job, the TemplaCMS mobile user is
prompted to identify it as being Before, During or After the work has been done, plus add an optional caption to the photo.

Templa Mobile - X
Workbill: New B < @
Header Contacts Work Scheduling Costs Photos  Confirm
Take a picture Select image All
Before
During
After
Templa Mobile - X
Workbill image info < {at
Stage Before
Caption | Taken before work started, very dirty carpet] |
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Colour coding has been introduced for each stage, so the image row will be highlighted as follows:

o Red - Before
e Orange - During
o Green - After

Templa Mobile:

Workbill: New

Header Contacts Work Scheduling Costs Photos  Confirm

Take a picture Select image

If the incorrect stage has been selected at the point of taking the photo it can be amended afterwards.
Note, images will be imported in the order they have been taken on the mobile device.

Any workbill that has been completed on a mobile device will store its photos behind the completed workbill on TemplaCMS.
The Workbill type’s code is included within the document’s Owner details, and the caption (if entered) will appear with the
section in the document’s Subject. A TemplaCMS user will be able to amend the subject if required.

F:' Document Store - Workbill - Daily office cleaning for Bill's goat shed -- dated 01/05,/2017
i File Tools Help

:.:._ _,_,] Clage 1 | Open “ Hew '-'n‘g View E" Refresh -.".p‘nnt i. Excel ﬂ [slete w2 Expand m Collapse 'iﬁ.ubu refresh
i du Filter selected [ Un-filter selected |« Examine

Drag a column header hene o group by that column

FFl| 3 Crwner delails

Type Subgect
| @ 0 (=]
Warkbill - 108929 - Dailly office cleaning - Cleaning BT - Workbill - Before: Very Dirty Carpet
\odarichill - 10528 - Dasly office cleaning - Cleaning BT - Workball e After: Very Clean Carpat

Once the relevant details have been completed the user can click on the Confirm tab, enter acomment if needed and then select
the ‘Tick’ to send the workbill to TemplaCMS for approval:

Templa Mobile

Workbill: New

Header  Contacts Work  Scheduling Costs Photos  Confirm

Comments

‘Work completed

Are you sure?

Are you sure?

Are you sure you wish to confirm this Workbill? This will be sent ta TemplaCMS for approval

Yes No
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Workbill Sign-Off

Once the workbill has been approved it will be sent back out to the device for the user to complete it i.e. Employee pay, after
photos and sign off. The workbill sign-off details can be entered on the Sign off tab.

Templa Mobile
Workbill: 38548

Header Contacts Work Scheduling Costs Photos  Sign off

Signed by | Black, Jane

Name

| satisfied

Work completed on time and to our satisfaction

The Signed by field will display a list of all site contacts for selection and a “Somebody else” option, where “Somebody else” is
selected the user will be able to manually enter a name into the Name field.

The status field allows for the satisfaction or none satisfaction of a workbill to be record.

Once ticked as Completed, no further changes can be made, and the workbill is eligible to be returned to the server on the next
synchronisation. Note, that it is possible to un-complete a workbill, but only if the completion details have not already been sent
to the server.

Creating a Quote Workbill

When creating a workbill (as above) ticking the Quote checkbox identified the workbill as a quote. Cost and Price details can
be entered on the Cost tab.

A workbill guote may go through a number of actions during the negotiation and specification of the work to be carried out.
This allows a next action to be set for a given date, and ultimately the confirmation that it has been done.

Templa Mobile

Workbill: New

Header Contacts Work  Scheduling  Action Costs Photos  Confirm

Action due

| 26 ocober w18 ||
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When a new workbill created on a mobile device is received on the TemplaCMS server, the processing that occurs depends on
a number of system control settings as explained in section one of this document.

Default one-off waorkflow path I Orne off workbill approval

5l6

Default one-off quate workflow path I Quote warkbill approval
W Awuto post one-cffs when approved [does not apply to quates)
W Auto email client document to contact when one-off completed?
W Auto email client document to contact when one-off posted?

W Auto email quote document to contact when approved?

BACKGROUND

Templa Mobile allows workbill employee payments to be sent back to the TemplaCMS server as and when they are entered, this
allows payments to be sent to TemplaCMS after each day if the workbills spans multiple days.

DEVICE REGISTRATION

The device registration form has been extended to now include an option for Day level entry, the option will only appear if
Workbills has been enabled.

Q

L5 S e Device Regritration Detal « Terngls Mobee V2 « 505

Jedd @ &9 O

Oote Previcus  Nent Save Synchiorrse  Re-Cresme Send

foides  semingt  Heousdieepng
Navigate Save Record
Jeoersl QATerplstes  Sioves Tewglotes Outs Form Tenplaten  Tranog Tevglates Tearw  Dotes
Code Moble OS]
Descrgnoe Temghs Motsle V2 + 105
Type Mobie

G005 cond 455 HIRS< 1001 TOT)

£ Ogterze dots syne?

Verssor o @2
Motrle Dwvce
Las0Craed uner Mark Barmes -0
£ Grables? £ Mow partel wyee?
Duta 1o inchude Matory weeks Data 1o inchode Mastory weeks
& Convacm 1 [ St vaeng
[ aa T B Esupment st
7 Wiorktets 1 7] Service request
] Sioves coder requests 0 £ Duts b

) Actve HS soctes

Vorkbalin
Pay ONene () Hours anly (8)Hours and pay

o P —

Page 87|91

Document Ref: TEAM TemplaCMS - Workbills.docx Version:
TEAM Software by WorkWave | teamsoftware.com/legal

© Copyright 2021 TEAM Software by WorkWave



TEMPLA MOBILE

If the device registration has been setup to allow Day level entry then Templa Mobile will display the workbill employee
payments as a summary (by date). The summaries will initially be created for each day the workbill spans, but dates can be

added outside of the schedule to and from dates as required. In this way payments can still be made if a job was started earlier
than planned or has overrun.

Please note: when adding a new date, it must not be in the future of today’s date.

Workbill: 26271

Header Contects Work Scheduling Costs EEpay  Photos  Signol

A Templa Mobile user can drill down into the workbill payments for a specific date by tapping the date button, this will enable
the mobile user to amend or add payments as they do using the existing employee payment view.

Drate: 13062018

devier e

Leire i
depidres

il g
vy

Please note: payments can only be added/amended/removed for a date that are set to a status of Pending.

Payments can be removed by pressing the Remove button, this will remove any payments on the date that are at
a ‘pending’ status.

Once the payments have been completed the status of the summary can be set to Ready to send.

Hours Pay

500 £5020 | Ready to send

Document Ref: TEAM TemplaCMS - Workbills.docx Version:

Page 88|91
© Copyright 2021 TEAM Software by WorkWave

TEAM Software by WorkWave | teamsoftware.com/legal



Once a payment has been marked as Ready to send the workbill is then eligible to be sent back to TemplaCMS for import any
new payments. This will NOT complete the workbill, the Templa Mobile user will still need to Sign off the workbill in the normal

way.

TEMPLACMS - EMPLOYEE PAYMENTS

It is possible to group workbill employee payments on the payments grid:

:E) S s Wicekbill Employee Paymients - Multi dey payments fee The Indigo Man. -~ dabed 13/0872012 - 16706/2018
- General
Jdi=_ & ® B
¢ Attachments
Dose Save Add Shaw Clean Jack
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Mavigate  Save Other Recond
orkbill payments.
Tide Muls ey payments
Site The lecigs Man. L]
Cortract The ledigs Mzn. L]
Workhill no 2271 @ Team | Ear's seam o
Work instructon
]
Hours. Cost  Mew employee nobes
Contracted 0.00 £0.00
Sl 100 5520
“ariance

Fisloass piry | 120GR01E (2 o=l 7
Errployes Hours | Level Fste | Pay valus | Payslip bt Paid? Pay baich
QOBETT « Andes Chanton 200 Marupl E950 £15060 Workball Muls day payme (]
00823 - Ancire Wtialier 100 Manual £1020  E£M060 \noribell Mulk day paryme ]
4 Fislease pay - D602 (2 item) 600 £36.00
# Ralease pary | VE0GT0NE (2 ema) o £0.00
1100 8520
I o ey s @008 Tarpls Compoter Syatems L 4

If Day level pay? is being used on Templa Mobile then where the same employee works on a workbill over multiple days, multiple
rows for the same employee will exist with different ‘release to pay’ dates for each day’s pay.

Team Manager - Workbill Sequence

The team manager day view allows TemplaCMS users to set the sequence of the workbills within the date by use of the up/down
arrow buttons, this sequence is sent to Templa Mobile and will only take effect once the mobile user has sorted the workbill list

by date (by default the workbills appear in workbill number order).
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CUSTOMER PORTAL - WORKBILL SCHEDULE

The workbill schedule on the customer portal shows the actual workbills that are completed or scheduled, in addition to those
projected, as well as providing a separate schedule of ‘one-off’ workbills.

A Periodics and One-off tab exist for workbills on the customer portal:

e
.

TEMPLA
Logged in as templa

Home Admin

Deshbourd | Perodics | One-otts

norn
=0
2t

ste e o 17 Decar Py rem
= mm 1) 1)
@) 2nd 7L 30 (P) i) 2 i)
) 1t

= mm we) e wm
me
1ane
12
=@

e 5002, 3000 () 00 10 9
e ) ) )
3 = ) 1m09) 1)
atet 31 (p)

The calendar on the ‘periodics’ tab includes the following:
Completed contract workbills, showing their actual completion date.
Scheduled contract workbills, showing their ‘scheduled from’ date
Projected contract workbills, showing the calculated date from the contracted frequency.

Each of the above is suffixed when plotted into the calendar, in order to identify the status of the workbill. For example, 21st
(C), 15th (S), 12th (P).

(C) - Completed
(S) - Scheduled
(P) - Projected

The One-off tab also includes completed and scheduled workbills and are suffixed in the same way.

The workbill schedule drill-down screens on both the Periodic and One-off tabs also include the suffixes:
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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.



