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STEP 1: SETUP NEW QA SCORECARD

NB: only required if a specific client demands that they are scored differently or if audits
are required for other purposes, e.g. H&S (QAL50), Cupboard Checks, etc.

Add a new (or Copy an existing) QA scorecard

L& E s QA Score Card - Standard Score Card - 1-5 - O X
fpoesd

s | General |

JeEee d

Close Previous Next Save

Navigate Save
Scores  Dates
Coe
Description | Standard Score Card - 15

Score range to

Enter/set relevant fields, i.e.: text, value, colours and failed status

QA Score Card - Standard Score Card - 1-5 - o x
Close Previous Next Save
Navigate Save
General | Scores | Dates
Score Text Exclude? Value Apply flex?  Colour Force comments? Failed? Failure SR Failure SR source
0 Not Applicable 0.00 ] 216, 216, O O
1 Very Poor O 100 O B =500
2 Poor O 200 O I 28128,
3 Acceptable ] 3.00 ] 248,227, O O
4 Good [l 400 [l 171, 225, 1 1
5 Excellent O 500 O W 7.2 | |
GAScoreCardDetail © 2020 Templa Computer Sysfems Lid 5
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STEP 2: SETUP THE QA CRITERIA

I NB: only required if a specific client demands that they are assessed differently

Add each QA criteria, assigning the relevant type, e.g. compliance % range, plus for failure criteria considering the ‘Auto-
reschedule QA form?’:

QA Criteria - FAIL - 0 X
Close  Previous MNext Save
Mavigate Save
| General | Dates
coe = |
Description FAIL
Type |Cnmp|ianc:e perce | from | 0.00 | to | 7499
Colour |- 207.0,15 | Auto re-schedule Q4 form?
Creates SR | |
SR Source | |$:r|
Creates DF | |
] Mark the QA form as failed?
(] Print actualimaximum score on document?
(] Third party criteria?
RACHtermalletzi © 2020 Templa Computer Systems Lid _;

Add all other QA criteria, although once the first is created it’s easier to copy

TemplaCMS® - Contract Management System -- TemplaCMS Demo - ] X
i - . bR ky i H
ﬂ ) £ Check duplicates U e % : \_)i i | % Search ) Delete
& Auto refresh Ml w0 D e &' Clear Search Y Reinstate
Close Refresh Expand Collapse Open New Copy View  Print Filter  Un-filter o
label = | selected  selected #; Show deleted
List Row Filter Status
Merts QA Score Cards | (A Criteria

Service Point QA Criteria
=3 Customer Service ~
= =@ Quality Audits Drag a column header here to group by that column.

9 QAForms ) .

@ QA Batches A Description Criteria test C|

@ QAAnalysis = E|| =

Completed QA It 2
= © Completed QA oms = EXCELLENT Compliance percentage - 95.00 to 100.00
act in I QA2 GOOD Compliance percentage : 85.00 to 54,99
Payroll ! QA3 SATISFACTORY Compliance percentage : 75.00 to 84.59
Workbills Il Polass FaIL Compliance percentage : 0.00 1o 74.99
1
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STEP 3: SETUP ANY FAULTS OR FAULT GROUPS

NB: check if any new fault codes need to be added; this may be required if Service Requests
need to be created in certain circumstances for specific (new) faults

TernplaCMS® - Contract Management Systemn -- TemplaCMS Demo - m] X

\
e @

Service Point

ot check duplicates - ‘{]’J e =il Copy . "I W Search D Delete
@ Auto refresh - &, View - @ Clear Search Y Reinstate
Close Refresh  Expand Collapse Cpen  New Filter Un-filter .
g Printlabel || celected selected 38 Show deleted
List Row Filter Status

Alerts QA Score Cards  QACriteria
QA Fault Codes

=2 Customer Service
= =2 Quality Audits

@ QACriteria
@ QACriteria Structure

Fault Group AI

QA Fault Codes

= Fault Group : O - In-house Issue (4 items)
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@ G bnee S Cose Descripion Cretes R -
@ QA Analysis E| |§|| & & =
@ Completed QA ltems B e - 2i )
=3 Reports Admin
= =g Maintenance o A ACCESS lssue
© QAScore Cards D DEFECT. iie. blocked loo, lightbulbs, et

@ QA ltem Groups C Cleaning lssue

@ QAlems v —
< H Head Office lssue

ot in | M Manager issue, e g. stock not ordered, etc

Payroll 0 Op lssue, e.9. . unifarm, &
Workbills = Fault Group : S - Supplier Issue (2 items)
Billing E Equipment/Machinery lssue
Transaction Register 5 Stock issue
Stores o
Reports
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STEP 4: SETUP NEW QA ITEM GROUP

NB: only needed if the QA items are specific to this QA template or if reporting is
potentially needed at QA item group level

s TemplaCMS® - Contract Management System -- TemplaCMS Demo - O X
" | Genel |
U e .: - [ycheck duplicates - u e 23 Copy lei B Search D Delete
eAulo refresh - &, View ) - .J Clear Search Y Reinstate
Clese  Refresh  Expand  Collapse Open  New Filter Un-filter .
S Printlabel = selected  selected 188 Show deleted
List Row Filter Status

! Al J Jl J

Alerts  QAScore Cards  QACriteria QA Fault Codes  QAltems | QA ltem Groups

Service Point QA ltem Groups
@ QA Criteria Structure ~
@ QA ltem Groups Drag a column header here to group by that column
@ QAlems

5t Code Description

@ QA ltem Structure
|| =

@ QA Fault Groups
@ QAFault Codes

@ QA Template Types [ Cleaning Scored Questions
O Site Structures G Generic Questions
@ QATemplates
@ QA Audit Summary Report H Health and Safety
@ QA Compliance Summary Rep
=3 Customer Portal
=g Employee Portal
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STEP 5: SETUP ALL THE NEW QA ITEMS, I.E. QUESTIONS

Setup all/any QA items, assigning each to the new QA item group and flagging with the relevant data type, i.e. scorecard if
they are going to be scored:

Close Previous

Navigate
General | Dates

Code

Details

ltem group

Failure SR type

Source

Mext

QA ltem - Floors

Sawve

Save

Floors

Cleaning Scored Questions

Data type
(Owerriding score card
Repaort description

Description type

Score card

ha

A

(use system or contract default)

Dynamic

Add all other QA items, although once the first is created it’s easier to copy

0l

TemplaCMS® - Contract Management System -- TemplaCMS Demo - O X
.c - DCheckdupIicates < U @ j Copy H B Search @ Delete
Q?Aulo refresh hd @, View L"_" &’ Clear Search Y Reinstate
Close Refresh Expand Collapse Open New Un-filter .
3 Print label = calected i€ Show deleted
List Row Filter Status

=i o Mlerts QAScore Cards QACriteria QA Fault Codes | QA ltems S
Service Point QA ltems

@ QA Criteriz Structure ~

@ QA ltem Groups Group AI

g gi ::m”‘sswmre St Code A Description Failure SR Type SRsour SR Type when tick

© QA FaultGroups == o] of m  m

© QA Fault Codes =/ Group : C - Cleaning Scored Guestions (3 items)

O QATemplate Types

@ Site Structures | | c Floors

O QATemplates cz Ceilings

@ QA Audit Summary Report —
@ QA Compliance Summary Rep c3 Wwalls
=g Customer Portal C4 Skirting
=2 Employee Portal |
Cs \windows
Ce Toilets
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STEP 6: SETUP THE SITE STRUCTURE

NB: for ease of maintenance, its best to have a new Site Structure for each QA template,
although this is not strictly needed

Add a new Site Structure

@ W= ‘|z Site Structure - Standard Cleaning Qual... - O X

zeneral
General| Servicearsas QA templates  Dates

Code | STD |

Description | Standard Cleaning Quality Audit

Add all the QA areas (and QA sub-areas) required

it, as per the note at the bottom of the screen below

M - \!; Site Structure - Standard Cleaning Qual... — O %

| NB: changes to a “QA site structure” will affect QA templates (and thus QA forms) based on

Close  Previcus Mext Save Expand Collapse Rename Add sub  Delete
all all area area area
Structure I

El [E Internal Areas

: L[ Office Lreas

i [ Washrooms n

----- w External Areas

u COither

Changes to this site structure will affect any forms based on it.
SitaStructureletzi & 2020 Templa Computfar Sysfems [0 .
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STEP 7: SETUP THE QA TEMPLATE TYPE

NB: only required if new QA template of a different type (e.g. H&S Audit, etc) and/or if a
new QA template needs to be routed to a different QA workflow path.

@:‘. Jéa = QA Template Type - Cleaning Quality Audits - O x

General
Generzal | Dates

Code K

B | Cleaning Quality Audits |

Completion workflow path | |g;,,|
[«] Enabled for customer portal?
[] Enabled on mobile?
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STEP 8: SETUP THE QA TEMPLATE

NB: flagging as ‘Allow ad-hoc use?’ means the QA template can be used for one-off QA’s on any site/contract, else, if not flagged
this QA template has to be assigned to the contract as per Step 9; do not select ‘Complete by Site location’:

- 5 QA Template - Standard Cleaning Quality Audit - O X

Close  Previous Mext Save

Navigate Save

QAitems  Contracts  Mobileusers  Dates

Code STD

Description Standard Cleaning Quality Audit

Template type Cleaning Quality Audits <0

Site structure Standard Cleaning Quality Audit (i)

Print style Formatb ~ [1 Print score card on last page only?

Overriding score card | (use system default) A
Print images? Capture completer signature?

[] Auvto email recipients on contract when QA is complete?
Auto email only signed QAs
[] Complete by site location?

Allow ad-hoc use?
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Part 2: Assign QA Criteria

Assign QA Criteria (mandatory at header level) to the ‘Overall Criteria’ level and QA items to each area/sub-area, as necessary:

s QA Template - Standard Cleaning Quality Audit - | X

Drag a column header here to group by that column.
A Description
=
EXCELLENT
GOOD
SATISFACTORY
FAIL

— a@
J e e w70 O % e
Close  Previous Mext Save Expand Collapse With Show Amend  Clear] Add Add QAJ Delete
all all QA info  structure item critena | selected
Navigate Save Structure
General | Contracts  Mobileusers  Dates
=i Overall criteria
@ @A-1- EXCELLENT
@ @a-2-GooD
@ QA-3- SATISFACTORY
@) QA4-FAIL
=-F General
“@4 G1- Accompanied by Client?
Al G2 - Staff Punctual?
=B Internal Areas
E‘m Office Areas I‘ ] | QA tems - O X
@4 C1-Floors {_} ? |
ﬁ C2- Ceilings eneral
iﬂ C3-wialls Group ﬁl
_ g g fu'f'”'"g & | Code A Description
Ellﬂ Washrooms E" =]
@ C1 - Floors 1= Group : C - Cleaning Scored Questions (3 items)
{4 CB - Toilets cl Floors
iﬂ C7 - \wash Basins T o Ceilings
~f{4 CB - Showers/Baths —
= IF External Areas e Walls
- 4 C9- CarPark c4 Skirting
@ Other . _ _ cs Viindows
iﬂ 51 - Are you interested in \Washroom Services? — :
{4 S2 - Are you interested in 7 |8 Tailets
c7 \Wash Basins
cB Showers/Baths
Cc3 Car Park
o % = Group : G - Generic Questions (4 items)
G1 Accompanied by Client?
G2 Staff Punctual?
51 Are you interested in Washroom Services?
Close  Select [z F=r 52 Are you interested in ... 7 LM.::
List Row Filter
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STEP 9: ASSIGN QA TEMPLATE TO CONTRACT

Find the contract, create a new version and add the QA template via the QA tab:

| 5 Contract Q4 - The Guest House - (new) O x

4 a|

"9 @
Close | Accept Accept
and new
Navigate Save
Qs |
QArnumber | 1]
Effective 101092020 [v| to |notset) || [ Suppress in non working periods?
QAtemplate | Standard Cleaning Quality Audit (@
Title | Standard Cleaning Quality Audit (4]
Task 1 -- Daily Office Cleaning -- DOC Cleaning v
Basis Scheduled  |v| Frequency | 1/ [Months ]
Score flex | 100
Schedule details
O Specific OAM OPM @ Any time
——
Suspend Dates
[ Suspended? Last QA (notset) [
Auto re-instate |Iinntseﬂ v| Mext QA ||1 11/ 2020

NB: set the ‘Next QA date’ to the first day of the period when the QA is due for the
frequency selected, whereas the ‘effective from’ date can be left as defaulted.

Also consider if ‘QA recipients’ or ‘QA failure recipients’ are required for the contract.
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STEP 10: CREATE A QA FORM

If QA templates are assigned to contracts as per Step 9, then a QA batch would be generated (via QA Batches) at the start of
each month (or the end of the previous month) for the next month’s QA’s. On posting the QA batch and assuming that workflow
has been setup for QA’s then QA’s would be assigned to managers to be completed (in the same way that timesheets are) and
if managers have mobile devices, would be sent out to the mobile device. All QA’s created via a QA batch appear on the QA

forms list.

If QA templates are not assigned to contracts as per Step 9 and are flagged as ‘Allow Ad-hoc QA?’ then a one-off QA form can
be created from the QA Forms list for any site; alternatively, if QA templates are assigned to contracts as per Step 9 and are

flagged as ‘Allow Ad-hoc QA?’ then a one-off QA form can be created from the QA Forms list for just those sites the QA template
has been assigned to.

TemplaCMS® - Contract Management System -- TerplaCMS Demo - *
- ;_] Save PDF(s) #* Re-assess {7 Un-filter selected ‘-;j D
) Auto email to recipients @ Criteria report - “# Apply last filter @
ilter )
m Collapse wd Cancel QA {3 Finalise selected F Change filter %
List Row Filter Status
e QAFault Codes QAltems QAliem Groups  Site Structures QA Template Types QA Templates  Contracts | QA Form List 4 x
Service Point
@ QAForms
@ QA Batches Drag a column header here to group by that column
@ QA Analysis
e C:mp\ei:;d QA ltems |@ Po Di C Ty QAnumber Status Freguency Assigned to Scheduled date Scheduled |
=3 Reperts Admin BEEEE = of = of o
= =& Maintenance | A R .

@ QA Score Cards | = i ]-” L[ 1 QADS - Awaiting compl | One-off 28/04/2020

@ QA Criteria a D ]—U ] QA0S - Awaiting compl | One-off 28/04/2020

@ QA Criteriz Structure N -

B NN e Crne 208 s QAD6 - Completed One-off 241072020

< |
......... A0@L) 4 QAD - Completed One-off 30/07/2020

Contract Admin

Document Ref: TEAM TemplaCMS - How to Set Up a QA Template.docx Version:
© Copyright 2021 TEAM Software by WorkWave

Page 14| 15

TEAM Software by WorkWave | teamsoftware.com/legal



» 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.



