» TEAM Software

by WORKWAVE'

Manager Portal

Set Up/Configuration
TEMPLACMS

Version: 2 (CMS 6.1.0,2021.07a)




COMMERCIAL STATEMENT

This document is subject to any terms as per teamsoftware.com/legal.

Document Ref: TEAM TemplaCMS - Manager Portal Manual.docx, Version: 2 (CMS 6.1.0, 2021.07a) Page 2|18
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal


https://teamsoftwareinc-my.sharepoint.com/personal/keith_williams_teamsoftware_com/Documents/Desktop/Document%20Standardisation%20and%20Sharing/Already%20Updated/TEMPLA/TEMPLACMS/NEWSLETTERS/2021/DOCXs/teamsoftware.com/legal

CONTENTS

INTRODUCGTION ..cceeeeececcececercocecescaceccscscescscscessssssessssscssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssasssss 4
SCHEMATIC «eeeeeecereececcrcecoscacecescasescscasessssacssssssssssssscsssasssssssssssssssssssssssssssassssssssssssssssssssssssssssssssasesssssssse 4
TECHNICAL REQUIREMENT S . uututetetacrecesacrecesasresesassesscassesssassesessssesssassessssssssssssssssssssssssssssssssssssssessssssesas 5
Y] VL] SRR 5

(O 11=T 1 SRR SRRRPPRRR 5
TEMPLACMS CONFIGURATION c.cuteeeerereececercecesscecesescesssessessscsssssscsssssscsssssssssssesssssssssssssessssssssssssscassssnsns 6
SYSEEIM CONEIOL.utitieiietieieieetteteeee ettt e et e e te et et e e st et e s s e eseesteeseessanseessessesseessesseessansasssansenssessenseensansesssensensennsenns 6
ORI =TT a N =T A T= 1 LT PRRPRPPPPPRPRRPPIRE 7
FUNCEION CONTIOL 1utiiiiiiiiiieciiiee ettt ettt ettt e e e etbe e e e ssaae e e essaateeessaaseeessasaeesssssasessssssaessssnssessssssaeessssreeesssnraessssnrees 7
MANAGER PORTAL WEBSITE ..ccceeeeteececercecerercecesescecsscscscssescssssescesssesssssscssssssssssssscssssssssssssssssssssssssssssassses 8
o =3 | o PSPPSR TPPPPI 8

MY ROSTEE ..ttt et ettt et e e e e e e bt e e e e e s e s s e b bt e e eeese s ss s b bt e e eeesese s nsbbteeeeeses e nnbbaeeeeeseesnnnnbeeeas 8

Y XS NS SR 8

YLl (01 V=] 9

YTl R Ty = Ya 1= AT L =T SO PPRRRRRR 10

Roster Site/Task/EMPLOYEE/DAY SCIEEN ...cc.viviiriieriieetientestesteesee et esseesseesiressessesssassseessaesssesssesssesssesssessses 11
Adding @ TEMPOrary EMPLOYEE....c..cciiiieiieieieetetert ettt ettt ettt e st st e b e s bt et e sbesatebesatentesbesaeensens 15

ChaNEE PaSSWOIT....uiiiiiiieiieiiieieeeest st st ete ettt e sbe e s bt e satesstesstessbaesbeesssesssassseesseesseessaesssesssesssesssessesnseenseenseennns 16

(O 14 a =T gl oY g =] K3 16

o= 01U ) PP P PP PRSP PP PPROP 16
Document Ref: TEAM TemplaCMS - Manager Portal Manual.docx, Version: 2 (CMS 6.1.0, 2021.07a) Page 3|18

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



INTRODUCTION

The TemplaCMS Manager Portal system is a two-part application consisting of both client (TemplaUl) and server (WebAPI)
applications. These will be installed as a single website.

The client application is the front end of the system which the user will interact with using any web browser however it is
Internet Explorer is not used for this.

The server application communicates between the frontend client application and the TemplaCMS database.

The setting up of a secure connection via HTTPS as such Templa recommend that an SSL certification is used and applied,
also port forwarding is the responsibility of the client’s IT department or their external IT support company.

The TCP port will also need to be opened up to allow the TemplaCMS Manager Portal application to be accessible from
outside your network; this will also be the responsibility of the client’s IT department

For added security, all connections to the server application require a valid authentication ticket that TemplaCMS provides
once the user has successfully logged on to the TemplaCMS Manager Portal application. If a connection is detected without a
valid authentication ticket the connection is severed.

SCHEMATIC

CMS SQL Server IIS Server Client Browser

Q-9
D

==
TemplaCMS Client (TemplaUl) and
Database Server (WebAPI)
applications

The TemplaCMS SQL Theclient (TemplaUl) and server (Web API) Theclient will

serverthat holdsthe applications areinstalled on this serveras a navigate to the
core data forthe Main single website. The server website will login to Manager Portal

Application TemplaCMS thus the manager will use their application using
: TemplaCMS login details to access the portal their favourite browser
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TECHNICAL REQUIREMENTS

The following items need to be installed on the server that is hosting the TemplaCMS Manager Portal:

Microsoft IIS (preferably above version 7)
ASP.Net 4.6
.Net CORE hosting

Microsoft IIS must be installed on at least one server, IIS will host both the client and server applications, we recommend IS
version 7, however version 6 is acceptable.

TemplaCMS Manager Portal has been designed to be available across all major browsers; although still accessible, however,
Internet Explorer is not a browser that is supported and as such we do not recommend the use of it. Additionally, although
use on a mobile phone and other small handle devices is possible it is suggested to use a laptop/desktop PC or a larger size
mobile device.
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TEMPLACMS CONFIGURATION

TemplaCMS Manager Portal (MP) is configured to allow all users access by default.

The Manager Portal options are available under System Control > Service Point modules:

] EJ s System Contro M _ = X
System Control
System Core modules Service Point modules Add-In modules
System Setup Budgets Quality Audits Hygiene Services
Advanced Outlook Integration Payroll Customer Service Projects
Stores Forms Bl Reporting
Workbills Customer Portal
Billing Employee Portal
Accounts Manager Portal
Workflow Team Portal
Equipment
SystemControl © 20271 Templa Computer Systems Ltd
91 K System Control - Manager Portal O X
| & & | i
s
) General

e

Close Save

Navigate

Manager Portal

[]2:step login (viz email)?

Login URL http://templa-sgl1:81/
APl URL http:/ftempla-sgl1:81/wWebAPI/
Usual cover employees 5 weeks

2-Step Login (Via Email): this is a type of 2-step authentication for the user (i.e. manager) and where an E-mail is defined it
will email a code to the user to authorise their entry; this code is valid for 10 minutes, plus the user must have an email
address defined on their user.

Login URL & API URL: the login URL defines the address for MP but will be passed to Employee Portal (EP) System Control to
allow EP to render a link between the portals, with the API URL defining where the webservies has been installed - please do
not change these details.

Usual Cover Employees: the number of weeks the system will check to see if an employee has worked on the site previously;
these employee(s) will then show in the green when the list of employees is loaded within the ‘add employee’ option.
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User Details - Support Templa-CMS
General

J @9 d

Close Previous Next Save

Navigate Save

General | Portals UserRoles UserGroups

QA Templates  Stores Templates

Data Form Templates
Enabled for Manager Portal?

Training Templates
[~ Enabled for Team Portal?

Teams Restric 4 »

Allow single sign-on across portals

Linked employee Templa Demo User

Within the User Maintenance screen, there is a tab called ‘Portals’ which controls the options for:

Enabled for Manager Portal: if selected the user (i.e. manager) will be able to log in and use the Manager Portal

Allow single sign-on across portal: this setting controls if the user can log into the Employee Portal and the Manager
Portal at the same time; if ticked then you will need to select a Linked Employee

Linked employee: this option is to link the user and the employee records together

The Manager Portal utilises:

The Roster Manager functions for the user to be able to use the portal

The Staff Plan functions for the user to be able to amend details on the portal.
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MANAGER PORTAL WEBSITE

This just allows the user to log into the Manager Portal, prompting the user as follows:

M | ManagerPortal x |+ = X
& C 4 Notsecure | templa-sql1:81/login R ] ®

TEMPLA
Log In

User code

Password

SITE LIST

When a user logs into the Manager Portal, the default page is the ‘Roster - Sites’ which will list all the live sites that the user is
authorised to view (i.e. as defined on TemplaCMS via the user’s restricted analysis) and will show basic details such as the site
address and name:

M | | Managerfortal x |+ = X
&~ G A Notsecure | templa-sql1:81/myroster ® oY ®

TEM P LAC M S .:' TemplaCMS Demo Manager Portal

Roster - sites

EMPLOYEE PORTAL
CHANGE PASSWORD
TEAM PORTAL
Lteseut 212345101 A School
The Main Road, Exeter, West Sussex BR27DX
>
CMs123 CMS123
>
Test1 Garden Centre
34A Oxford Gardens, London, W10 5UG
>
WH HEAD OFFICE WAREHOUSE
The Unit, MAIN INDUSTRIAL EST, Tonbridge, Kent
>
Z12345/02 School storage
The Side Road, Exeter, EX4 3PL
>
XYZ987/01 Shop 1
The Pantiles, Tunbridge Wells, Kent, TN16 3BY
>
XYZ987/02 Shop 2
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Filter: this can be used to filter the sites on either the site code (e.g. below entering ‘ABC’ then pressing ‘Search’), site name
or site address:

0 | | ManagerPortal x |+ = X
& C A Notsecure | templa-sqi:81/myroster R I ] ®

TEM P LAC M S "' TemplaCMS Demo Manager Portal

MY ROSTERS

Roster - sites

EMPLOYEE PORTAL

CHANGE PASSWORD

TEAM PORTAL
LoG out ABC123/02 The Guest House
123 Guest house, Kent TN13 6BY
>
ABC123/01 The Main House
25 High Street, South-West London, TN11 9JG
>

Clear: this will remove the filter and re-display the full sites of sites that the user is authorised to.

SITE ROSTER

To enter any site to view the roster, the user can click on the site; this will then automatically set the date to the current date
and then show the employees that are contracted to the site:

0 | | Managerportal x |+ = X
&~ (@) A Not secure | templa-sql1:81/myroster/site/1/The%20Main%20House/2021/8/23 % 1= fE

TEM P LAC MS 'E' TemplaCMS Demo Manager Portal
MY ROSTERS Roster - The Main House - Mon Aug 23 2021

EMPLOYEE PORTAL

< Back to My Roster
CHANGE PASSWORD
s o

LOG oUT

Mon 23 Tue 24 Wed 25 Thu 26 Fri 27 sat 28 sun 29
0008 Murray Moore 1.00 1.00 1.00 1.00 1.00
0012 Anthony Atherton 1.00 1.00 1.00 1.00 1.00
0015 Beryl Bowen 1.00 1.00 1.00 1.00 1.00
0018 Caesar Coles 7.00 7.00 7.00 7.00 7.00
0026 Teresa Theiss 2.00 2.00 2.00 2.00 2.00
0042 Wendy Westling 3.00 3.00 3.00 3.00 3.00
0042 Wendy Westling 1.00 1.00 1.00 1.00 1.00
0044 Jackie Juhl 2.00 2.00 2.00 2.00 2.00
0045 Eliseo Edhu 3.00 3.00 3.00 3.00 3.00
0049 Lincoln Lydon 2.50 250 2.50 2.50 2.50

Once the user has gone into a site, they have additional options which are:

Back to Roster: this will take the user back to the list of sites that they have access too

Filter: this allows the user to filter to a specific employee

Prev: this allows the user to look at the previous week’s schedule (based on the current date); if changes have been
made, a warning will be given to prompt the user to save

Next: this allows the user to look at the next week’s schedule (based on the current date); if changes have been
made, a warning will be given to prompt the user to save

Padlock: this control is a mechanism to identify that they have completed work on a particular roster/week but this
is not linked to the timesheet ‘Week completion’ flag as one roster week could include employees from multiple
payrolls. Please note: where an entire roster/week falls before the last posted date for the payroll, the padlock will
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be automatically applied which will put the data into a ‘Read-Only’ form, thus if any further changes are required the
user will need to ‘unlock’ the roster/week

Save: this will become available if changes have been made and will send any amendments back to TemplaCMS to
update the staff plan and/or timesheets; changes are only made at this point so any accepted amendments are not
saved until this point

SITE ROSTER AMENDMENTS

To update a Roster the user needs to click on a site, at this point you can see the hours the employee(s) are set to work
throughout the week plus any variances:

M | ManagerPortal x |+ = X
&« & A Notsecure | templa-sql1:81/myroster/site/1/The%20Main%20House/2021/8/23 7B 1= ’E
TEMPLACMS 3! TemplaCMS Demo Manager Portal

IEESIEE Roster - The Main House - Mon Aug 23 2021

EMPLOYEE PORTAL

< Back to My Roster
CHANGE PASSWORD
o a

LOG oUT

Mon 23 Tue 24 Wed 25 Thu 26 Fri 27 sat 28 sun 29
ABC123K aily Office Cleaning — DOC Cleaning III 2350 2350 3.00
0008 Murray Moore 1.00 1.00 1.00 1.00 1.00
0012 Anthony Atherton 1.00 1.00 1.00 1.00 1.00
0015 Beryl Bowen 1.00 1.00 1.00 1.00 1.00
0018 Caesar Coles ? ¢ ® 7.00 7.00
0026 Teresa Theiss 2.00 2.00 2.00 2.00 2.00
0042 Wendy Westling 3.00 3.00 3.00 3.00 3.00
0042 Wendy Westling 1.00 1.00 1.00 1.00 1.00
0044 Jackie Juhl * 2.00 2.00 2.00 2.00
0045 Eliseo Edhu 300 ® 3.00 3.00
0049 Lincoln Lydon 2.50 250 2.50 2.50 2.50

0040 David Dunlap 500

Save

Any variances to contracted (not budget) hours will turn the ‘green’ to red with an up and down arrow to indicate if it is above
or below the contracted hours; this may vary to the budgeted hours, i.e. if there is a vacancy within the contracted hours. If
any absence, cover or holiday exists, this is shown using coloured pins (as per Roster Manager) as follows:

Red pin = Absence
Blue pin = Holiday
Green pin = Cover
pin = more than one adjustment on the day

Clicking on a specific cell (i.e. for the relevant task/employee/day) will access the Roster Day screen - see below
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ROSTER SITE/TASK/EMPLOYEE/DAY SCREEN

This screen shows the details for the selected Site/Task/Employee/Day:

0 | | ManagerPortal x |+ = X
&~ (@) A Not secure | templa-sql1:81/myroster/site/1/The%20Main%20House/2021/8/23 Y6 1= ’,E

TEM P LAC M S .' TemplaCMS Demo Manager Portal

e Roster - The Main House - Mon Aug 23 2021
EMPLOYEE PORTAL
0012 Anthony Atherton OPERATIVE
CHANGE PASSWORD
Fri Aug 27 2021
TEAM PORTAL
LOG OUT Planned 09:00-10:00
Actual ?
Net 1.00
Contracted 1.00
Select a reason.. v
Rate 000

Notes

4

Employee - the employee payroll code and full name are displayed at the top of the screen, along with their ‘work type’ (e.g.
cleaner, supervisor, etc) plus the date being reviewing (e.g. Tue Apr 14 2020)

Next/Prev - these go to the next or previous day for this site/task/employee; on reaching Monday or Sunday it is not possible to
back or forward any further, as each roster week is treated in isolation so any changes need to occur for the week

Planned - this is the planned shift time(s), if defined

Actual - this is the actual shift time(s) which will only be populated if T&A is being run for this site so if it is not OR if no T&A
details exist yet then a “?” will be shown, whereas if the employee has logged in but not yet logged out, this will appear as
follows, e.g. 05:58-00:00

Contracted - this is the contracted hours (or temporary contracted hours if temporary joiner)
Net - this is the contracted hours less/plus any timesheet adjustments so this is the hours to be paid
Holiday/Absence/Cover - please see “Adding a Holiday” , “Adding an Absence” or “Adding Cover” below

Notes - any notes added will be shown within the staff planner and within the internal text within the timesheet audit against
the day.
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Adding Holiday

If the user wishes to make a change by adding in holiday, they can click on the relevant day for the employee on the Site Roster
screen (above); it will then take them to a more detailed screen similar to the below:

0 | | ManagerPortal x |+ = X
<« & A Notsecure | templa-sqi1:31/myroster/sit £%20Main%20House/2021/8/23 % T ®

TEM P LAC M S :' TemplaCMS Demo Manager Portal

DS Roster - The Main House - Mon Aug 23 2021
EMPLOYEE PORTAL
0018 Caesar Coles OPERATIVE
CHANGE PASSWORD
Wed Aug 25 2021 prov | Next
TEAM PORTAL - -
LOG oUT Planned 09:00-17-00
Actual ?
Net 0.00
Contracted 7.00

Holiday 7.00
Absent 0.00

Select a reason ~

Rate

000

Notes

4

By clicking the ‘Holiday’ button this will default in the contract hours for the employee. It is possible for the user to enter the
number of hours, i.e. if a half-day has been taken.

Once accepted a blue pin will be shown on the Site Roster screen; if half a shift was taken as holiday and half as absence, then
once accepted a pin will be shown on the Site Roster screen.
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Adding Absence

If the user wishes to make a change by marking an employee as absent, they can click on the relevant day for the employee
on the Site Roster screen (above); it will then take them to a more detailed screen similar to the below:

0 | | ManagerPortal x |+ = X
<« & A Notsecure | templa-sqi1:31/myroster/sit £%20Main%20House/2021/8/23 % T ®

TEM P LAC M S .:' TemplaCMS Demo Manager Portal

DS Roster - The Main House - Mon Aug 23 2021
EMPLOYEE PORTAL
0044 Jackie Juhl OPERATIVE
CHANGE PASSWORD
Mon Aug 23 2021 m
TEAM PORTAL
LOG OUT Planned 06:00-08 00
Actual ?
Net 0.00
Contracted 2.00
Absence v
Rate 0.00

Notes

4

By clicking the ‘Absent’ button this will default in the contract hours for the employee. It is possible for the user to enter the
number of hours, i.e. if an employee left 15 minutes early. If the user has used the absent option, they will need to select a
reason for the absence. This will pick up the default absence reason on System Control if it has been defined.

Once accepted a red pin will be shown on the Site Roster screen; if half a shift was taken as holiday and a half as absence, then
once accepted a pin will be shown on the Site Roster screen.
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Adding Cover

If the user wishes to make a change by adding in cover, they can click on a relevant day for the employee on the Site Roster
screen (above); it will then take them to a more detailed screen similar to the below:

0 | | ManagerPortal x |+ = X
& @ A Not secure | templa-sql1:81/myroster/site/1/The%20Main%20House/2021/8/23 % T fE

TEM P LAC M S .:' TemplaCMS Demo Manager Portal

DS Roster - The Main House - Mon Aug 23 2021
EMPLOYEE PORTAL
0040 David Dunlap OPERATIVE
CHANGE PASSWORD
Tue Aug 24 2021
TEAM PORTAL
LOG QUT Planned 2
Actual ?
Net 5.00
Contracted 0.00
Select a reason.. v
Rate 0.00

Notes

4

If the ‘Cover’ option at this stage is pressed it will populate the covers hours to match those that are not being worked (i.e.
due to absence or holiday) for that site/task/day, although this can be amended.

At this stage the user can enter the rate of pay that is being paid to the employee, even if ‘Override Rate override?’ is not
checked for the cover timesheet adjustment; if no cover rate is entered, then a ‘cover rate’ will be defaulted (either from the
employee if they are already on the site OR from the contract if a default cover rates or pay scales exist OR will be left blank if
a default rate cannot be determined) within TemplaCMS on saving this change back; this defaulted cover rate will then be
displayed when this site/task/employee/day is next viewed.

Once accepted a green pin will be shown on the Site Roster screen; if holiday ad/or absence where taken but then cover also
added, then once accepted a pin will be shown on the Site Roster screen.
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ADDING A TEMPORARY EMPLOYEE

There may be a need for the user to add in a temporary joiner to a sites roster, i.e. they are planned to cover an employee’s
holiday or absence. This can be done by clicking the ‘New employee’ option (shown below):

M | ManagsrFortal x |+ — X
<« @ A Not secure | templa-sql1:81/myroster/site/1/The%20Main%20House/2021/8/23 % = @

TEM P LAC MS ‘:' TemplaCMS Demo Manager Portal
HYROSTERS Roster - The Main House - Mon Aug 23 2021

EMPLOYEE PORTAL

< Back to My Roster
CHANGE PASSWORD
oo a

LOG ouT

Mon 23 Tue 24 Wed 25 Thu 26 Fri 27 Sat 28 Sun 28

ABC123/01 : 1 — Daily Office Cleaning — DOC Cleaning 23.50 2350 20.50 23.50 23.50 3.00

This will display the following screen where:

‘Sort By Description’ can be toggled to ‘Sort by Code’ or ‘Sort by Postcode’
Filter can be used to filter the sites on either the employee code (e.g. below entering ‘ABC’ then pressing ‘Search’ or
‘Enter’), employee name or employee postcode:

0 | | ManagerPortal x |+ = X
&~ (@) A Not secure | templa-sql1:81/myroster/site/1/The%20Main%20House/2021/8/23 S T 'ﬁ

TEM P LAC MS .:' TemplaCMS Demo Manager Portal
MY ROSTERS Roster - The Main House - Mon Aug 23 2021

EMPLOYEE PORTAL

Sort by Description
CHANGE PASSWORD
=
TEAM PORTAL
oG out 0015 Beryl Bowen TR2 4HD +
7992 Boyce e

The employees shown are those contracted to work on sites to which the user is authorised and not all employees within the
payroll data sources to which the user is authorised to.

Any employees displayed in green are those that have worked on this site within the last X weeks, as defined on
System Control.

Pressing the ‘+’ button will select the employee and add them to the ‘Site Roster’ screen, pre-selecting the default
‘employee work type’ as defined on the ‘Employee Work Type’ list within TemplaCMS
Pressing ‘Cancel’ will return the user to the ‘Site Roster’ screen without selecting an employee
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This allows the users to change their password where the new password must adhere to the rules defined on System Control:

0 | | ManagerPortal x |+ = X
< & A Notsecure | templa-sql1:81/changepassword % = ®

TEM P LAC M S TemplaCMS Demo Manager Portal

MY ROSTERS Change PaSSWO rd

EMPLOYEE PORTAL

Current Password
CHANGE PASSWORD

TEAM PORTAL

New Password
LOG oUT

Repeat Password

Change Password

If the company is also licensed for TEAM PORTAL or EMPLOYEE PORTAL, and the user has been setup to allow single logon (via
User Maintenance - see above) then options to access these other portals will be available from the main menu:

M | ManagerPortal x | 4+ - X
<« G A Notsecure | templa-sgl:81/changepassword L2 Y8 1= @

TEMPLACMS? ! TemplaCMS Demo Manager Portal

MY ROSTERS Cha nge Password

EMPLOYEE PORTAL

TEAM PORTAL

LOG ouT

This just allows the user to log out of the Manager Portal, prompting the user as follows:
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M | ManagerPortal x |+ = X

&« G 4\ Notsecure | templa-sqi1:81/logout o 5 1= IE

TEMPLACMS i TemplaCMS Demo Manager Portal

MY ROSTERS LOg O ut

EMPLOYEE PORTAL

Do you really want to log out?
CHANGE PASSWORD

Log Out
TEAM PORTAL
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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.



