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INTRODUCTION

These training sessions notes & are designed with the intention of providing background information and useful hands on
experience of using general CMS functions and the CMS payroll module.

These notes are designed to complement the training and assist you at a later stage when away from the training
environment.

TEMPLA-CMS SIGNON

On launching the Templa Mobile application the user is presented Home screen allowing access to the Site Manager and
Employee Manager:

iPad ¥ 14:15 33%

— Welcome to Templa Mobile
® E L]
You have no data to sync

i
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The initial screen will advise the user if there is any data to sync. If there are any items to sync a message will be displayed
bringing this to the attention of the device user.

iPad = 15:55 48% M

Welcome to Templa Mobile
[ E L ]

TEMPLA

Fully integrated management software for cleaning centractors

1 item(s) waiting to be synced

i)
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On clicking the synchronize option the user will get the option to do a Full or Partial sync:

iPad = 09:16 79% -

— Device Synchronisation

nanagement sflwere lor clecring centacions

Full sync

Partial sync

A Partial sync will only send items from the device back to the main server
A Full sync will full will download items from the main server and send items from device back to the server.

On selecting the relevant sync option, the user will be presented with the following screen:
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Are you sure?
Are you sure you wish e syne tis
devica?

Click on Yes to continue:

iPad = 09:48 70% -

Device Synchronisation
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Sync options can also be accessed via clicking on the main menu icon:

12:15

Welcome to Templa Mobile

TEMPLA MOEILE

Fully iograred manogemen’ software for sleaning comvacior

You have no data to sync

33%_M4
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»me to Templa Mobile

settings

LA MOBILE

menagerTent sotwore for clering conacion.
ave no data to sync

N site manager
[] Employee manager

HS deliveries

O Synchronise 0 item(s) pendi...
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Configuration Screen

Clicking the menu icon on the top-left of the initial menu screen:

iPad = 14115
Welcome to Templa Mobile

i
TENTLAMERES

You have no data to sync

3%+

Will present the below screen from where the user can select the ‘Settings’ option.

The correct GUIDs and URL details need to be entered here to enable the TemplaCMS app to communicate with the main
TemplaCMS system correctly - GUID’s and URL details should be provided by your IT department or co-ordinator. For further

details please see the TemplaCMS Mobile Gateway.doc

09:49
bme to Templa Mobile
LE =l

cen
LN R

ave no data to sync

N site ma

O Synchronise 0 item(s) pendi...

iPag =

Server GUID

Settings I% < ﬁ}

16:51 BB be

‘ 9692a40d-88c0-46b3-a338-0blclee37637

Device GUID

‘ 93038fbB-bcd4-41ab-ab25-eeB7ef87abbé

Server URL

Detached from server? |

Image quality

Version 2.00.12

Privacy policy

Alternatively, enabling Detached from TemplaCMS server will clear the existing data from the TemplaCMS app, leaving the

mobile device user with the demonstration data.
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SITE MANAGER

Sites

On selecting the Site Manager option from the home screen, the user will be presented with a list of sites that they have

access to:

C, search

152-154 High Street - Staines TWI18 4AH

Blenheim Centre TW3 TNL
Car park A & B - The Bentall KT11TP
Centre

Centre Court Shopping Centre SW19 BYA

Elmsleigh Shopping Centre TW18 408

Hersham Green Shopping Centre  KT12 4HL

Houndsditch - Cutlers Exchange EC3A 7BU

Kings Mall Shopping Centre WE 9HW
MP Real Estate W& Car Park WG OHW
Palace Exchange Shopping ENZ GEP
Centre

iPad = 09:59 7% -

— Site Manager < ‘@

-

E 4w ® W T " I mnoo@
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On selecting a Site the user will be presented with the main site information such as contract name, address, contact details,
user defined properties, effective from and to dates, Site analysis details etc.:

R Serice 150 s -y
’7 f— Site info < ‘@‘
TFST - TEST
Contract FAANK - Frank's Sites
Augclrman Tast
Client Teut
Effactiug MA201Z - Hot set
Contract Review Date
R Cenract Purelsss Orie b,
Ai-hos Goods and Service RO ME.
Cantrast Tarmy
Contract Renewal Date
Contract type

MW CanzracE Valls
Contract Review Date

Camiran Parts Propary sl
Contact for Aooking Work
Telmphane Ko, far boaking in wors
Emnall for Bocking In woek
Aeditianal Email for buoking inwerk,
Acditianal Exnall for heoking inwees
Schedule of Works

Barmit e Seet

Access Time far Feriodics
Partizulur day fur Periadcs

Access Time far Windew Cleaning

Partiular day for Window Cleaning

Afizciass Datails
he—

With the relevant site displayed the user can then click on the main menu icon (see above) which will give them access to
additional site information such as Tasks, Pay, Roster, Billing, Equipment and Contacts depending on whether the user is
allowed access to these areas or not.

In addition to the above, if allowed, the user will also have access to the transactions for the site such as Quality audits,
Stores order requests, Workbills, Service requests, Equipment audits, Staff training forms and Data forms.

Please note: if no site is selected, then all transactions (i.e. Quality audits, Stores order requests, Workbills, Service
requests, Equipment audits, Staff training forms and Data forms) for all authorised sites for that user will be displayed.

s -

< @

FRANK - Frank's Sites

Test

Test

Jvex @ :

OUIHI012 - Mot wmt

|
B

-

&
.3
Q’L

Quality audits

®

Stores order requests
=5 Workbills
Service requests
Equipment audils
Stall raning lorms

Data forms

wiﬂ",‘ E. il
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On selecting the Tasks option, each contract Task and Budgets related to the task is displayed for each site contract:

Pag = 041 Tor
Tasks < ot
MUGG & BEAN
JAILY OFFICE CLEANING - DAILY OFFICE CLEANING

Starts 26/05/2015
Budger Wages Budget for Timesheets
Effective 01062017
ey 1 Weoks
Hours 444.00
value 2520
Employeas 12
Budget Metariaia
Eftective ouosr2017
Frequency 1Weeks
Value 100.38
2 - RE-CHARGEABLE GOODS - RE-CHARGEABLE GOODS

Starts. 26/05/2015
3 - PEST CONTROL - PEST CONTROL

Starts 260512015
4 - WASTE AST

Starts. 26/05/2016
5 - WASHROOM SERVIGES - WASHROOM SERVICES

Starts. 26/05/2015

On selecting the Pay option, the employee pay details are displayed, with the ability to drilldown into the employee details

via clicking on the Tap for more info text.

iPad = 10:59 78% m->

— Employees < {n}
MUGG & BEAN

8326 - DIANA DAVIDS

Tap for more info 8326 - Diana Davids - No approval
Task 1 - Daily office cleaning
Work type Manager
Effective 01/06/2017 - Mot set
Holiday method Basic
Pay type Default method - Actual

Hours Rate Cover|

Monday 8.50 13.50 0.00]

Tuesday 8.50 13.50 0.00]

Wednesday 8.50 13.50 0.00}

Thursday 8.50 13.50 0.00}

Friday 8.50 13.50 0.00]

Saturday 0.00 0.00 0.00]

Sunday 0.00 0.00 0.00]

8952 - ELIAS ELLIOT - NO APPRO\

Tap for more info 8952 - Elias Elliot - No approval
Task 1- Daily office cleaning
Work type. Cleaner
Etfective 01/06/2017 - Not set
Holiday method Basic
Pay type Default method - Actual

Hours Rate Cover|

Monday 8.00 8.50 0.00]

Tuesday 8.00 850 0.00]

Wednesday 8.00 8.50 0.00

Thursday 0.00 0.00 0.00|

Friday 0.00 0.00 0.00]

Saturday 0.00 000 0.00
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Roster

On selecting the Roster option, the roster details are displayed for the current week with the ability to move to the next or
previous week via clicking on the arrow icons:

iPad = 114 7% -

Roster [% < @

4— 06/11/2017 j‘

Mon Tue Wed Thu Fri Sat Sun

8.50 8.50 8.50 8.50 8.50 0.00 0.00
5.00 5.00 5.00 5.00 4.00 0.00 0.00
6.00 6.00 7.00 7.00 0.00 6.00 8.00
8.00 0.00 6.00 5.50 5,50 9.00 8.00
8.00 8.00 0.00 8.00 8.00 8.00 8.00
8.00 8.00 8.00 8.00 7.00 7.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
8.00 8.00 8.00 0.00 0.00 0.00 0.00
0.00 6.00 6.00 6.00 6.00 8.00 8.00
5.00 0.00 5.00 5.00 500 10.00 10.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00

MUGG & BEAN

Selecting an employee from the Roster option allows drill down into the employee details.
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On selecting the Billing option,

the contract billing details are displayed.

iPad =

MUGG & BEAN

BILLING FOR - 1 - DAILY OFFICE CLEANING
Text

Effective

Frequency

Price

Monthly

Annual

PO ref

Address ta

BILLING FOR - 1 - DAILY OFFICE CLEANING

Text
Effective
Frequency
Price
Monthly
Annual

Address to

BILLING FOR - 2 - RE-CHARGEABLE GOODS

Text
Effective
Frequency
Price
Monthly

Annual

1:20 T6% .

Billing < o}

Period:&DF - &DT
26[05/2015
1Months Advance
0.00

0.00

0.00

15397/15409

Mugg & Bean

Daily Centre Cleaning
2B/05/2015
1Months Advance
25606.03

25606.03

307272.36

Mugg & Bean

Estimated Washroom Consumables
26/05/2015

1Months Advance

500.50

500.50

6006.00

Document Ref: TEAM TemplaCMS - Mobile v2.docx Version:
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On selecting the Equipment option, details of all the equipment items available on the site displayed.

iPad & 11:59 1% .

— Equipment < @

MUGG & BEAN

MON STANDARD EQUIPMENT = NON STANDARD EQUIPMENT

Equipment Floor Machine
Supplier PB-VAC LIMITED
Purchased 2111042014
PAT 01/01/0001 - 01/01/0001

STANDARD EQUIPMENT - EXTENSION LEAD

Equipment EXTENSION LEAD 15 MTR
Supplier PB-VAC LIMITED
Purchased 05/02/2015
PAT 01/01/0001 - 01/01/0001

WACUUM EQUIPMENT - VACUUM EQUIPMENT

Equipment AS200B VACUUM CLEANER
Supplier PB-VAC LIMITED
Purchased 05/03/2015
PAT 01/01/0001 - 01/01/0001
Document Ref: TEAM TemplaCMS - Mobile v2.docx Version: Page 15|28
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The Quality Audit section of the Site Manager will show the user QA’s to complete as well as any historic QA’s.

QUALITY AUDIT LIST

On entering the Quality Audit option, Quality Audits are displayed in two lists:

To Do - list of QA’s that can be completed by the current user; these could comprise not only those QA’s assigned to
the current user on CMS but also any QA’s which the current user has authority to amend, by being assigned to a
(subsequent) node with

All - list of all QA’s that have been completed, by the current or other users, but only for those sites the current user
is authorized to

Plus - the ‘+’ icon allows the user to create a new one-off QA for the selected site.

P

= 15:02 6%

Il
2

<
N\

QA:New  Mugg & Bean

09111200

Filter - this allows the user to search for a specific site or QA.
Sort - allows the user to sort the list alphabetically and in ascending/descending order
Back - allows the user to go back to the previous screen

Home - this will take the user back to the Home screen and menu options.
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QUALITY AUDIT FORMS

The main QA details are displayed on the initial Header tab, with auditors needing to enter the Results and Sign off tabs to
complete the Quality Audit:

Pad = 14:54 57% iPac = 15:31 100% -
— Quality audit: New Mugg & Bean [% < @ — Quality audit: New Mugg & Bean [:% < -@
Quality audit Required
Client 091172017 T | 09/11/2017
Contract
Site Any time
Template
Frequency
Tide Generic one off
Task 1- Daily office cleaning
7 R | 3 |
Heaae scn Aesu i Scheduling ]

From here the user can complete scheduled QA’s.

QUALITY AUDIT RESULTS

The initial Results screen will display all top-level areas on the QA and once an area is selected the results grid is filtered down
to just display the items within the selected area.

iPad = 15:10 55% mm_) Pad = 15:10 5% M
f— Quality audit: New Mugg & Bean ? E : o4 < 1 34[ — QA: New [:’_?g < 1 aqr
Q
—_

Area selected, swipe for items Y

1

(OBNONNONNONNORNO)

4. Not audited

(Not set)

=

Page 1728
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The user can swipe left or swipe right to move through QA areas OR QA items and score each QA are area or QA item

as needed.

Pad 7 15:44 100% -

— QA: New B < o
— —
— Area selected, swipe for items —

4. Not audited

‘ Good

(Not set)

E Images

Comments, Fault codes and Images can be added to each QA Area or QA item, as required.

When Images are added, a picture can be taken or one can be included from the camera roll.

QUALITY AUDIT COMPLETION

Once all QA items have been scored and any failures had comments, plus optionally pictures taken, the user can progress to

the Sign off tab.

Once a signature has been supplied (if the client is present or ‘No Signature Given’ if not) and a name entered, the QA can

be saved:

iPad = 15:22 sS4

f— Quality audit: New Mugg & Bean [: 'f < PN

Signed by

Name Mrs L Jones

sign here.
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QUALITY AUDIT ONE-OFF

Users can generate one-off QA’s via selecting the ‘plus’icon and choosing a predefined QA template:

Stores Order Requests

Stores order requests (SOR’s) are displayed in three lists:

Are you sure?
Are you sure you wish to create & new
Qa2

No Yes

o To Do - list of SOR’s that need to be completed by the current user
o To Deliver - List of SOR’s that have been completed and the stores order is at the status of ‘Awaiting delivery’ or ‘Part

delivered’.

o All-list of all SOR’s that have been completed, by the current or other users, but only for those sites the current user

is authorized to

STORES ORDER REQUESTS - CREATION

The user can also generate Store order requests via selecting the ‘plus’icon and choosing a predefined Stores Order

template:

15:39

Ll

Stores Order Requests

1 searct

Request: New Mugg & Bean

sTem )

® < o

Document Ref: TEAM TemplaCMS - Mobile v2.docx Version:
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Shorets order requeit: New

Fegue il ruamber
Chent

Coreract

Ste

Tyee

Workbell ]

Cortact
Reguared date 1902007

PO e

Lumury Products

S2andad

'
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STORES ORDER REQUEST - PRODUCTS

On selection of the Stores Order template the user will be presented with a list of products, by category from where the user

can use the ‘slide bar’ next to each product to select it.

iPag = 15:54 49%m

— Stores order request: New V4 < @

Q searct

RCSMAT176 : ENHANCE EXTRACTION CLEANER
2X5LTR 411100 N\

RCSMAT4 : NEUTRAL PRO SPOTTER C

RCSMAT27 : BRILLO CONC. CLEANER DEGREASER
2X5LtTR 7511566 g

RCSMAT200 : DESCALER-QUICKSHINE-SINGLE DOSE

SACHET

RCSMAT31 : CLOVER BREAKER 12X1LTR CLEANER ()
DESCALER

RCSMATA0 : E-PINE 2X5 LTR PINE DISINFECTANT C
ADOBEEV

RCSMATA45 : LIFEGUARD CLEANER DISINFECTANT
5Ltr (-

iPad = 15:54 49%m

E Stores order request: New @ < @

Add New

Cleaning Chemicals : Carpet Cleaners @

|RC5MAT4 :NEUTRAL PRO SPOTTER |

Cost Requested Total cost

Cleaning Chemicals : Descaler @

|RCSMAT31 : CLOVER BREAKER 12X1LTR CLEANER DESCALER |
Cost Requested Total cost

Cleaning Chemicals : Disinfectant @

|RC5MAT40 : E-PINE 2X5 LTR PINE DISINFECTANT AOOBEEV |

Cost Requested Total cost

1]
el
D

Document Ref: TEAM TemplaCMS - Mobile v2.docx Version:
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quantities can be entered. The user will also be able to see the product costs on this screen:
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STORES ORDER REQUEST - CONFIRMATION

Once the required quantities have been entered on the above screen the user can click on the ‘Confirm’icon.

The from the confirmation screen the user can enter comments and then click on the ‘Flag’ icon to continue.

iPad =

Comments

15:54

Stores order request: New

eB <o

a5% M}

Needed asap

Workbills

Are you's

Are you sure?
ure you wish ta confirm this

stores order request?

No

Yes

The Workbill option allows users to see existing workbills for their sites. In addition to this the user can also raise quotes
whilst on site with the client for any additional work that may need to be carried out. Approval of quotes via workflow can be

setup from the main system if required.

o Sarvice T

Waorkbill
Client
Contract
Site

Quote
Material usage
Title

Task

PO ref

Assign

vk Sl 1y

1857

Workbill: New
New

Template Contract
Test

«©

N

% -

X <o

Site employee

1 =

£l

o Servise T

Work instruction

15:57 W

< om

Workhill: New

|Test

Customer work instruction

Vesctar Contaris

ek

Ehetns Cantir=
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The user can also confirm that work has been carried out, providing photo evidence if required. When selecting the Photo

option, the user will be prompted to choose Before, During or After - this is to record at which point of the work the photo
was taken.

14:01 62% Wy

—_— Workbill: 86125 < G}
@ B Al

Please select the image stage:
Before

During

After

) B == ) Jov

Header Contacts viork Scheguting

Costs Photos sign oft

At the point of completing the workbill the user can capture the signature from the client.

iPad = 14:08 1%

— Workbill: 86125 'ﬁ < @

Signed by (someane else) |
Name Mr R Smith |
Status |
Notes

Completed satisfactory

= ® =2 3 Go-

Headar Contacts wark

Schediing Costs Photes sign offt
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The Equipment Audits option will display all known Equipment items at a given site, the user will be able to properties,
update details such as PAT testing dates, change the status and add any photos where applicable.

o Sorelze T a0 CEX . o Sondze T maal CoXmm
Equiprment audit: New < {ot Equipment audil: New < [— ]
Equipment | G
o
Supplier | -
Category =
Asset no | -
Furchased | vt
b 5et
Last PAT [ Mgt g
Mext PAT [ -
Slaus furlrn el
po R adia]
Q W E R T ¥ ] P &
A 5 n] F G H K L retLm
@
+* Z X c W B M ; +
PR I | 123

The Service Request option allows mangers to raise complaints, compliments, general enquires etc., which can trigger Action
Requests which is fully customisable within the main system. The application will allow the manager to complete Action
Requests (where applicable) and add notes onto the actions request that are assigned to them.

168:34

Ho Sarvico %

Reference

Type

16:32

Service request: New

w

SR group |

Priority

Source

Subject |

Origin
Site

Site

Test - Test

[0
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Service request: New \@ %7 < ot

Note

Hm
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Data Forms

Data Forms could be employee-level or client/site-level:

Site level details, e.g. Door Access Codes, etc.

Site level contact

New Employee Details - these can be setup to create Employees
Change of employee details, e.g. address, bank details, etc.
Contract Pay Amendments - these can be setup to update the Contract
Holiday Requests - these can be setup to update the Employee Planner

A new Dataform can be created via clicking on the ‘plus’icon at which point the user will be prompted to select the relevant
Dataform template to complete.

iPad =

1416

Data forms

A search

Are you sure?
Are you sure you wish to create a new
data form?

No

Yes

The user must complete mandatory elements on the form before he is able to mark the form as completed:

iPad F

New Starter Form

Employee Details

14:17

Data form: New

50% . »

B < @

‘ ‘Hrst Name

Second Name

‘ ‘ Family/Surname

|

|

|Conwct telephone number

Test

|E Mail Address

‘employment and the company activities.

Natioan| Insurance

Marital Status

Select

Do you have any visa work restrictions?

Gender

Nationality

Select

used By the campany to provide me with infarmation relevant ta my

ot sef

Ethnic Origin

Do you have 3 Student Visa?

Hyes, to provide a

Emergency Contact Details

vo

dates.

Select

Name:

Name

| [Relationship

Telephone number.

Bank Details

|Te|, number
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Staff training forms are created on the main system and distributed to the mobile devices. Training forms will allow users to
add single or multiple employees (depending on set up of the training form).

The Results tab will outline the area in which the employee has been trained on.

o Service & 16:32

Template selection

Emergency First Aid at Work - Basic

o Service = 1632
Staff training form: New

@ First Aid

Emergency First Aid at Work - 1 day course

ET N

¥ ¢ £ @

On completion the Trainer and the Trainee will be prompted to sign the form. If this Staff Training was for a group of
trainees, then each trainee will be asked to sign the form, with discrete training records created for each trainee (employee)

once imported into TemplaCMS.
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EMPLOYEE MANAGER

Although majority of the use of the mobile application is within the Site Manager, there will be occasions in which the user
will need to view employee information which can be accessed directly from the Employee Manager:

iPad = 16:00 100% m—

f— Welcome to Templa Mobile
L2 i .

TEMPLA

Fully ntegrated managament soltwore for cleaning conoacion

You have no data to sync

Site manager

Employee List

The Employee Manager will display a list of employees that are assigned to the user’s sites (based on the
contract assignments):

Pad = 16:00 100% "
— A
— Employee Manager 24 < @

a

8389 - Agustin Nozon
9393 - Ali Muhiyaddiin
8482 - Ama Kouame
9083 - Amanjoot Hothi

8400 - Andrew Scott

8383 - Bayani Capina
9342 - Beatriz Saracho Delgado

8363 - Bozena Tarka

8805 - Carles Cadiz Quilodran

< 4w ® 90T R -IammOoo0® >

8620 - Carlos Betancurt Arias

9127 - Carlos Moncada

9240 - Carol Muggeridge

9190 - Cesar Urbina Rivas
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Employee Details

Within here you are able to access all the information that you have gained from each employee such as:

o Telephone/Mobile Number
o Email Address
o Emergency Contact and number
o Employee Photo
Emplq;eelrnn < @
A ome T

1 Seith Lane
Te
— Middlesex
@ Employee info

-

#=| Roster

Transactions

.
P Service requests

B suaft training forms
saz

B oaroms

2471072017

0 Synchronise 0 item(s) pendi.

Employee Actions

The user is also allowed to see any transactional data that relates to the employee:

o  Service Requests (that are employee-level assigned, not site-level assigned)
o Data Forms (that are employee-level assigned, not site-level assigned), e.g.:
o New Employee Details - these can be setup to create Employees

No Senvice ¥

=*B70 - JIM SMITH

Emergency contact

Emergency Aumbor

PROPERTIES

16:44 Sa% M

Employee info < ©

++670 - Jim Smith
1 Smith Lane

Middlesex

24/10/2017

o Contract Pay Amendments - these can be setup to update the Contract
o Holiday Requests - these can be setup to update the Employee Planner

o  Staff Training Forms

Back

A Home

@ Employee info

Transactions
. :
& sarvice requests
B2 staft wraining forms
Iy

E:l Data forms

Q) synchronise 0 tem(s) pendi.
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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.



