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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.

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

environment.

SYSTEM

The QA module is separately licensed so a relevant license key must be obtained from Templa and applied to Templa-CMS.

The following default menu structure exists on the Service Point menu:

17 TemplaCMS - Contract Management System — v5.4.3

s

i File Window Tools Help

2 Clese ) Open @) New [F) Copy @, View @& Refresh (3a Print & Excel @) Delete S Search

@ Reinstate @ Clear Search Show deleted ®@ Expand @ Collapse

i & Filterselected [} Un-filter selected

Service Point

=3 [(Customer Service
=2 Quality Audits
@ QAForms
@ QA Baiches
@ Completed QA items
@ QA Analysis
= =@ Reports Admin
@ QA Analysis
£ ®2 Maintenance
@ Site Structures
@ QA ltem Groups
@ QAltems
@ QA ltem Structure
@ QACriteria
@ QA Criteria Structure
@ QA Score Cards
@ QATemplates
@ QAFault Groups
@ QAFault Codes
@ QATemplate Types
= Customer Portal

Drag a column header here to group by that column

A sterts | QA Template Types
QA Template Types

Description

=

Health & Safety Audits
Internal Checks

Quality Audits

Completion workflow path

=

Statuses need to be defined for QA prior to any maintenance setup - these are defined on the System Admin > Miscellaneous
menu and should be defined as follow:

¢ File Window Tools Help

i (J Close ) Open @) New [3) Copy @, View @ Refresh (3a Print & Excel Search QA

& ClesrSearch () Delete @) Reinstste [ Showdeleted ™@ Expandall @ Collapseall

g Bl Mers  Conrects  Siles  Vorkflow Manager  QAForm List | StfSearch | x
System Admin
@ System Control
£ %2 Functions Drag a column header hers to group by that column
@ Functi -
4 F::ﬂ:::samm [ st Code + Description Grouy InternalTyps
@ Function Group Siructure Qs Hew an Qs new
2 =g wioridlow Ad —
- me;; mn QA2 Pending approval QA QA pending approval
@ wiorkflow Manager QA3 Rejected QA QA rejected
@ Action Marager |
@ Frocess Sheets » Qant Approved QA QA approved
=3 Batch Admin QADS fuwaiting completion QA QA awaiting completion
=3 Gateway Admin -
598 Miscellaneous QA6 Completed aa QA completed
@ Forms (Captians) Qa0 Re-scheduled QA QA rescheduled
@ Mavigator Designer -
@ Siatuses QA8 Cancellsd QA QA cancelled
@ TS Adjustment Types —
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There is a vast range of new functions to cover all the new QA options. These have been grouped into the following two
function groups:

¢ File Window Tools Help

i (A Close ) Open € New [3) Copy @, View @@ Refresh (3a Print & Excel Search QA & ClearSearch §) Delete @ Reinstate Show deleted 3 Expandall ® Collapse all

L Bl Mleris Contracts  Sites  Workflow Manager QA Form List EREECEll Fuxion Groms x
System Admin Function Groups
@ System Cantrol

5 @ Functions Drag a column header here to group by that column
@ Functions = .
@ Funcion Groups B st Code Descrition
@ Function Group Structure aA - Quality audit functions

9@ Viorkflow Admin T N ) )
> e QAv Quality audit functions - view only

@ viorkflow Manager
@ Action Manager
@ Process Shests

=g Batch Admin

=g Gateway Admin

Bl =@ Miscellaneous
@ Forms (Captions)
@ Navigator Designer
@ Statuses
@ TS Adjustment Types

It is up to the Templa-CMS system administrator to add these (or other bespoke) function groups into their existing function
group structure so that only the relevant users see the relevant QA options.

GENERAL - EMAIL PREFERENCES

737 System Control - System Setup O
! File Tools Help
D Close |l Save

eneral  Bu

Email preferences | License

Body

Body HTML Overriding sender email sddress

~ B E

Document type

oioEE]

Subject
~ B E = =

QA form manual e-mail Quality Audit for site &SN
Quality Audit failures

Quality Audit for site &SN

QA completed item failures
QA form auto e-mail completion

QA templates Stores Order Reguest template &TC

The requested quality audit forms are attached

Please find attached a list of new failures
recorded on recent ouality aodits

Please find attached the results of the Quality
Audit nerformed at site &1

Please find attached a new copy of stores order
reanest femnlate RTC

Where a specific HTML formatted email is required for QAs, this can be optionally specified here. The HTML file must be
placed on a network path accessible to all users of TemplaCMS, and should it refer to any images, these too must be
accessible to all users of TemplaCMS. Note that the substitutions as can be seen above for the email subject may also be

used within the body of the HTML if required.

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

Page 6 | 49
TEAM Software by WorkWave | teamsoftware.com/legal



QUALITY AUDITS - TAB

W W L W P

37 system Control - Quality Audits O

File Teels Help

) Close kg Save

Quality Audits

QA administrator | X

Default score card

Standard score card 0
[] Default suppress in non-working periods
Aurto approve one-off QA forms

Show QAs on timesheets?

Q4 fault attachment type QA fault ® 'ﬂ'
Q4 signature attachment type QA signature & 'B'
(14 not signed contact Mot Signed = 'ﬁ' 2

Allow area level sconng

Completion reminder days g
Reschedule completion days g
Sync lapse alert hours 0
SystemContral_G4 & 20717 Templa Computer Systfems Lid

QA administrator - a TemplaCMS user notified of any site location changes made on the mobile device

Default score card - a default score card must be defined which is used on the contract QA tab as the default (unless
overridden)

Default suppress in non-working periods - if checked, a QA form would not be created from the QA batch process during any
non-working periods, as determined by checking the contract’s site calendar.

Auto-approve one-off QA forms - if checked, any one-off QA forms would not require workflow approval before being ‘posted’;
if unchecked, the ‘Quality Audit Approval’ workflow path will be used for workflow signoff.

Show QA’s on Timesheets - this needs to be checked if the QA tab is to be additionally shown on the timesheets, as
Workbills are.

QA not signed contact - a default contact needs to be assigned here to be used when a completed QA has not been signed (on
the mobile device) and thus no contact selected.

QA Fault & QA Signature attachment type - appropriate QA-level attachment types with the relevant permissions needs to
be assigned.

Allow area level scoring - the default can be set here which is then defaulted on to all QA templates created subsequently

Completion reminder days - the number of completion reminder days specified is applied as relative to the scheduled end
date of the QA, and as such will allow entry of either a positive or negative number of days. For example, with a scheduled
completion of 25", an entry of +1 would generate the reminder on the 26", whilst an entry of -2 would be the 237,

Reschedule completion days - where an ad-hoc QA is created as a re-schedule from another (failed) QA, the schedule date
range will now apply the nominated ‘re-schedule completion days’ to the current date in order to derive the ‘schedule to’
date.
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Sync lapse alert hours - this allows the user to define the number of hours after the last sync of each mobile device before an
alert is sent out to the nominated QA administrator (as defined above); if left as 0 then no alert will be sent.

TemplaCMS mobile options

The following fields are used in conjunction with CMS mobile:

QA fault attachment type

QAssignature attachment type

QA not signed contract

Allow area level scoring - allows scoring for the whole area.

QA COMPLETION EMAILING

During completion processing, the System Control settings will be used in preference to the standard email formatting, with
the necessary substitutions being performed on the subject and the contents of the HTML. Where the ‘Send emails from
customer service email address’ checkbox has been ticked, the nominated email address as defined on the accounts
datasource ‘Customer Service’ tab will be used in preference to the logged in user, or standard email address.

MANUAL QA EMAILING
When manually emailing a QA, the subject will be automatically formatted as per the system control settings:

-ema i
File Tools Help

New email message |

Email T
= Contact  Other [ |

cc I

Subject I QA for Marlin Chemicals Ltd menth 2013/March

[use standard layout]

OK Cancel |

| L’;‘/—'Fo.-??.'*_-_.'ns.-'}"|| ” B 2074 Templa Computer Sysfems Lid|

As can be seen in the above screenshot, if an HTML file is defined it will not be displayed here, but the body text will read ‘[use
standard layout]’. When the email is sent this will trigger the incorporation of the necessary HTML. If the user makes any
changes to this body text, then the HTML will be ignored, and the user defined text sent in its place.

Where the ‘Send emails from customer service email address’ checkbox has been ticked, the nominated email address as
defined on the accounts datasource ‘Customer Service’ tab will be used in preference to the logged in user, or standard email
address.
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The Customer Service tab on Datasource maintenance allows the customer service department’s details to be entered (where
they differ from the main company details) for printing on ‘Format2’ QA forms:

-

T Datasource Details - (new) l = | =l | Ea r

File Tools Help
) Close k) Save k) Saveand new [ Control details

General | Customer service | Dates

Customer service name | |

Address

Town

S KENT [~
Postcode

Telephone
Email
Fax

Website

Dafzsourcelstzl | Invalid code entered

MAINTENANCE

QA score cards are used to define how a QA is scored within your company - for example, some companies score everything
out of three, others out of five, others out of ten, etc.

GENERAL TAB
?QAScor&Card - Standard = | = £ ]
¢ File Tools Help
I]_:] Close H Save E! Saveand new <@ Previous Ep Mext _
Scores  Dates

Code STD

Dlescription Standard

Score range 1 E to |6 E

Comments

This has been defined as the default score card

RAScoreCardDetail

B 2013 Templz Computer Sysfems Lid .:

A

Score range - this should be the range you score (e.g. 1-5) plus one (i.e. 6 here) as a score entry needs to be defined for any areas
that could not be audited for any reason.
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SCORES TAB

.E. QA Score Card - Standard score card — ]

File Tocls Help
U Close H Save <@ Previous Ep Next

Score  Text Exclude? Value Apply flex? Colour Force comments? Failed? Failure SR Failure SR source
1 1 Poor 0 1w O [ =00 O
2 20K [l 2.00 O 255,192, O O
3 3 good O 3.00 O 0, 255,0 O O
4 4 Not audited O 2.00 O W 2008 O O

Score - the score, i.e. 1-5 in the above example; however, a further score option (i.e. 6) should be added to cater for areas that
could not be audited.

Text - description of the score but it is recommended that the score precedes the description, i.e. 3 - Good rather than
just Good

Exclude? - rather then giving a nominal score to any ‘not audited’ QA item or QA area, which in turn would pull the overall
score down, the option exists to ‘Exclude’ a QA item or QA area from being scored and thus from effecting the overall scoring
compliance. Thisis particularly useful during initial implementation when more generic (i.e. not building-specific) QA
templates may exist, e.g. for an office block with 10 floors or a school with ten classrooms, where unwanted QA areas could
be optionally excluded by the Quality Assessor

Value - the value of your score, for example 1 - Poor might score no points or 5 - Excellent might score an extra point; Not
audited in particular needs to be given a value, usually somewhere around the average of the normal score range

Apply flex - which scores can be flexed, for example if there are areas within a building that are more important (e.g.
customer-facing areas such as reception, board room, etc) then it might be desirable to flex the scores for these areas so they
again a fewer (or extra) points, i.e. a 4 - Very Good might be flexed by a score of minus 1 so would score 3 thus incentivising
the area manager to ensure his cleaning staff achieved the top score of 5 - Excellent in such key areas of the customer’s
business. As such, the top score (i.e. 5 - Excellent) should not be flagged to apply flex.

Colour - pick a colour to match the score

Force comments - Any score identified as ‘failed’ will automatically require the user to enter a comment describing the failure.
When checked the Force comments option require comments to be entered on other scores not flagged as Failed.

Failed - flag those scores considered by the company (not the customer) to be failures; failures can be counted and reported
upon, plus demand completion notes when completing QA forms.

Failure SR - it is possible to trigger a ‘service request’ for any failures for ‘Customer Services’.

NON-QA ‘SCORE CARDS’

In addition to defining one (or more) generic score cards for reporting back to the customer on your company’s QA
performance, score cards can also be created for other reasons. For example, whilst undertaking a Quality Audit, the
customer might ask for the gas or electric meter to be read or the company might require the person carrying out the Quality
Audit to check the uniform stock, etc. Such requirements typical need a Yes/No ‘score card’ to be defined, as shown below:

T QA Score Card - Yes/No EIEI'_J

File Tools Help
[J Close ke Save ke Saveandnew €@ Previous & MNext _

General | Scores Dates

Code YiN
Description YesiNo

Score range 0 lz‘ o (1 E

Comments
This score card for intemal use only
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-
717 QA Score Card - Yes/No -

SRRCR™ X

i File Tools Help
i [ Close | Save k) Saveandnew <@ Previous & Mext B
General | Scores | Dates

Score  Text Walue Apply flex? Colour Failed? Failure SR
0 No 0 W R
1 Yes 1 W oo
QAScoreCardDetail

82013 Templs Computer Systems Lid

QA Item groups

QA item groups allow QA items to be easily grouped together for maintenance and QA analysis reporting. Typically,
separate QA item groups would be created for each area of the business (e.g. Quality Audits, H&S, etc) and/or for each set of
templates (e.g. internal company QA items, external council QA items, etc.), for example:

737 TemplaCMS - Contract Management System - v5.4.3

=&

¢ File Window Tools Help
i (J Cose J Open @ New [H) Copy @, View @ Refresh G Print & Excel ® Search

@ ClearSearch () Delete @) Reinstate [ Show deleted ®@ Expand @ Collapse

i &) Filterselected [T} Un-filter selected

RN Mets  QATemplstes QA Criteris Sructure | QAltem G
QA ltem Groups

| @A Analysis Report Configurati

Service Point
@ Senice Requests -
@ Action Requests
=@ Staff Training
=3 Data forms
% Maintenance
=& Service Requests
@3 Action Requests
=3 Staff Training

Drag a column header here o group by that column

Description
=
Admin

Cleaning

=G Data Forms L

@3 Site Binder 0 Health & Safety
B =8 Quality Audits \nternal Checks

@ QA Foms

@ QA Batches

GENERAL TAB

QA ltems Structure QA Template Types

File Tools Help
i Close kg Save ke Saveand new <@ Previous Ep Next

(15 e roup Dot - o = = |

|Genera| | Dates

Cose

Description | Cleaning

RAfemGroupDeatai!

B 014 Templz Computer Sysfams Ia‘a’_:i

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

Page 11|49
TEAM Software by WorkWave | teamsoftware.com/legal



QA items are a list of the ‘things’ to be Quality Audited. The list of QA items should be kept as small as possible so should
include generic items (e.g. Toilets/Washrooms) rather than specific items (e.g. first-floor men’s toilets) as shown in the

example below:

¢ File Window Tools Help
i () Close () Open @ New

D Copy @, View @ Refresh 33 Print & Excel Search & ClearSearch () Delet= @) Reinstste [} Showdeleted ®8 Expandall @ Collapseall

Navigator B icrta QA Anciysis Report Corfgurations QA Score Card | QA hems x
Service Point
8 Customer Service
= =@ Quality Audits column header here o group by that column
A Fo
g NS St Code Description Failure SR group
@ QAsnalysis M Genersl: Uniform
Eh g»g:;ﬂms w2 General: Management Mesting
9 Maintenance 13 General: Puncuality
@ Site Struch
® Ghteme a Clening: Toiets & Washiooms
3 QACriteria c Clezring: Stairs
QA Score Cards
@ QATemplates c Cleaning: Windows
@ QA Fault Groups ca Cleaning: Desks/Bins
@ QAFaul Codes
s Cleaning Floors
Cc6 Cleaning: Walls
o1 Outside: Car Parks
» X-ACC Accompanied by client
XMR. Meter reading
r = 5
+1 QAltem - Uniforms — o
i File Tools Help
i Close kg Save k&) Saveandnew <@ Previous Bp Next
General | Dates
Code Liniforms|
Details Uniforms
Item group Cleaning @
Failure SR type &
Data type Score card lz‘
Overriding score card {use system or contract default) -
QAftemDetail © 2014 Templa Computer Sysfems Lid |
L

QA Item Groups - a QA item has to be assigned to a QA item group; these are used solely to enable easy grouping of QA items,
e.g. Cleaning QA items, H&S QA items, etc

Failure SR group - it is possible to trigger a specific ‘service request’ for any failures for ‘Customer Services’.

Data type - all QA items that are to be scored must have a data type of ‘score card’. However, other data types are available,
namely: text, check box, date, date & time, plus numeric with a various number of decimal places. Thus, for example, if the
clientis to accompany the company’s quality assessor or if meter reading is to be carried out, then these would be defined with
the following data types:

General | Dates

Code

RCS17
Details Urinals
ltem group Cleaning =0
Failure SR type =
Data type Check box |~ |

{Overriding score card (use system or contract default)
Report description

[ Force comments when ticked? [—| Force comments when not-ticked?
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Within the QA form on both Server and TemplaCMS Mobile versions, the ‘Force comments when ticked?’ and ‘Force comments
when not-ticked?’ settings, if applied, will require the user to enter comments based on whether or not the QA item is ticked.

Overriding score card - when a QA form is created, it will use the system control default or contract score card unless a
specific score card is associated with this QA item here.

Report description - a shortened description for use on the ‘QA Audit Summary Report’
Force comments - available on QA items for all data types except score cards and will work as follows (on TemplaCMS and the
mobile application) when used:

Checkbox data type - forces comments when made un-checked, i.e. “No”

Date fields - forces comments when no date is entered
Numeric fields - forces comments when no value is entered

Text - forces comments when left blank
None - forces comments

The Force comment when ticked? and Force comment when not-ticked? each have three options:

Yes
No
Bar
T QA Ttem - All OK S ECR -
File Tools Help

() Close k) Save <@ Previous Ep Mext

General | Dates

Code Ril3

Details AllOK

ltem group Cleaning “3‘*‘0
Failure SR type Cleaning guality issue %0
Source A

Data type Check box lz‘

Overriding score card | (use system or contract default)
Report description

Force comments when ticked? Force comments when not-ticked?

@ No (")Yes () Bar @ No (")Yes () Bar

. |

J
[0}
by
S
o
3

%

These QA item settings will affect how such QA items are completed on QA forms, be that on TemplaCMS or on the
TemplaCMS mobile application where if ‘barred’ the Comment box will not be available.

When completing a QA form, TemplaCMS will check each QA item to ensure that comments are entered based on the details
defined on the QA item’s definition.

This applies when completing a QA form on the server, or on the TemplaMobile (v2) app.
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Create SR from Checkbox QA Item

A score card type QA item allows a failure SR type to be entered against it so any failed item on a QA form will spawn a service
request on completion. For other data type QA items it is not possible to create a service request on completion as they do
not count as failed.

For a checkbox data type QA item it is possible to enter an SR type when ticked and SR type when not ticked.

E=NEERl X"

- -
12! QAltem :AIIOK . ——

i File Tools Help
ﬂ:] Close H Save <@ Previous & Next

ot

Details All DK

E ltem group | Cleaning hali)
|| SRpewhenticked | |
| SR type when not ticked | Cleaning quality issue |‘§)|o|
| o | -
| Datstype | Check box (=]
Overriding score card | (use system or contract defaul) |
Tt | |
Force comments whenticked?  Foroe comments when not-ficked?
©@No (Yes () Bar ©No (Yes (Bar
|
I
|
|| P— 2076 Templs Computer Systams 117 ]

When either option is entered, on completion of a QA a service request will be created using the relevant SR type based on
whether or not the QA item was ticked.

QA Item Structure

This informational grid shows which QA items are used on which QA templates - thus if any QA items are to be changed, the
QA templates affected can be quickly checked, or it they are not used at all they can be easily identified:

127 TemplaCMS - Contract Management System -- TemplaCMS DEV e e —— o L] @ ]
: File Window Tocls Help
i (J Close

i (32 Print & Excel ™3 Expand ® Collapse @ Cleargrouping & Iiemsintemplates 4 Templates in items

AMerts  Contracts QAForm List  Completed QA ltems  Service Request List  Users
QA ltems Structure

Template

Vlorkflow Paths | QA ltems Structure |

Service Point
513 Cusiomer Service &
@ Address Book
@ Service Requests

@ Action Requests Item
=g Staff Training =
=& Dataforms = Template : - NOT USED (10 items)
= =@ Maintenance tom
=@ Service Requests .
=@ Action Requests 202 - Windaws being cleaned to programme
E Siaff Training P Perception
Data Forms
= Site Binder 9-Good
% Quality Audits pp - Poor
@ QAFoms e
@ QABaiches
@ Completed QA items TM-a
@ QA Analysis 74 - New item
=3 Reports Admin
E ®g Maintenance test123 - test
@ Site Structures ax
@ QAltem Groups
@ QAliems L -6
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QA criteria are the definition of the measurements (i.e. performance rating) against which the company’s QA process is to be
measured; for example, the company’s QA process might have the following compliance percentages:

¢ File Window Tools Help

i Close {J Open @) New [3) Copy @, View @ Refresh Sa Print & Excel Search & ClearSearch () Delete @ Reinstate Show deleted =3 Expandall @ Collapseall -
L Rl Mlerts QA Analysis Report Configurations QA Score Cards QA lkems | QA Criteria x
Service Point
=3 Customer Service
B8 Quality Audits Drag a column header here to group by that column
@ QAF
° ﬂ: Eetetes St Code Description Criteria test Creates SR
@ QAanalysis 0 Foor Compliance percentage : 0.0010 39.99
B 92 Reports Ad
= ;DSHMT";;S yoo@ Average Compliance percentage - 40.00 to 53,83
B 2 Maintenance 0 Good Compliance percentage - 60.00 to 79,93
@ Site Structures _
@ QA fems 04 Very good Compliance percentage : 80,00 to 93.00
@ QACriteria 05 Excellent Compliance percentage - 33.01 to 100.00
@ QA Scors Cards
@ QA Templates FC Failed too many Fail count : 2.00 to 933.00
@ QAFault Groups
@ QAFault Codes

GENERAL TAB
f -——
+ 1 QA Criteria - Poor I. | "J
File Teools Help
J Close k) Save k& Saveand new <@ Previous B Mext
General Dates "
Code [01]
Description Foar
Type Compliance perce [« from poo| te 3993
Colour B 25500 EI Auto re-schedule QA form?
Creates SR
RACfenaletan B 2073 Templa Computar Sysfems Lid

Type - defines the type of measurement being undertaken where the options are:

Average score
Compliance percentage
Fail count

Fail percentage

Regardless of the type selected, the ‘from/to’ range must be entered; these ranges must be defined so that they correctly
cover the full spectrum and there are no overlaps or gaps.

Colour - pick a colour appropriate to the type’s range

Auto re-schedule QA form - if the Quality Audit is of unsatisfactory compliance then by checking this checkbox another one-off
QA form will be automatically created in order for a subsequent Quality Audit check to be carried out. This subsequent QA
form will be sent into Workflow using the ‘QA Approval’ workflow path unless the system control flag has been checked to
auto-approve ad-hoc QA forms.

Creates SR - when selected it is possible to create a Service request for any such flagged QA items for Customer Services.

This informational grid shows which QA criteria are used on which QA templates - thus if any QA criteria are to be changed,
the QA templates affected can be quickly checked.
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QA criteria’s allows the user to select whether they would like the actual score to be printed alongside the QA

criteria measure.
The Print actual/maximum score on document? check box allows the user to enable/disable this new feature:

(53] oo crieea s kT Bl a—— (e s i |
: File Tools Help
ij Close H Save <@ Previous Ep MNext
General | Dates
Code KPI1
Description KFI - Excellent
Type Compliance peroelE‘ from 000 | to 100.00
Colour - 0, 255, 0 IE‘ |:| Auto re-schedule QA form?
Creates SR ﬂ
SR Source ﬂ
[ Print actualimaximum score on document?
RACritaraletEil & 2016 Templa Computer Systems Lid 3
h

There should be one Site structure per QA form, although ideally Site structures (in the similar way to ‘site calendars’ for

contracts) should be as generic as possible.

GENERAL TAB
T Site Structure - STANDARD OFFICE BLOCK = | B i)
: File Tools Help
i [ Close | Save ke Saveand new <@ Previous Ep Mext
General | Service areas  (QAtemplates  Dates
Code OFFICE
Description STAMDARD OFFICE BELOCK
Comments
[This site structure is for a standard office block with up to ten floors -
N
SifeStructureletai B 20713 Templa Computar Sysfems [fid "
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SERVICE AREAS TAB

All key areas and sub-areas should be added to the building, as shown below:

-

E?E Site Structure - STANDARD OFFICE BLOCK = | B |

: File Tools Help

! Close H Save H Save and new <3 Previous Ep Mext g

El e e e o] = =
;=3 Expandall @ Collapseall Ia Rename ﬁ Add area @ Add sulb area

General |Ser|.ric>earaas | Qitemplates  Dates
=-[E) Building
@ Management

----- [E) Mon-reception
®
{8 2nd Floor
{3 3rd Floor
~{E 4th Floor
{3 5th Floeor
-~{E th Floor
{3 Tth Fleor
{8 8th Floor
{8 Sth Floor
~{§ 10th Floor
EHE) Outside
i@ Car Park

Description 1st Floor |

Changes to this site structure will affect any forms based on it
SiteSiruciureDetail 82773 Templs Computer Sysfems Lid e

Area properties - the description can be amended

Add area /Add sub area - as many nested levels as required can be added to the site structure

QA TEMPLATES TAB

This tab shows the QA templates that are assigned to this Site structure - these cannot be added or removed from this site
structure maintenance routine, so these details are purely informational.

'37 Site Structure - STANDARD OFFICE BLOCK . . - = | B i)

File Tocls Help

Uj Cloze H Save H Saveand new <@ Previous B Mext E

General  Service areas |{]Atemplates| Dates

Drag a column header here to group by that column.

GA template

p {KYZCOMPANY - XYZ Company, 1-3 Main Road, London (3 floors)
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There needs to be one QA template for every site or building to be Quality Audited.

GENERAL TAB

31 QA Template - Retail Template — O

File Tools Help
) Close ko) Save (€@ Previous Ep Mext
G |

(Genera QAitems Contracts  Mobile users  Dates

Code RT

Description

Template type Standard % '0
Site structure Retail Template 'B
Print style Formatd ~ [] Print score card on last page only?

Overriding score card | (use system default) F

Print images?

Auto email recipients on contract when QA is complete?
[ Auto email only signed QAs

[] Complete by site location?

[] allow ad-hoc use?

Comments

Template type - a valid site template type must be selected
Site structure - a valid site structure must be selected which then defaults on to the QA items tab, as shown overleaf.
Print style - there are a number of QA form formats, of which the second (Format2) additionally prints a footer logo.

Overriding score card - an overriding QA score card can optionally be assigned to the QA template where the QA score card
differs from the system default. QA score cards are applied in the following sequence: QA item, QA area, contract, QA
template, system.

Please note: a QA score card reference is stamped on the QA form when the QA form is posted (be that a contracted QA
or one-off QA) so that if the QA score card assignment is changed after the QA form is created, this will have no effect
on any existing QA forms; conversely, if the QA score card’s definition is changed, then this will have an effect.

Printimages - when checked, any photos that were capturing during the entry of QA results via CMS mobile either at header
or item level, will now appear on the QA form print at header or item level, with potentially multiple photos printing per row.

Auto email recipients on contract when QA is complete? - when checked, any form originating from such a flagged template
will e-mail to any QA form recipients checked on the contract ‘QA form recipients’ list, immediately after final approval of a
QA form.

Auto email only signed QA’s — when both this box and the above ‘Auto email recipients on contract when QA is complete?’ option
are ticked QA forms will be automatically emailed only where the ‘signed contact’ on the form is specified and it is not the
nominated ‘QA not signed contact’ as held on the ‘System Control -> Qaulity Audits’ option.

Complete by site location? - when checked, this will control the prompting of the list of sub-locations when completing a QA
form, be that on the main TemplaCMS system or the mobile device - see Site locations.

Allow ad-hoc use? - when checked, it will allow the QA template to be selected when creating a one-off QA regardless of whether
the template has been directly assigned to the site contract.
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QAITEMS TAB

|
17 QA Template - (new) - - — - ——

: File Tools Help
i [ Close k) Save ks Saveand new _

i ™@ Expandall @ Collapseall ¢ With QA @ Show info [ Amend structure g Clear Q4 Add QAitem & Add QA criteria ) Delete selected

General | QAitems | Contracts  Dates i

=52 KPls
=B Building
Management
EHED Ground floor
[ Reception
[E Non-reception
@ 1stFloor
{#) 2nd Floor
{8 3rd Floor
{82 4th Floor
[ 5th Floor
@ 6th Floor
3 7th Floor
) 2th Floor
{82 Sth Floor
{8 10th Floor
EHED Outside
B Car Park
B Gardens
# Other

[e][»]

Area properties
Area

Management
Score card (use system or contract default) =
Score flex 1.00 Include ratic 1E 1
QATemplateDetail ©2073 Templa Computer Systems Lid _;

KPIs - the QA criteria defined here is what the customer sees

Area properties — once the site structure exists, highlighting any area will allow the area’s properties to be optionally
overridden by:

Score card - adding a specific Score card as might be required, for example, if the management area just needed
to have a Yes/No score (rather than 1-5) or if a totally different score card range (e.g. 1-10 ) was required for a
certain area; this allows a score to be entered at ‘area’ rather than ‘item’ level and therefore applies the same
score to all items in the area, including nested sub-areas - this only works if all items under the area use the
same score card

Score flex - this might be required for key areas of the building, e.g. reception might have a score flex of 0.5 which
would mean every score is halved (with the exception of the top score which is not flexed - see QA score cards
above) so that this then drives the area manager to ensure cleaning is excellent in this area of the building.
Include ratio - if some areas do not need to done every QA visit then a ratio can be defined, e.g. 1:2 (every other
QA visit) or 1:3 (once every three QA visits), etc. - there is also some randomness as to the start point when ratio’s
are defined; this is designed to prevent area managers completing the QA form without inspecting

The buttons available at the top of the QA items tab will now be reviewed from right to left.

Add QA criteria

The Add QA criteria button should be used to add the necessary QA criteria - these will be automatically added into the KPIs
area of the QA template if no area is highlighted or in the required area within the building site structure if one is so
highlighted, as s/\own below:

'-? QA Template - XYZ C%mpany, 1-3 Main Road, London (3 floors) = 5
i File Teols Help
i () Cose k) Seve/kdd Saveandnew @@ Previous &) Mext
L Expand all ll/CcHar::e all Sy With QA 0 Show info [ Xmend structure o/ Clear Q4 AddQAitem &) Add QA criteria .
General | QA items/ Contracts ~ Dates
!
5] KPl — N
“5?_ N ++ QA Ciferia = | & —
P 0-p i
D 02- Avgrage i pife Tools Help
D 0 =
8 04 -\Zry good ) Close [¥) Select @ Refresh Search & ClearSearch &) Mew
@ 05- Excellent
=B Building Drag a column header here to group by that column
5 % );I'ACC - Accompanied ient ﬂ Code Description Criteria test Creates
anagement .
"\L.‘ FC - Failed foo many o Poor Compliance percentage - 0.00 10 35 5%
ﬁ i; genera:: Uniform " » 02 Average Compliance percentage : 40.00 to 59.99
4 A2 - General: Management Mesting -
G4 A3 - General: Punctuality 03 Good Compliance percentage : 60.00 to 79.99
B ? x’z‘?’ Meter reading o Very good Compliance percentage : 20.00 to 99.00
= rourn: loor
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Criteria properties - once added to the QA template, highlighting any of the QA criteria will allow the criteria’s properties to
be optionally overridden using the Override flag.

Please note: a QA criteria reference is stamped on the QA form when the QA form is posted (be that a contracted QA or
one-off QA) so that if the QA criteria assignment is changed here after the QA form is created, this will have no effect on
any existing QA forms; conversely, if the QA criteria’s definition is changed, then this will have an effect and if the QA
form has already been completed then the completed QA form can be ‘Re-accessed’ using the Re-access button to take
the latest QA criteria’s definition into account.

Add QA item

The Add QA Item button should be used to add QA items into the required highlighted area within the building site structure;
indeed, QA items can be multi-assigned to many areas as is the case below with “Cleaning: Toilets & Washrooms”:

-

T QA Template - XYZ Company, 1-3 Main Road, London (3 floors) = | B

i File Tools Help
) Close k) Save kd Saveand new €@ Previous & Next |

i wa Expand all ® Collapseall S With QA @ Show info [# Amend structure 9 Clear @} AddQAitem &) AddQAcriteria &) Delete selected

General | QAitems | Contracts Dates

-2 KPls (s 3
+: QA Ttems = |5

@ 01- Poor
D 02- fverage ¢ File Tools Help
&) 03 - Good s - .
g 04 - Very good i () Close [¥] Select @ Refresh Search _
@ 05- Excellent
E1-E) Building Drag a column header here to group by that column
{4 %-ACC - Accompanied by client 7 Code Description
=HED Management il
&3 FC - Failed too many T X-ACC Accompanied by client
4 AT- General: Uniform . Cc4 Cleaning: Desks/Bins
@ A2 - General: Management Meeting
4 A3 - General: Punctuality Cs Cleaning: Floors

G4 X-MR - Meter reading

=HED Ground floor P
@ C1 - Cleaning: Toilets & Washrooms D 7(31 Cleaning: Toilets & Washrooms
@ C1- Cleaning: Toilets & Washrooms

[ Reception % Ce Cleaning: Walls
[ Non-reception c3 Cleaning: \Windows
) 1st Floor -
=HED 2nd Floor A2 General: Management Mesting
@ C1 - Cleaning: Toilets & Washrooms A3 General: Punctuality

c2 Cleaning: Stairs

{4 C1- Cleaning: Toilets & Washrooms
=HED 3rd Floor
w C1- Clean?ng: To?lets & Washrooms MR Meter reading
4 C1- Cleaning: Teilets & Washrooms
 4th Floor o1 Outside: Car Parks
{#) 5th Floor
{#) 6th Floor
@ Tth Floor J 4 [l [
) 8th Floor
{ s5th Floor
{# 10th Floor
EHE) Outside
[ Car Park
[ Gardens
=HED Other
G4 C2- Cleaning: Stairs
L4 C3- Cleaning: Windows
&4 C4- Cleaning: Desks/Bins

Al General: Uniform

[AltemSelect 12 rows

Item properties - once added to the QA template, highlighting any of the QA items will allow the item’s properties to be
optionally overridden using the Override flag so allow a service request, e.g. top-floor toilet failure important as these are
used by the directors.

Clear

The Clear button removes all QA criteria and all QA items from the QA template - no warning is given so use this button
carefully and, if actioned in error, do not save the results.
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Amend Structure

The Amend Structure button allows the site structure to be amended and a new version of the site structure saved. As such,

when this button is pressed the following screen is shown:

Confirm action ﬁ

Cancel

b

If Yes is taken, then a further screen is prompted, as follows:

-
Confirm action

=]

" specific copy of the structure is created now.
Do you want to create a specific copy of this site structure?

. Changes to this site structure will affect any forms based on it, unless a

(N

If Yes is taken, then the Site Structure > Service areas tab is displayed (see relevant section above); at this point the operator
can amend the site structure which will subsequently be saved with a new temporary site structure code, i.e. *1, etc.

Show Info

The Show Info button (in conjunction with the Expand all button) provides an extra level, detailing the QA criteria settings,
along with any QA score card flexing that has been defined against any site structure area:

F

T QA Template - X¥Z Company, 1-3 Main Road, London (3 floors)

e o

i File Tools Help

P Cose k) Save k) Saveandnew <@ Previous S Mext _

Pom3 Expand all ® Collapse all ['\? With QA Io Show inio]r_? Amend structure gy Clear @ Add QA item

General | QAitems | Contracts  Dates

S KPls
=@ 01-Poor

-~ Compliance percentage 0.00 to 3353 Re-schedules QA
02 - Average
-~ Compliance percentage 40.00 to 59.5%
03 - Good
Compliance percentage 60.00 to 75.95
04 - Very good
- Compliance percentage 80.00 to 59.00
05 - Excellent
- Compliance percentage 59.01 to 100.00
=-E) Building
Score flex: 1.00 Include ratio: 1:1
EHEA X-ACC - Accompanied by client

{8 Management

Score flex: 1.00 Include ratio: 1:1
=43} FC - Failed too many

: " *Dverride Fail count 2.00 to 399.00
=14 A1- General: Uniform

B@ AZ - General: Management Meeting
B@ A3 - General: Punctuality

é G4 X-MR - Meter reading

=HED Ground floor

- Score flex: 0.50 Include ratio: 1:1
B@ C1 - Cleaning: Toilets & Washrooms
El@ C1- Cleaning: Toilets & Washrooms
=HED 2nd Floor

Score flex: 1.00 Include ratio: 1:3
B@ C1- Cleaning: Toilets & Washrooms

E| &4 C1- Cleaning: Toilets & Washrooms

m

RATemplateDatzil

2072 Templz Computer Systems Ltd
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With QA

The With QA button provides the facility to toggle between all areas defined on the site structure defined to a QA template
and just those areas with QA criteria and QA items assigned, as in the example below:

m QA Template - XYZ Company, 1-3 Main Road, London (3 I'kx]ls_

: File Tools Help
i [ Close u Save H Saveand new <@ Previous Ep Mext

i @ Expondall @ Collapseall |57 With QA @) Showinfo | (2 Amend structure @ Clear @4 AddQAitem @ Add QA criteia () Delete selected B

General | GAitems | Contracts  Dates

B2 [KPls

o @01 - Poor

- Q 02 - Average

& 03- Good

@ 04 - Very good

. @@ 05- Excellent

EHE Building

- Score flex: 1.00 Include ratio: 1:1

G4 X-ACC - Accompanied by client

=+E) Management

i~ Score flex: 1.00 Include ratio: 1:1
-4} FC - Failed too many

ﬁ A1 - General: Uniform

4 A2 - General: Management Mesting
ﬁ A3 - General: Punctuality

1G4 %-MR - Meter reading

= Ground floor

i Score flex: 0.50 Include ratio: 1:1
&4 C1 - Cleaning: Toilets & Washrooms
&-{g4 C1- Cleaning: Toilels & Washrooms
=-{E) 2nd Floor

- Score flex: .00 Include ratio: 1:3

14 C1 - Cleaning: Toilets & Washrooms
&G4 C1- Cleaning: Toilets & Washrooms
= 3rd Floor

i Score flex: 1.00 Include ratio: 1:3
@ 1 - Cleaning: Teilets & Washrooms
g4 C1- Cleaning: Toilets & Washrooms
= Other

i~ Score flex: 2.00 Include ratio: 1:5
G4 €2 - Cleaning: Stairs

&4 C3- Cleaning: Windows

{4 C4- Cleaning: Desks/Bins

fell=)

| @arempistenesi

& 2013 Templs Computer Sysfems Lid o

_I‘

NB: this view demonstrates how a generic Site structure could be created (e.g. Standard

Office Block) to build multiple ‘specific’ QA templates

CONTRACTS TAB

The contracts tab provides a list of all live contracts that are assigned to the QA template:

-
"7 QA Template - XYZ Company, 1-3 Main Road, London (3 floors) = | B S
i File Tools Help
ﬂ Close u Save H Saveand new 43 Previous Ep Mext =

General QAitems |Cor|1.racrts| Dates 4

Contract Contract start date  Contract end date
y XrZ COMPANY (3 FLOORS) 01/09/2012
OFFICE BLOCK N NEWCASTLE ~ 24i0712010

Open

(ATemplst=Dstsit

Status (bottom right) - allows the contract to be filtered, thus if Quality Audits are agreed and setup annually, historical ones

can be excluded from this view.
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QA ITEM DESCRIPTION TYPE

This provides options for ‘Dynamic’ (the default behaviour as now) and ‘Fixed’. If fixed, the QA form copies the QA item’s
description into the QA form. If the QA item description is changed therefore, the existing QA form will retain the original QA

item description. Existing QA items cannot be changed from 'dynamic' to 'fixed' else past QA forms will have no record of the
QA item description at the time of QA form creation.

QA Fault Groups are assigned to QA Fault codes - these can be defined, for example:

QA Fault Groups

Drag a column header here to group by that column.
'5"75 5t Code Description Creates SR
»| e Electrical foults
HS Health and Safety
GENERAL TAB
F._H B
=+ QA Fault Group - Electrical faults Iilﬂli’]
: File Tools Help
I]_:] Close H Save H Saveand new 4@ Previous Ep Next
General | Dates
Code ELEC
Description Electrical faults
Colour [ ] IE'
Creates SR
QAFaultGroupDetzil © 2012 Templs Computer Systems Lid 3
b

Colour - pick a colour appropriate to the fault group.

Creates SR - it is possible to create a Service request for any such flagged QA items for Customer Services.

QA Fault Codes can be defined, for example:

Fault Group *

5t Code Description Fault Group 4 Creates SR

= Fault Group : Electrical faults (2 items)
LIGHT Lighting failure Electrical faults

= SOCKET Socket failure Electrical faults

= Fault Group : Health and Safety (1 item)

CFT Carpet tiles Health and Safety
GENERAL TAB
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-
'?' QA Fault Code - Lighting failure = | Bl

: File Tools Help

uj Close H Save h-! Saveand new <@ Previous E» Next
General | Dates

Code LIGHT

Description Lighting failure

Fault Group Electrical faults %o

Colour [ ] E‘
Creates SR
GFAFzuifCodsDatai B 20713 Templs Computer Systems Lid -
k. =

Fault Group - a QA Fault Group must be assigned to a QA Fault Code.
Colour - pick a colour appropriate to the fault group.

Creates SR - it is possible to create a Service request for any such flagged QA items for Customer Services.

QA template types can be defined, for example:

737 TemplaCMS - Contract System - v5.4.3 =
¢ File Window Tools Help

i (D Close (J Open @ New [J) Copy @, View @ Refresh (5a Print @ Excel B Search & ClearSearch @) Delete @ Reinstate [B Showdeleted =@ Expand ® Collapse

i &) Filterselected {7} Un-filter selected

L5oL 2 Alerts QATemplates QA Criteria Structure QA ltem Groups QA Analysis Report Configurations QA ltems Structure | QA Template Types =
Service Point QA Template Types
@ Service Requests -

@ Action Requests

[ = Staff Training

=@ Data forms

= =@ Maintenance
() = Service Requests
=g Action Requests
) = Staff Training
=2 Dats Forms
=3 Site Binder

=15 Quality Audits

@ QAForms

Drag a column header here to group by that column

Description Completion workflow path
= =
Hezalth & Safety Audits

QA Quality Audits

m

INT Internal Checks

GENERAL TAB

-

T QA Template Type - Standard |

: File Tools Help

i [ Close k) Save €@ Previous Ep Next
"|| General | Dates

[
Description Standard
Completion workflow path ﬂ

Enabled for customer portal ?

GATemplate TypeDefail © 20715 Templa Computer Sysfems Lid |;

Completion workflow path - a separate workflow path can be optionally defined to control QA form assignment so that, for
example, the Quality Audits could be completed by the contract/area managers and the Health & Safety Audits by the risk
manager(s).

Enabled for customer portal? - this needs to be checked if QA forms for QA templates belonging to this QA template type need
to be displayed on the Customer Portal
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WORKFLOW

Two workflow paths should be defined to the system for controlling QA:

¢ File Window Tools Help

i () Cose () Open Q) New [H) Copy @, View i@ Refresh (3p Print & Excel Search |QA & ClearSearch ) Delete @) Reinstate [ Show deleted @@ Expandall @ Collapseall
Navigator
intenance
User Access/Security
Business Structure Drag a column header here to group by that column.
Budgets = i
Payrall St Code Deseription Path Type
Billing am QA approval QA zpproval
Purchasing
5 o8 Workfiow QAC QA completion QA compietion
@ Viorkflow Paths
@ Workflow Structure
@ Process Templates
@ Mert Transaction Types
‘@ Alert Action Types
@ =3 Dashboards
=3 Fillers

BN Aerts  QATempiates  Site Structures  GACriteria | Viorkdiow Paths =

The QA Approval workflow path is only used for ad-hoc QA forms and, only then, based upon the System Control Auto-
approve one-off QA forms checkbox.

-

-

T Workflow Path Details - QA approval =N ]

File Tools Help
U_j Close H Save E! Saveand new 43 Previous &Ep Mext
! &b Substitute user

Code QAA
Description QA approval
Path type QA approval

Transaction type

End of path status
Completed Approved El
Rejected Rejected [=]
WorkflowPathDetail S20713 T

empls Computer Sysfems Lid .-

If QA Approval is not required, if should be setup with no stages, as follows:

T Workflow Path Details - QA approval (S S

File Toocls Help
i Close k) Save k] Saveand new 4@ Previous Ep Mext

& Substitute user

General Dates

Stage Status Rejection stage? | Action type

The QA Completion workflow path is only used for approving contracted QA forms created via the QA batch process and
would normally be setup in a similar structure to the Timesheet Completion workflow path, as the same site/area/contract
managers that complete the timesheets along with their regional/operation managers that signoff the timesheets, are likely
to complete and signoff the Quality Audit respectively.
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¢ {Workflow Path Details - QA Completion

¢ File Tools Help

U_J Close H Save hﬂ Save and new 43 Previous B Mext

& Subskitute user

General | Stagez  Dates

Code I

D ezcription I 14 Completion
Fath type IQ.-’-‘-. completion j

Tranzaction type I

End of path status

Completed I,&pprDVEd j
Rejected I [zelect one] =l
WonkfonCarnatad B 2074 Fampla Computar Spefams [ i &

Thus, the status would be ‘Awaiting Completion’ whilst in the QAC workflow path:

1 {Workflow Stage Details - QA completion - QA completion
: File Tools Help
P Close 9 Accept (5 Accept and new €G3 Previous ©p Mext

Rules  Routes  Dates

Description I (4 completion

Status whilst on this stage IAwaiting campletion j

Max iterations on route I 0
Send aszignment reminder [days) I T
Action type I

[T Email alert to assigned uzer?

| WostsowsrageDeai © 2013 Tempis Computes Systems L1 _|

One rule would be defined:

1+ tWorkflow Stage Details - QA completion - QA completion
: File Tools Help
P ) Close (9 Accept [ Acceptandnew <@ Previous &p Mext

Gereral Routes  Dates

Drescription | Check Type |
b Completed? Authority required j
* [

Femove |

| WorksowsrageDersi O ORI S EE LT J

And then a list of routes, one per user, would be defined as per Timesheets.

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

TEAM Software by WorkWave | teamsoftware.com/legal



MULTIPLE ASSIGNMENTS

The existing workflow maintenance allows an assigner user to be defined per Node on the Workflow Path’s Stage’s Route:

Workflow Paths

._E_. Workflow Path Details - QA completion =R

i File Tools Help
i [ Close k) Save k&) Saveand new €@ Previcus B Next | @ Substitute user

General | Stages | Dates

-
Stage “*1 Workflow Stage Details - QA completion - 1 =
1

i File Tools Help
i [J Close G Accept 1@ Acceptandnew <@ Previous B9 Mext

General Rules | Routes | Dates

Route 737 Workflow Route Details - 1- 1 = |
1
i File Tools Help

i [J Close (B Accept U@ Acceptandnew €@ Previous Bp Next

General | Nodes | Dates

E Node "5 Workflow Node Details - 1 - 1 (=[O oo

1

i File Tools Help
i [J Close (@ Accept @ Acceptandnew @@ Previous Bp MNext
General Dates

E User name

Templa support user
o] o
WarkflowRouteDet=i TEMPLAZ

Warkflowg

WarkflowStageDetai/ Templa-CMS master user

WorkfowNodeDetzil & 2073 Templa Computer Sysfems Lid .

There is nothing to prevent multiple users being assigned here and if they are (as shown above) then, within the main
Templa-CMS package, Workflow will assign QA forms to one of these users, depending on who is logged into Templa-CMS
and how many un-actioned workflow items they have. However, any user within this node (i.e. “Workflow Pool”) can access a
QA form in order to update it and, if it is not currently assigned to them, can within TemplaCMS click on the Amend button
which then prompts the following message:

i i |
Confirm action ——

I.-"'_"“-.I This itern is currently assigned to Joe Bloggs for action.
W' Do youwant to take responsibility for it?

.

However, when multiple users are assigned to the same node, then within TemplaCMS any one of these users could be
assigned the QA, yet any other of these users could complete it - this setup is fine when it does not matter who should be
completing a QA from a pool of potential users. Alternatively, a second node could be added for users that can optionally
complete a QAin place of the assigned user - in this scenario, Workflow will always assign the QA to the user on the first node
but any users on any node can complete the QA - this setup is preferably when a single user should be completing the QA but
occasionally their superior could want or need to be able to take control and complete it.

With regards to mobile devices the mobile device will allow any user within the Workflow Path’s Node to update the QA form.
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This means that a QA form could exist on multiple mobile devices for completion and thus, potentially, the same QA form
could be completed more than once. However, this can only happen where both mobile devices have not synchronised since
the QA form was first completed. Where the QA form has been completed on more than one mobile device, then the first
mobile device to be synchronised will record the results on the main TemplaCMS system and any subsequently synchronised
mobile devices would receive these results in place of their own results. Similarly, if the QA form is completed on the main
TemplaCMS system (but not on any mobile device) then the mobile devices will receive these results when they next

synchronise.

When defining stages on the Workflow path, it is now possible to set a Send assignment reminder (days) and also flag the

Email alert to assigned user?

(=] O o]

-

._? Workflow Stage Details - Timesheet completion - Completion by Site Manager/Site Supervis

¢ File Tools Help
i [ Close (P Accept @ Acceptandnew ¢3 Previous B» Mext -

General | Rules Routes Dates

Description Comepletion by Site Manager/Site Supervis
Status whilst on this stage Pending completion E
Max iterations on route 0

Send assignment reminder (days) 0

Action type

i
X}

L

This facility could be used on any workflow stage for any workflow path but it was initially designed in order to send an
(email) alert to the site/area/contract managers to remind them to carry out the Quality Audit. So, for example, if a Quality
Audit is setup for completion within 10 days (see the Contract QA Details section below), a reminder could be sent out after 7
days - however, only those site/area/contract managers with incomplete Quality Audits would be receive this (emailed)

alert reminder.

CONTRACTS

The QA tab within a contract displays all QA details to date. There may be multiple concurrent QA details, for example: standard
monthly Quality Audit for the customer (that could optionally include an internal employee appraisal), quarterly Quality Audit
check on any subcontractor work, annual/periodic Quality Audit check on the building per se, etc.

~
T Contract - (new) = | E
: File Tools Help
u Close H Save | MNotes § Attachments :I Process sheets 3] Create mail
i <@ Requestapproval (@ Transactions v [T] Schedule & Excel
General Tasks Calendar Budgets Pay  ‘workbills Stores  Billing G,—« Properties  Audit
Drag a column header here to group by that column
Task Frequency Effective Title QA template u
1Kl I 3
Remove Copy Details QA form recipients
Overriding scere card (use system default) S QA failure recipients
f (none) IZ‘
ContractDetsil © 2074 Templa Computer Systems Ltd -
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The QA form recipient and QA failure recipient’s buttons provides a list of recipients for the emailing completed QA forms

and the QA failures report respectively:

Contract Recipients - XYZ COMPANY (3 FLOORS)

¢ File Tocls Help
i [J Close | Save

| Recipients |

e e e D O S I TS D _

2013 Templa Computer Systems Ltd .y

Recipient Type Receive documents? i
Templa support user User = L
Unsigned - client not present Contact = 3
Bayce Mark Contact = o

[ Add contact ] [ Add user ] [ Details

ContractRecipients

H |

Overriding score card - a contract-specific Score card can be optionally associated with the contract.

Status (bottom right) - allows the QA details for this contract to be filtered, thus if QA details are agreed and setup annually,

historical ones can be excluded from this view.

Quality Audits - using the Quality Audit button an operator can view a list of all QA forms for the contract (shown below) and,

optionally, add a One-Off QA form:

r
731 QA Form List

[ERTEXT

: File Tools Help

{ () Cose {J Open @, View @ Refresh (a Print & Excel @) Delete @) Reinstate ®@ Expandall ® Collapseall

i @) Oneoff S Print/email QA(s) % Cancel QA #® Re-assess @ Criteria report

Drag a column header here to group by that column

IR 0

Fo Di C Ty QAnumber Status Assigned to Scheduled date Scheduled time Contract sie Criteria Frequency
= = = = = = = [=
QAT - Re-scheduled 010272013 - 10027201 xrzcompany3Fl TremanOFFIcE RSN 1 Montns
‘QADT7 - Re-scheduled 01/03/2013 - 10/03/201 XYZ COMPANY (3FL THE MAIN OFFICE - 1 Months
QA4 - Approved 08032013 xrzcompany3rl TreEmanorrice  [[RRN Oneof
QA0S - Completed 08032013 XAZCOMPANY(IFL  THEMANOFFICE  Verygos Orneoff
QA4 - Approved 08032013 XYZ COMPANY (3FL  THE MAIN OFFICE One-off
QD1 - Hew 042013 - 10047201 XAZ COMPANY (IFL  THE MAIN OFFICE 1 Months
‘QAD4 - Approved 31052013 XYZ COMPANY (3FL THE MAIN OFFICE One-off
QA4 - Approved 31052013 XYZCOMPANY (3FL  THE MAIN OFFICE One-cff

v

QAFormlist Brows

€ 2073 Templs Computer Systems L7 _
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On using the Add button from the contract QA tab the following screen is displayed to enable Quality Audits to be
scheduled/planned in the similar fashion to billing and workbills:

'3 Contract QA - XYZ COMPANY (3 FLOORS) - (new) [ e e

i File Tools Help
i [ Close @ Accept @@ Acceptand new

QA

QA number 1

Effective 01012013 [=] to |(notsen [=] [© Suppress in non working periods?

Schedule details

QA template X¥¥Z Company, 1-3 Main Road. London (3 floors) b= 0
Title XYEZ Company, 1-3 Main Road. London (3 floors)

Task 1 - THE PARKING OFFICE-Centract Cleaning Ser — Contract Cleaning Services

Basis Scheduled  [+] Freguency 1| |Months [=]

FrErmatl 1.00

H @) Specific () AM () PM () Any time Time | (not set) | - | (not set)
Days to complete 10
Suspend Diates
[ Suspended? Last QA (not set) EI
Auto re-instate (not sef) Mext QA (not set) El
Details and reason for change
Monthhy QA to be camied out within 10 days of the start of the month -

Contraci4

Effective dates - date range for the QA process which can be open-ended.

Suppress in non-working periods? - if checked, no QA form will be scheduled for completion during non-working periods
based on the contract’s Site calendar.

QA template - valid QA template must be selected.
Title - defaults from QA template but can be overridden.
Task - a valid task must be selected from the contract’s tasks

Basis/Frequency/Count - options here for basis are:

Scheduled - the frequency options work just like billing and workbills
Random - spreads the QA process but not evenly, e.g. frequency could be 1 Year but the count (which only appears
when random is selected) could be 8 in which case 8 Quality Audits would be carried out over a year

Score flex - the scores for a particular site can be optionally flexed, e.g. if a customer has a chain of stores then perhaps its
Oxford Street branch is deemed to be its flagship site and therefore demands special attention during the cleaning and QA
process.

Schedule details - specific times or more generic timeslots can be defined here

Days to complete - the number of days from start of the frequency period (e.g. 1 month) that the site/area/contract manager
has to complete the Quality Audit

Suspend - allows QA process to be suspended in a similar manner to billing and workbills

Dates - last and next QA dates can be optionally set (or overridden) here
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On amending any existing QA details, the following screen is displayed, as elsewhere:

Existing Item Selected!

E)

File Tools Help

;ﬂCI-ﬂse!

Existing item selected

[ Create a new effective version

)

[ Edit this effective version

)

QA PROCESSING

QA batches and QA forms relate to each other in the same way as other areas of the system (e.g. Payroll batches and
timesheets, Invoice batches and invoices, etc.) so that a QA batch generates the QA forms that are to be completed.

: File Window Tools Help
Close Open Mew & View Refresh (23 Print Excel Search
P @

&/ ClearSearch ®§ Expandall ® Collapseall |\ Show posted | _
=

Lo ks HMerts  QATemplates  Site Structures  Contracts  Workflow Manager
Service Point QA Batches

=3 Customer Service

= =3 Quality Audits Drag a column header here to group by that column.

@ QAForms
@ QA Batches
@ QAanalysis

=] ™3 Maintenance

@ QAltems

= =3 Reports Admin
@ QA Analysis

@ Site Structures

@ QACriteria

@ QA Score Cards
@ QA Templates
@ QA Fault Groups
@ QAFault Codes

| St Batch number Batch date Q& count Description
Y 4 3122013 12 &

4 5 31032m3 3 QA forms for March

QA BATCH DETAILS - GENERATE

QA Fault Codes | QA Batches | QA Form List

T17 QA Batch Details - (new) | =
i File Tools Help
i J Close kg Save '\ Notes
General
Batch number new batch
Description QA run for March 2012
Batch date 31/03/2013 [=]
MNote, to post or delete this batch you must first apply the lock
QABatchDetail ® 2013 Templs Computer Systems Lid 3

Batch date - this is used to determine which contract’s QA details should be pulled into the current QA batch, based on the
last QA date and the frequency and count.
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On pressing Save the following message is displayed - Yes will result in the QA forms being created for this QA batch:

-

-
Confirm action (—"—

-"-I This new QA batch requires generation.

¥ This will be carried out in the background, and you will be alerted when
it completes.
Continue?

rT QA Form List E -t )
: File Tools Help
i [ Close ) Open @, View @ Refresh 5a Print & Excel @) Delete ) Reinstste %@ Expandall ® Collapseall |
i @ Re-assess @ KPILreport -
Drag a column header here to group by that column.
'Er_ﬁ Po Di C Ty QA number Status Assigned to date time Contract Site
v D 0 4« QADT - New 01/02/2013 - 10/02/201  00:00 - 00:00 XYZ COMPANY (3FL  THE PARKING OFFIC
7’ D 0 4« QADT - New 01/03/2013 - 10/03/201  00:00 - 00:00 XYZ COMPANY (3FL  THE PARKING OFFIC
1ER I b
QAFormiist 2 rows © 2013 Templa Computer Sysfems Lid =

filter them accordingly:

i File Window Tools Help
i) Close (J Open @, View @ Refresh Ga Print & Excel @) Delete @) Reinstste ®@ Expandall W Collapseall |

P ¢ Changefilter ¢ Selectfilter assignments neoff (5a Print/email QA(S Cancel Q/ e-assess report _
Change fil Select il My assig Oneoff G P 1Qais) < QA 4 Re KPlreport _

Bl Mers QATemplstes SiteStructures  Contracis  Workllow Manager QA Fault Codes QA Baiches | GAForm List
Service Point
=@ Customer Service

This will generate the QA forms to status QAO1 - New; the generated QA forms can then be reviewed before being posted,
either by re-entering the QA batch to use the QA button:

Alternatively, the QA forms menu option can be used in conjunction with the Change filter button to display all QA forms or to

@ QAAnalysis
£ %2 Maintenance

QA BATCH DETAILS - LOCK & POST

1 Quality Audits Drag a column header here to group by that column
@ QAForms -
@ QABaiches Po Di C Ty QAnumber Status Assigned to Scheduled date Scheduled time Contract Site. KPI Freql
@ QAanslysis v D 48 QAD1 - New 01/02/2013 - 10/02/201  00:00 - 00-00 XYZ COMPANY (3FL  THE PARKING OFFIC 1M
=] Reports Adr -
"8 Reports hdin v De QAD! - New 01032013 - 1003201 00:00- 0000 XYZCOMRANY (3FL  THE PARKING OFFIC 1M

Once the QA forms have been reviewed (i.e. internally by the Customer Service department) the QA batch should be locked and

then posted, as follows:

731 QA Batch Details - QA forms for March

i File Tools Help
ﬂj Close 43 Previcus Ep Mext :S Motes
i ) Qas @ Delete & Post [y Lock |2
General Lock
Batch number 5
Description QA forms for March
Batch date 31/03/2013
Mote, to post or delete this batch you must first apply the lock
RABafchDetaril B 2013 Templs Computer Systems Lid ]
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73T QA Batch Details - QA forms for March = 5

¢ File Tocls Help
: ) Close €@ Previous &Ep Next ®L MNotes

i [ eas @ Delete G5 Post | _
General

Batch number 5
Drescription QA forms for March
Batch date 31/03:2013

Mote, whilst this batch is open, all other users will be prevented from
opening associated details for amendment.

QAEBzfchDef=il & 2073 Templz Computer Sysfems Lid

This will result in the QA forms status being changed from QAO01 - New to QA04 - Approval and QA forms being assigned (if
workflow is setup) the relevant site/area/contact manager:

i File Window Teols Help
i (D Close () Open @, View & Refresh Ga Print & Excel @) Delete ) Reinstate =@ Expandall ® Collapseall _

i P Changefilter 5 Selectfilter @ Myassignments ) Oneoff 5a Print/email QA(s) <l Cancel QA #* Re-assess @ KPlreport _

T 2 Alerts  QATemplates  Sile Structures  Contracts QA Fault Codes QA Batches | QA Form List bd
Service Point

=@ Customer Service

£ =g Quality Audits Drag a column header here to group by that column.
@ QAForms o ) ) )
@ QA Batches [EPo Di C Ty QAnumber Status Assigned to Scheduled date Scheduled time Contract Site KPI Freal
@ QAanalysis 20 [0z QADA - Approved 01/02/2013 - 10/02/201  00:00 - 00:00 XYZ COMPANY (3FL  THE PARKING OFFIC 1
£ = Reports Ad -
=8 Reports Admin 30 [ 4 QAD4 - Approved 01/03/2013 - 10/03/201  00:00 - 00:00 XYZ COMPANY (3FL  THE PARKING OFFIC 1M

@ QAAnalysis
£ ™3 Maintenance

This also results in the Next QA Date on the QA template on the contract being advanced.

Please note: un-posting a QA Batch will not roll the ‘Next QA Dates’ back

As noted above, QA forms can still be accessed either from within the QA batch via the QA button or from the QA forms menu
option which is the option the site/area/contract managers will use.

OPTIONS

i File Window Tools Help
i Close {J Open Q View @ Refresh (5o Print & Excel @) Delete @ Reinstate =@ Expandall ® Collapseall _

I % Chengefilter ¢ Selectfilter @ My assignments @) Oneoff (3 Print/email QA(s) Cancel QA #* Re-assess @ KPlreport |
e B[ Nete  Contracts  Sites  Workflow Mansger | QA Form List x
Payroll

@ Payrun Batches

@ Timesheets Drag a column header here to group by that column.

@ Employees = ) X

@ Employee Assignments [EPe Di C Ty QAnumber Status Assigned to Scheduled date Scheduled time Ste kPl Frequency

@ Employes Movements 2080 = QAD7 - Re-scheduled 01/02/2013 - 10/02/201  00:00 - 00:00 THE MAIN OFFICE _ 1 Months

Absence Analysi - ~
g T&:C::""a v 20&0 2 QADT - Re-scheduled 01/03/2013 - 10/03201  00:00 - 00:00 THE MAIN OFFICE _ 1 Menths

@ Employes Flanner
@ Holiday Monitoring
@ Pay Review

The following buttons are available from the QA forms list:

My assignments - subsets the list to show just those QA forms assigned to oneself

One-off - see relevant section below

Print/email QA(s) - prints/emails the QAs (see relevant section below)

Auto email to recipients - emails selected completed QAs to their QA recipients

Cancel QA - allows a QA form to be cancelled

Re-assess - re-assesses all QA forms (in the subset list) so that if the QA criteria have changed (e.g. Good was >80%
but now >70%) there would be a need to re-assess all QA forms associated with the QA criteria

Criteria reports - see Reporting section

Most of the above options are also available from within the QA form too.
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TYPES

QA forms can be one of several types:

Normal - non site location QA form
One-Off - one-off QA form
Repeat - auto-generated QA form from a QA failure

Master - site location ‘master’ QA form

Location - site location building/room level completed QA form

SUMMARY TOTALS

In addition to the normal grouping and sorting options, extra columns exist on the QA list to provide summary totals when

grouping, be that by year/month, area manager, status, etc.

 File Window Tools Help
i () Close (J Open , View @ Refresh (3a Print & Excel @) Delete @ Reinstate =@ Expandall ® Collapseall &J Apply selection filter {_] Clear selection filter

I % Changefilter Sf Selectfilter gy My assignments ) Oneoff (3 Print/email QAs) < Cancel QA #® Re-assess (@ Criteria report

nf Alerts | QA Form List B
E—
Year /|- Month
Po Di C Ty QAnumber Sttus QAcount Completed QA Avg QAK Completed QA%  Repeatcount Completedrep Avgrep’ Completedrep One-offcou Completedon Avgone-o  Completed one
EE® = = = = = = = = = = = =
201 I 2] I 000 ] 0.00% | I | 000 | 0.00% | I | 000 ] 0.00%
2012 I 4] [ ooo] 0.00% | I [ ooo] 0.00% | I [ o] 0.00%
= 2012 I B4 2] 459 3.13% | 1] A 4 5] 2] s00] 23.33%
o1 4 0.00 0.00% 0.00 0.00 0.00%
02 5 0.00 0.00% 0.00 0.00 0.00%
=03 7 2 459 2857% 2 IEED 50.00% 1 000 0.00%
3¢ 2 QADS - Awaiting complet 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
2P0
T 20 0O = QAD4 - Approved 0.00 0.00% 1 0.00 0.00% 0.00 0.00%
Tec I QAD4 - Approved 0.00 0.00% 0.00 0.00% 1 0.00 0.00%
2 0
T 208 48 QADT - Re-scheduled 1 1 479 100.00% 0.00 0.00% 0.00 0.00%
2890
T en@n e QAD7 - Re-scheduled 1 1 488 100.00% 0.00 0.00% 0.00 0.00%
&0
Y 184 QADS - Awaiting complet 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
oPD
& 208 QADS - Awaiting complet 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
oPD
Y 2 QADS - Awaiting complet 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
2P0
Y 264 QADS - Awaiting complet 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
oPD
T eoen s QADS - Completed 0.00 0.00% 1 1 97.50 100.00% 0.00 0.00%
04 [ 6] [ ooo] 0.00% | I [ ooo] 0.00% | I [ ono] 0.00%
= 08 I 6] [ ooo] 0.00% | 3] [ ooo] 0.00% | I [ o] 0.00%
08 [ 7] [ ooo] 0.00% | 2] 2] oo 100.00% | 4] AET] 50.00%
o I 6] I 000 | 0.00% | I [ 000] 0.00% | I [ 000 0.00%
@ 08 [ 18] [ ooo] 0.00% | 2] [ ooo] 0.00% | 1] [ o] 0.00%
s I 1] [ ooo] 0.00% | 2] [ ooo] 0.00% | I [ ooo] 0.00%
10 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
n 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
2 1 0.00 0.00% 0.00 0.00% 0.00 0.00%
I 133 2] 45] 150% i BEE] 27.97% 3 2] s000] 2333%
J < I ] 3
QAFormList 150 rows

‘ © 2073 Templz Computer Systems Ltd

Templa support user

191172013 15:36

Thus, the following columns exist for this purpose:

QA count / Repeat count / One-off count - this will be set to 1 for every scheduled, repeat or one-off QA form
respectively, shown in the list
Completed QA count / Completed Repeat count / Completed One-off count - this will be set to 1 on completed
scheduled, repeat and one-off QA forms respectively
Completed QA % / Completed Repeat % / Completed One-off %, i.e. the completion % of QA forms completed, i.e.

Completed QA count / QA Count

Average QA KPI / Average Repeat KPI / Average One-off KPI - the average KPI
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QA FORM DETAIL - QA TAB

Double-clicking on the QA form will display the Results tab by default if QA form is posted or else the initial QA tab if the QA
form has yet to be posted, as follows:

7 o Dt e = i |

: File Tools Help
i [ Close ) Save €@ Previous B» Next | Notes § Attachments @ Workflow _

.9‘ Print/email QA

{GA| Results Dates
QA number 48
Batch 5-- QA forms for March
Site THE PARKING OFFICE - PROP REF: 104451 L: ]
Contract \WI308/36 - XYZ COMPANY (3 FLOORS)
Client

QA template XYZCOMPANY - XYZ Company, 1-3 Main Road, London (3 floors)

i XYZ Company. 1-3 Main Read, London (31
Task 1 — THE PARKING OFFICE Contract Cleaning Ser — Contract Cleaning Services
Schedule

Daterange | 01022013 [=]| to | 1002203 [
@) Specific (0 AM (D) PM () Any time Time | (notset) | - | (notset)

QAFormBDetail 8 2013 Templa Computer Systems Lid QADM - Approved =
L =

Schedule - the QA form Schedule details can be overridden at this point; this might be undertaken by the internal customer
service team prior to approval in order to (re-)schedule the site/area/contract manager’s Quality Audits most effectively.

QA FORM DETAIL - RESULTS TAB (NEW)

The Results tab is the actual Quality Audit - thus, the site/area/contract manager needs to complete or score each area
displayed. Inthe example below, note:

Accompanied by client - the checkbox appears at the top

Meter reading - the numeric field appear under the management area, although this could have been placed on the
appropriate floor, if known

2" Floor - the first, second and third floor were all flagged to be audited once in every three audits (i.e. QA template,
area property, include ratio 1:3) and, as such, the second floor has been selected to be audited on this occasion

Reset - this clears all scores from an existing incomplete QA form

D ———f Y

“ File Tools Help |

Jae® e - - 5 ¢

' Attachments ) -
Close Previous MNext Save Wordflow Print/email Reset

QA
Navigate Save Other Workflow Record

Score Comments
Buillding
Accompanied by client [l
Management
General: Uniform
General: Management Meeting
General: Punctuality
Meter reading
Ground floor
Cleaning: Toilets & \Washrooms
Cleaning: Toilets & Washrooms
2nd Floor
Cleaning: Toilets & Washrooms
Cleaning: Toilets & Washrooms
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A FORM DETAIL - RESULTS TAB (COMPLETED)

The site/area/contract manager might complete the Quality Audit as follows:

737 QA Form Detail - XYZ Company, 1-3 Main Road, London (3 fl for THE MAIN OFFICE -- dated 01/02/2013 - 10/02/2013

: File Tools Help
i [ Close @ Previcus S Next ™% Motes P Attachments @ Workflow

i &) Re-schedule QA &) Show re-scheduled QA (3a Print/email QA

QA |{Completion!| Signoff Results Dates

Score Comments

Building
Accompanied by client
General: Uniform 4 -Very good Fault:0ld uniform livery - to be replaced
General: Management Meeting 5- Excellent
General: Punctuality I 5- Excellent
Meter reading 12345

Ground floor
Cleaning: Toilets & Washrooms 5- Excellent
Cleaning: Toilets & Washrooms I 5- Excellent

2nd Floor

Cleaning: Toilets & Washrooms

3 plumber! I

Cleaning: Toilets & Washrooms

1- Paor
5- Excellent

Score - all QA items must be scored and any other information actioned

Comments - any failures will force the operator to double-click the row in order to enter some comments, plus optionally add

a QA fault code and attach a photograph of the defect via the Attachments button:

-
'?' QA Form - Comment/Fault

El i |

Failure reason
Fault code Loo blockages
SR group

Comments

i File Tools Help

u_:] Close G Accept P Attachments =
Details

e 2nd Floor

ltem Cleaning: Toilets & \Washrooms

The third loo in was a completely blocked - needs a plumber!

=@

RAFormincident

Indeed comments, QA fault codes and pictures can be added to any rows, if required, not just those rows flagged up as a failure.
Comments can also be added at QA area level, if required, although this does not affect the scoring but could alert customers

to any issues, e.g. loose carpet tile on the 2™ floor, ground floor reception needs a replacement fluorescent lighting strip, etc.

QA FORM DETAIL - SIGNOFF

The signoff details appear on a separate Signoff tab:

T QA Form Detail - XYZ Company, 1-3 Main Road, London (3 fl for THE MAIN OFFICE -- dated 01/02/2013 - 10/02/2013

= | B S|

: File Tools Help
i [J Close 4@ Previous ®p MNext @ Notes P Attachments @ Workflow

i &3 Re-scheduleQA & Show re-scheduled QA (9a Print/email QA

QA Completion |{Signaffi| Results Dates
Audit completion Client signatory
Completed by | Templa support user i Signed by Unsigned - client not present
Auditdate | 08032013 Started | 0300 | Ended | 10:00 Signeddate | 0a02013 Time
Metes Notes
Signature
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Audit completion - the site/area/contract manager that carried out the Quality Audit must complete this section and adding
any relevant notes; these site/area/contract managers must therefore be setup in Templa-CMS as users.

Clientsignatory - the site/area/contract manager that carried out the Quality Audit must complete this section even if the client
did not accompany him/her during the audit in which case an ‘Unsigned’ customer contact must be selected, as above; there

is no check or link between this ‘Unsigned’ contact and the ‘Accompanied by client’ checkbox. If the signature has been

captured on the CMS mobile device, this will now be displayed here.

Only once all scores and all other entries have been entered, plus comments added for any failures, plus the footer audit

completion and client signatory sections completed, will the Send On or Complete button be displayed at the top of the screen.

When the Complete button is pressed the following prompt will be displayed:

Confirm action l

——n

" further changes.

Continue?

% This process will progress the QA form to 'completed’, preventing any

On pressing Yes the QA form will have its status updated to QA06 - Completed and has been measured based on the QA criteria

assigned to the QA template (as KPI’s) used on this QA form.

¢ File Window Tools Help
i (J Close ) Open 4, View @ Refresh (3a Print & Excel ) Delete @) Reinstate =@ Expandall ® Collapseall |

i % Changefilter ¢ Selectfilter @y Myassignments &) Oneoff 3 Print/email QAl) % Cancel QA #% Re-assess @ KPIreport _

Lieo i R Mlerts  QATemplstes  SiteStructures  Contracts QA Fault Codes  QABaiches | QA Form List
Service Point
=3 Customer Service

B ®& Quality Audits [era et et e e am s i e
@ QAForms = N
© QA betihes B Po Di C Ty QAnumber Stetus Assignedio Scheduled date Scheduled time Contract
@ QAanalysis 2080 = QA08 - Completed D1/02/2013 - 10/02/201  00:00- 00:00 XYZ COMPANY (3 FL
B Reports Admil [ -
< @ GAAnalysis 20 0O QAD4 - Approved 01/03/2012 - 1003201 00:00- 00:00 XYZ COMPANY (2 FL

5 = Maintenance
@ Site Structures
@ QAltems
@ QA Criteria
@ QA Score Cards
@ QATemplates
@ QAFault Groups
@ QAFault Codes

Site kPl Frea
reramianc oFric [ - v
THE PARKING OFFIC Mg

If the QA template to which this QA form is associated, is flagged for auto-email, the completed QA form will also be

automatically emailed out at this point.

QA FORM DETAIL - KPIS TAB

On re-entering this completed QA form, a new KPIs tab is now available to view:

O oDl e ——————. =5 1]

: File Tools Help
i (J Close 43 Previous & Next *5 Notes P Attachments @ Workflow -

: &) Re-scheduleQA & Show re-scheduled QA 3 Print/email QA =

QA Results Dates
Criteria Test Measure Service request
| KPIs |
IVery good Compliance percentage : 80.00 to 99.. 85.71 ]
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QA FORM DETAIL - PRINT/EMAIL

QA forms can be printed or emailed before and after the QA has been carried out so that the customer can receive details

beforehand of what is to be audited and afterwards on what has been audited with the results:

[ Quality audit - XYZ Company, 1-3 Main Road, London (3 fl
Score C
Building
Accompanied by client False
General: Uniform 4 - Very good Fault:0ld uniform livery - to be replaced
General: Management Meeting 5 - Excellent
General: Punctuality 5 - Excellent
Meter reading 12345
Ground floor
Cleaning: Toilets & Washrooms I:l 5 - Excellent
Cleaning: Toilets & Washrooms I:l 5 - Excellent
2nd Floor | ]
Cleaning: Toilets & Washrooms 1 - Poor FAILED Fault:Loo blockages
The third loo in was a completely blocked - needs a
plumber!
Cleaning: Toilets & Washrooms I:I 5 - Excellent
Criteria Test \ | Measure Service request
KPIs
Poor Average score : 0.00 to 39.99 4.29
Very good Compliance percentage : 80.00 to 99.00 85.71

There are a number of QA form ‘print formats’ available (see QA templates above) where the second:

n

The customer service address, phone and email details are printed top right on a QA form under the QA form logo

(see Datasources above); where no details are entered (because they are one and same as the main customer

address) then these details will be retrieved from the accounts system.

The Next QA date has been added to the footer section - this is the next QA date at the time of printing and therefore,

if a QA form is reprinted at a later time, the next QA date will potentially be different
Client and task codes and descriptions have been suppressed

Contract code and description are suppressed when they match the site code and description

A “footer section’ will be printed if a relevant image file exists in the image path defined in System Control > General

tab (see above)

QA - New Print Format (Format 4)

Format 4 is based upon format 3 but displays the Title as ‘Quality Audit - SITE NAME’, the footer logo has been removed, thus
allowing more QA items to be printed, the ‘Completed by’ name format has been changed, it now displays as (First name

Surname).

RE-SCHEDULE QA

If a Quality Audit uses a QA template that has any QA criteria flagged as Auto-reschedule QA form (regardless of whether this
is deemed a failure or not) then this Quality Audit will be automatically re-scheduled upon completion; alternatively, this

Quality Audit can be manually rescheduled using the Re-schedule QA button:

A O Dt ———————. == ===

: File Tools Help
J Close @ Previous & Next ®) Notes P Attachments ® Workflow =

i &) Re-scheduleQA & Show re-scheduled QA 33 Print/email QA =

QA Results [KPisi Dates
Criteria Test Measure Service request
| KPIs
[Very good Compliance percentage : 80.00 to 99.. 85.71
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SHOW RE-SCHEDULED QA

If a Quality Audit has failed and has been automatically or manually rescheduled, then on re-accessing the failed QA form
(which will have a status of QA07 - Re-scheduled) the Show re-scheduled QA button will display any re-scheduled QA details

relating to the failed QA:

J<| [

737 QA Form List [ =l [t |

: File Tools Help

u_:] Close {J Open <, \iew @ Refresh (g Print & Excel J Delete @ Reinstat= ™8 Expandall @ Collapseall =

@ Oneoff a Print/email QA(s) =g Cancel QA #* Re-assess ; KPI report =

Drag a column header here to group by that column

ﬂ Post status 0i C Ty QAnumber Status Assigned to Scheduled date Scheduled time Contract
o Posted D D 50 QAN - Approved 08/03/2013 00:00 - 00:00 KYZ COMPANY (3 FL
" Readytopest ) [ 52 QA4 - Approved 08/03/2013 00:00 - 00:00 XYZ COMPANY (3 FL

b

GAFormList 2 rows

mplz Computer Systems Lid |

ONE-OFF (QA FORMS)

Via the QA forms list menu option or via the QA form list displayed from within a QA form (e.g. via the Show re-scheduled QA
button) it is possible to add One-off (QA forms), similar to the one-off Workbill process. This prompts the following QA form

detail screen:

.

73T QA Form Detail - (new)

= | [ | S

: File Tools

i Close k) Save '\ Motes

Help

¥ Attachments

i i Post =
QA Dates

QA number

Batch

Site

Contract

Client

QA template

Title

Task
Schedule

Diate range

@ Specific

new

One-off

I

[select one)
[select one)

(select one)

08/02/2012 [+] to

CIAM () PM (D) Any time

02/02/2013 [« |

Time

(not set)

(not set)

B ELEg

One-offs may be raised and scheduled as the result of a previous failure or might result from the customer getting in contact
with their site/area/contract manager to specifically request one. However, often one-offs are entered on to the system
retrospectively, i.e. the site/area/ contract manager is alerted to an issue (by the customer complaining or by their cleaning
staff) and decides to carry out an ad-hoc unplanned Quality Audit on the spot which is then subsequently entered on to the

system.
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QA FORMS - COMPLETION VIATIMESHEETS

QA forms can also be completed via the normal timesheet process for the site/area/ contract manager to complete along with
the timesheets; they appear as an extra tab from which an item can be selected and opened using the Open QA form button:

———

:".I :?E Timesheet Details - Site timesheet -- THE MAIN OFFICE

J|: File Tools Help
u__'] Close 4@ Previous B Next [\ Notes j Process sheets E

Lo

B Workflow & Add employee (G Print/email timesheet %8 Send on ﬁ j Open QA form
Site Details
w1 (27/08)  wk2(03/09) wk3(10/09) whd (17/08)  wkb5 (24/09) | QA forms | Totals

S _

QAForm no. Scheduled Audit date Signed Title
3 50 08/03/2013 XYZ Company, 1-3 Main Road, Londen (3 i
51 08/03/2013 XYZ Company. 1-3 Main Road, London (3l

 m—T"
Jolnﬁp\w

»
7 QA Form Detail |

: File Tools Help
P Close k) Save <@ Previous ©p Mext ™) Notes § Attachments @ Workflow g

i & Show original QA (3 Print/email QA g} Un-post
QA ‘Rﬁsultsl Dates

Score Comments -

Building
Accompanied by client =)
Management

General: Uniform

General: Management Mesting |-
General: Punctuality
Meter reading

Ground floor
Clezning: Toilets & Washrooms g
< I v

LOCATIONS

Site locations provides a further level of complexity when designing and completing QA forms. As such, in the TemplaCMS
client/site structure, there is a level below site to enable actual locations within a site to be defined (e.g. buildings/areas and
their rooms) where a common QA template would apply.

Sites

A Locations tab on Sites, will only be available if the user is authorised to the relevant functions:
o Site-Amend Locations
o Site - View Locations

This allows buildings/areas and their rooms to be defined as shown below:

k -:-iEhg1

*" Site Detail - ABP Purb;‘

i File Tools Help
ﬂ Close H Save H Save and new <@ Previous &5 MNext |\ Notes P Attachments j Process sheets |_f] Create mail

Eh Site contracts a Consolidated invoice groups B Aged debt 5 P&L G Transacticns = a Site binder
General  Properties  Business analysis  Marketing analysis  Analysis versions  Contacts |Loc:ations| Time and attendance  Stores ordering 4 P

Building Room
@E B
Ground Floor |Z| Room 1
Ground Floor |Z| Room 2
Ground Floor Room 3
i Etc|
* [=]
| Remave |

Once a building/area has been entered, the system allows easy re-selection of the same building/area on subsequent rows.
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Alternatively, this same information can be viewed and maintained centrally via the Maintenance > Business Structure > Site
locations option which also allows the normal grid grouping and filtering facilities:
%31 TemplaCMS - Contract Management System — v5.4.3 = |

File Window Tools Help
(J Close Open @ New Copy View @ Refresh (3 Print & Excel S Search @ ClearSearch @ Delete @ Reinstate [ Show deleted ®@ Expand @ Collapse

&) Filterselected [T} Un-filter selected

Bl Merts  QATemplates @A Criteria Structure QA hem Groups QA Anclysis Report Corfigurations QA ltems Structure QA Template Types | Site Locations x

AEFOD1/1 - ABF Forts.
AEFOD1/1 - ABF Forts.
AEFOD1/1 - ABF Forts.

AEFOD1/1 - ABF Forts.

737 Site Location Details - (new) [=]=

File Tools Help
) Close k) Save k= Save and new

General

Site )

Building Reom

As noted above, when defining a QA template, if the Complete by Site location? checkbox is checked, the user will be prompted
with a list of sub-locations when completing a QA form, be that on the main TemplaCMS system or the mobile device.

When completing a QA form, if its QA template is checked for Complete by Site location? then:

A copy of the QA form will be built which will initially force the auditor to select the location and sub-location - the
initial QA form created thus acts a ‘master’ for all the QA forms built from it

On the completion screen, the % of sub-locations audited to date for the site will be displayed

Once completed, the copy of the QA form will be marked as completed but the existing ‘master’ QA form will remain for the
next audit to occur. After the auditor has audited the last location, there is an option to Finalise the ‘master’ QA form to prevent
any further audits being generated from it; on the main TemplaCMS system there is also the option to Un-finalise.

The QA forms lists allows QA forms to be grouped by ‘type’, i.e. normal and one-off for QA forms whose QA template is not
checked for ‘Complete by Site location?’ or master and location for QA forms whose QA template is checked. From master or
location QA forms there is also the option to Show Room QAs.

When completing a QA form it is sometimes required for a new sub-location and even location to be entered on-the-fly by the
auditor (on the mobile device or on the main TemplaCMS system) where the customer identifies a new area to be audited. In
such cases, the resulting new sub-location and its location will be automatically added to the site’s location details and an
alert sent by the QA workflow completion process to the ‘QA administrator’ (as defined on the System Control > Quality Audit
tab) to prompt for the new location details to be checked.

Any subsequent corrections to new (or existing) locations on the site will only affect the creation of QA forms going forward.

Thus, if any existing QA forms need to be updated, the Amend Room button on the QA form on the main TemplaCMS system
will facilitate this, e.g. to correct spelling mistakes and/or reassign the QA form. This is controlled by the “QA form - Amend

locations” function.
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REPORTING

The Criteria Report button is available on the QA Forms list menu option:

T3 TemplaCMS - Contract Management System —- v5.4.3

¢ File Window Tools Help
i () Close {J Open , View @ Refresh (3a Print & Excel @ Delete @) Reinstate 8 Expand @ Collapse @@ Auto refresh -

i &) Filterselected [} Un-filterselected | ¢ Changefilter ¢ Selectfilter @ Myassignments @) Oneoff % Print/email QA(s) ™

Auto email to recipients &l Cancel QA #® Re-assess (3 Criteria report

FN Meris  QATemplstes QA Criteria Structure @A ltem Groups QA Analysis Report Configurafions QA ltems Siructure QA Template Types  Site Locations | @A Form List x
Service Point
= %@ Customer Service
@ Address Bock
@ Service Requests
@ Action Requests
®F Staff Training
3 Data forms
S
=@ Service Requests | _
=3 Action Requests |~
= Stff Training
= Datz Forms
= Site Binder
[ =@ Quality Audits
@ QAForms
@ QABatches

Drag a column header here to group by that column

Di C Typ Completion status QAnumber  / Scheduled date Scheduled time Contract Site Criteria Frequency
[=] (=] (5] & =] (= (= [= = (= (= (=
»:5 @) QAcompleted 150 281112012 MAYD021 - Maytree N MAYDO2/1 - Marlin Che  QADE-C  One-off

323 @0 QAcompleted 151 282012 MAY002/1 - Maytree N MAYD02/1 - Marlin Che [KPI2=K | One-off
L@@ QAcompleted 152 2811172012 MAYD02/1 - Maytree N MAYD02/1 - Marlin Che  QADG-C  One-off
L2EAQ0 QAcompleted 153 2812012 MAYD02/1 - Maytree N~ MAYD02/1 - Marlin Che  QADE-C  One-off
LEA@0 QAcompleted 154 282012 MAY002/1 - Maytree N MAYD02/1 - Marlin Che  QAD6-C  One-off
5D P& QAawaiting completion 155 282012 HIGO041

N T P

Lakeside HIGD04/1 - Heras Fenc QADS- A One-off

This uses all completed QA forms on the current filtered list to create a KPI report:

[ ™
1 QA Criteria Report - . =

i File Tools Help
i () Close (3 Print & Excel ™3 Expandall @ Collapseall W Drill down

Drag a column header here to group by that column

= Site Nav-12 Dec-12 Jan-13 Feb-13 Mar-13 Apr-13 Jun-13
) [HIGODET - Heras | 68 1S(KPIZ)

WEYG0371 ~ Tharh BB BB(KFIZ] T3FARER)

UOC0012 - Phize 76.00(KPI2)

WAY0022 - Marl

QAKPIReport ©2074 Tempia Computer Systems Lid

Completed QA forms results, especially for multi-location sites (see previous section) are potentially uploaded multiple times
during a site visit, or only at the end of a site visit or day, depending on the WiFi availability at each site. However, the
relevant contract / area managers do not want one emailed QA failure report every time an auditor synchronizes their mobile
device but rather emailed QA failure report per day, split by site.

QA FAILURE RECIPIENTS & REPORT
On every contract via the QA tab there is access to a second lists of QA recipients - i.e. the site’s contacts, the site’s business
analyses associated users and the contract’s employees - to control the distribution of failed QA items on completed QA

forms to QA failure recipients.

An overnight batch job can produce a QA Failures Report that is automatically emailed to the nominated QA failure
recipients, listing all failures for all completed QA items by client, site, building/area and room (i.e. location).

COMPLETED QA ITEMS

The Completed QA Items menu option provides access to a list of completed QA items which can be grouped and filtered,
as required:

Navigator RN perts QATemplste Types  Sites  Funclions  QATemplsies QAFormList  Completed GAliems  Contracts | Completed GA flems x
Service Point Completed QA Items
=3 Customer Service
98 Qualiy Audts Client * |- Site | il * | Room |
g g’:‘ ;‘;‘”‘f [ & ]St Contract QA template QA number Auditdate Area  QAitem Score  Faultcode Faultgr Failed? RegionDivison  ServicelO
A Batches
@ Completed QA items = = = C} C} O} = O} = = O} = =
3: a‘ ""m:'fd'i ) ABPODT - New Client Lid
5 %8 Mantenance 5 ABPOOT1 - ABP Ports
@ Site Structures = Building A
@ QA ltem Groups = Room1
@ QAliems ABPDOT/1 - Ocean Gat  LocationTesting - Locatio 1286 0S/102014 Recept RCS15 | 4-Goo [ RegionAClesnin SM 05
@ QAltem Structure =
@ QACriteria ABPDO1/1 - Ocean Gat  LocationTesting - Locatio 1285 0R/102014 Recept RCS1S | 4-Goo [ Region AlCleznin SM 05
g SZ ;::“CES:;T“"E | ABPOOVN-OceanGat  LocationTesting- Locatio 1286 06/102014 Recept RCS15 | 4-Goo ]  RegionAlCleanin SM 05
@ QATemplates ABPDOT/T - OceanGat  LocationTesting - Locatio 1285 05102014 Recept RCSIS | 4-Goo [C  RegionACleanin SM 05
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QA ANALYSIS - REPORT DEFINITION

When defining a QA Analysis report, the normal selection criteria are available but extra QA-related options have been added

to the Columns tab, as shown below:

r
T QA Analysis Report Configuration Detail - (new)

= | B (s I

: File Tools Help

u_:] Close H Save E! Save and new =

Criteria | Columns | Measurables
Category

Client - Code

Client

Site - Code

Site

Contract - Code
Contract

Task Type - Code
Task Type

QA Template -- Code
QA Template

QA Site Area

QA ltem -- Code
QA ltem

Fault - Code

Fault

QA Form No.
Audit By - Code
Audit By

Company -- Code

Restricted users
Sort Show?  Colour =
Unsorted <] m 255, 255, 255 ¥
Ascending v (=] 255, 255, 255
Unsorted ? ] 255, 255, 255 g
Ascending ? 255, 255, 255
Unsorted ? | 255, 255, 255 -
Ascending ? | 255, 255, 255
Unsorted ? [ 255, 255, 255
Ascending EE 255, 255, 255
Unsorted I~ 255, 255, 255
Ascending v 255, 255, 255
Ascending ? 255, 255, 255
Unsorted ? 255, 255, 255
Ascending f 255, 255, 255
Unsorted ? | 255, 255, 255
Ascending ? [ 255, 255, 255
Ascending = 255, 255, 255
Unsorted I~ m 255, 255, 255
Ascending ElE 255, 255, 255
Ascending ? ] 255, 255, 255

RAAnalysis ConfigDelail

22073 Templs Computer Sysiems Lid |

L =

And on the Measurables tab when adding details, the measurables are pertinent to the QA process, as shown below:

F
'?' QA Analysis Report Measure - (new)

L IEI—:.&-‘

: File Tools Help

i ) Close (G Accept @ Acceptand new

Measure

Column heading |

Extraction basis
Basis Manth range El MrtiEise
ol ol te of! 0
Relative?

Data value Calour £ Show? Sub-heading

Max score 255, 255, 255 =

Actual score 255, 25b, 255 =

Actuzl score percentage 255, 255, 285 =

Average score 255, 255, 255 =
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QA ANALYSIS - REPORT

Once the report selections have been defined, it can be published, modified and run like any other Analyzer report within
Templa-CMS:
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QA compliance summary report

The QA compliance summary report provides a yearly snapshot of completed QA items. On progression from the Selections
tab to the Details tab, the report extracts all completed QA forms matching the selections, providing a breakdown of
percentage compliance and QA form count of all score card QA items not flagged as ‘Exclude’, by site and month along with
full year totals.
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Once a date range and client have been entered the QA audit summary report extracts all completed QA forms matching the
selections, providing a breakdown of actual and possible score for each score card QA item not flagged as ‘Exclude’, split out
by QA item along with total scores and percentage compliance. On extraction, a tab is provided for each site/building with
two rows, for ‘Actual score’ and ‘Maximum score’.

For ease of reporting, QA items allow the definition of a ‘report description’ to be displayed on the report for each QA item
column. Where a report definition is not provided a shortened QA item is displayed on the report.
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QA COMPLETION ON CMS MOBILE

QA’s can be completed on a mobile device, e.g. iPad or Android tablet. The configuration of TemplaCMS for this purpose is
covered in another document: TemplaCMS Mobile Gateway.

One mobile device must relate to one TemplaCMS user
Mobile devices can receive contract and/or QA details (and/or Workbills in future)
Configuration of the mobile device is via ‘cog’ icon top-left on the initial screen

Mobile devices should be synchronised periodically, e.g. daily via WiFi connection - this is achieved via the Refresh
icon top-right on the initial screen:

Contract & QA details will be passed up to the mobile device

Completed QA details will be passed down from the mobile device

Redundant contracts & completed QA details are currently not removed
If CMS mobile crashes, close it down - do this by pressing the Home button (a the bottom/side of your iPad) twice in a
row, to make a task bar appear, showing your most recently used apps; hold your finger against one of the app icons
until the icons start to ‘shimmer’ then tap the red button with the minus sign to close the app
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The Last sync date option on the device registration list will display the date and time of when the devise was last
synced, i.e the user pressed the sync button on their device.

If a TemplaCMS user is allowed to see a contract, then all contract details are sent to the device, i.e. including budget
and billing details; the same level of function security that exists in TemplaCMS is not available on the mobile device
Only live contracts are sent to the mobile device

Uploaded contract list can be searched, if required

Contract & site details can be hidden, if required

Details are at contract/site level, grouped by client

Within contracts: tasks, budgets, employee pay, billing & equipment details exist

Within contract tasks: budget, employee pay & billing details for the task exist

Separate Pending and All tabs exist
Uploaded QA forms list can be searched, if required
Details are grouped by client
QA forms are “read-only” if:
already completed
not assigned to the current mobile device user, i.e. a user will see all QA forms for all contracts that they
normally have access too but only the assigned user can complete the QA form
QA forms have tabs for:
General - general information
Results - this is where the QA form must be completed:
Optionally enter comments on the QA area
Enter the score from the dropdown at QA item (or QA area) level
Add comments on any QA item failures, plus optionally a QA fault code and/or a picture
Completion - once the QA form results have been entered, the QA form must be completed, i.e. enter a
signature and/or name (both are optional) then ‘tick’ the complete box and then Accept
Criteria - once a completed QA form has been uploaded, the QA form’s QA criteria will be updated with the
compliance rating
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APPENDIX A - QA TEMPLATE SETUP

The following provides guidelines for the steps needed to create a new QA Template:

Step 1: Setup new QA Score Card

e Add anew (or Copy an existing) QA score card
e Enter/set relevant fields, i.e.: text, value, colours and failed status

Step 2: Setup the QA criteria

e Add each QA criteria, assigning the relevant type, e.g. compliance %
e Add all other QA criteria, although once the first is created it’s easier to copy

Step 3: Setup any new QA Faults or QA Fault Groups

Step 4: Setup new QA Item Group

Step 5: Setup all the new QA Items, i.e. Questions

e Setup all QA items, assigning each to the new QA item group and flagging with the relevant data type, i.e. score
card if they are going to be scored
e Add all other QA items, although once the first is created it’s easier to copy

Step 6: Setup the Site Structure

e Add anew Site Structure
e Add all the QA areas (and QA sub-areas) required

Step 7: Setup the QA Template

e Add a new QA Template selecting ‘print style’ Format1
e Assign QA Criteria and QA items to each area/heading, as necessary
e Consider if QA areas need area-level scoring

Step 8: Assign QA template to Contract

e Find the contract, create a new version and add the QA template via the QA tab:
e Ensurethe ‘Next QA date’ is set 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.

Step 9: Create One-Off (optional)

e Tocheck the QA template meets the layout requirements, a one-off QA can now be created from the QA forms list
for the contract that has been assigned the new QA template.
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GLOSSARY

QA area - an area to be Quality Assured within a QA form
QA batch - monthly batch of QA forms generated from the contracts QA templates
QA criteria - defines the criteria by which the company’s QA process is to be measured

QA fault code - allows analysis of faults; failed QA items only optionally require a QA fault code to be entered; a QA fault code
can also be added to a non-failure QA item

QA fault groups - allows QA fault codes to be logically grouped

QA form - the resulting document for completion by the Area Manager or Quality Assessor
QA form recipients - target site-level contact(s) to receive auto-emailed completed QA form
QA item - lowest level of measurable to be quality assessed, e.g. uniform, toilet, stairs, etc.
QA item group - QA items are assigned to QA item groups, purely for ease of setup

QA score cards - determines how a QA form is to be scored, e.g. 1-5 or 1-10, etc; can be set at System Control, QA template,
Contract, QA area or QA item - either the System Control, QA template or Contract’s QA score card prints on the QA form.

QA template - the configuration of the QA form characteristics, i.e. there will be one QA template per QA form style in the
field; QA templates are assigned to contracts

QA template type - allows QA templates to have different workflow assignment rules

Site structure - the type of site to be quality assessed, ideally as generic as possible, e.g. office block; typically (for simplicity)
there will be one site structure per QA form style, i.e. a one-to-one relationship between QA template and Site structure.

Site locations - allows buildings & rooms to be defined within a TemplaCMS site
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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.



