» TEAM Software

by WORKWAVE'

TemplaCMS
RIGHTCHECKINTEGRATION

Version: v6.1.0 (May 2021 - update to v6.1 to 2021.04a)




COMMERCIAL STATEMENT

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

Document Ref: TEAM TemplaCMS - Rightcheck.docx Version: Page 2|11
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal


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

TABLE OF CONTENTS

INTRODUCTION ..tuuieuituireeceertuiseectniraecsectenssecsessascsestassssssssssssssssssssssssssssssssssssssssssssssssssassssssssssssssssasssssse 4
BACKEIOUNG ..ttt ettt et ettt e b e bt et e b e e h e e bt e at et e s bt e at e b e eat et e e b e ea b e beea b e besat et enbesatenben 4
OVEIVIEW ..ttt ettt ettt ettt ettt s et e s bt et e b e e a e e bt e bt e et e bt s ae e b e eheea e e e b e e ab e st e st e b e ss e e at e beeae e s e easeasesateas e besneensenseennenne 4

SYSTEM ouiiiiiiniiiiiituiitctiiiittectuiteeceestancsestesssecsestassssstssssssssstasssssssssssssssssssssssssssssssssasssssssssassssssassassses 4
Lol T o 1Y TR OO OO PO U U R UORUPRORUPTRRUPPPRRPPPONt 4
T F= 13 AT (=] 4 PSS SR 4
SYSEEIM CONEIOL.utitieiietieieieetteteeee ettt e et e e te et et e e st et e s s e eseesteeseessanseessessesseessesseessansasssansenssessenseensansesssensensennsenns 4
FUNCtIONS @aNd FUNCLION GIOUPS .ouviiiiictiieieciecieeieesteesteestestestestessteesseessaesssessseesseessaessassseesssesssessesssessseesseesnsennes 5
Users / Device Registration — Template ASSIZNMENT ....vevuieieriieieieeeetereetee st ste et te e see e e sesseesaesseereensans 5

MAINTENANCE .. .cccttetetetetereseresesesesesesesesesesssesesssesssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 6
Data FOIM TRMPLATES. .cuveitieerecieete ettt ettt ste e s e e staesbe e be e beesbaestaeesbeesseeaseesbeesbeebaessaesssessseessaensaessenssennsennns 6
RIGNECNECK POOLS ...ttt ettt b ettt et et e s ae et et e eat et e sbeea b e b e eatenbesaeentenbesatenbens 7
ALLACHMENT TYPES ..ttt ettt ettt ettt e st e et e st e s st e s se s s e e st e s aeseessesseessessesseessansesssensanseessesseessansesssensans 7

DATA FORMS ..ccuiiuiiiiituiinctentuiceectaitaecsestascsecsestascsestasssesssssssssestsssssssssssssssssassssssssssssssssassssssssssssssssasssssse 7

RIGHT TO WORK CHECKS ...ccututetecerecerecesesecesesecesesesesesesesesssssesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 8
Right t0 WOrk CheCk — LiST @nd FIlter...cc.uiviiiiiiiiiieeieereeste sttt st sre e e sa e saaesaeesssesbasbaessaessnesasesnns 8

EMPLOYEES - RIGHT TO WORK...ccctuitiiituituietectuirnctnstaicsectestacsestacsestasssccsessassssssssssscssssassssssssssssssssasssssse 9

RIGHTCHECK ON TEMPLA MOBILE APPLICATION V3 ..ccittcetcececescoceccscecescssscescssescscssecescssessssssesssssssssssessses 10

Document Ref: TEAM TemplaCMS - Rightcheck.docx Version: Page 3|11

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



INTRODUCTION

These training session notes are designed to provide background information and useful hands-on experience of using the
general CMS function. These notes are designed to complement the training and assist you at a later stage when away from
the training environment.

The Rightcheck module allows TemplaCMS to communicate with a 3rd party Rightcheck user account. It does this by building
on the existing Advanced Form (AF) functionality, meaning that the Advance Form module is required.

SYSTEM

The Righcheck (RC) module is separately licensed so a relevant license key must be obtained from TEAM Software and
applied to TemplaCMS.

All configuration on the ‘General’ tab will be set up by TEAM Software as part of the implementation process to allow
communication with Rightcheck. This should not be altered once configured.

Additionally, three new Attachment types will be defined on the ‘Rigthcheck’ tab:

1. Check PDF attachment type - used to save the check PDF document against the TemplaCMS check record.
2. Checkimage attachment type - used to save the employee photo against the TemplaCMS check record.
3. Employee PDF attachment type - used to save the check PDF document against the TemplaCMS employee record.

J @ d

Close Previous MNext Save
Mavigate Save
General Responsible users  Dates
Check POF attachment type Check POF m'ﬁ
Check image attachment type Check image B a
Employee POF attachment type EE POF m'a

There are no specific settings on System Control for the Rightcheck module.
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The Rightcheck module spans across three main areas of TemplaCMS:

1. Employees - for returned check details.
2. Maintenance - for Rightcheck Pools.
3. Data Forms - for set up and review.

Therefore, the following three function groups could be applied to a user depending on the level of authority required:

*EEVRTW - * View employee right to work details.
RC - Rightcheck.
*DATAFORM - Data Form Functions.

It is up to the TemplaCMS 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.

The Data form templates containing the Rightcheck control need to be assigned to required users, for them to be used - this
can be done via User Maintenance or Device Registration or Data Form Templates (see below).

DEVICE REGISTRATION

Y5
v ‘ "
" | General
2 & [ AT
S d & € a 9 =
Close Previous Next Save Synchronise  Re-Create Send Run Email
now folders  settings Housekeeping settings
Navigate Save Record

General Rightcheck QATemplates Stores Templates | Data Form Templates | TrainingTemplates Teams Dates

Data Form Templates
ol
Rightcheck

USER MAINTENANCE

J<}3E>H

Close Previous Next

Navigate Save

General Portals UserRoles UserGroups QATemplates Stores Templates | Data Form Templates

Code Data Form Templates
(=] (=]
RC Rightcheck
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DATA FORM TEMPLATES

J e HE
Close Previous Next Save Saveand
new

Navigate | Save

_General  Layout Designer | Mobileusers | Dates

l Users

| =

=

' Support Templa-CMS

Additionally, the ‘Use Rightcheck’ option needs to be enabled on the ‘Rightcheck’ tab of the Device Registration and a

Rightcheck Pool defined for TemplaCMS to send the check to the require Rightcheck user for authorisation (see below):

Ve d @ &€ 0 0 =

Close Previous Next Save Synchronise Re-Create  Send Run Email
now folders  settings Housekeeping settings
Navigate Save Record
General lig | QATemplates Stores Templates  Dats Form Templates  Training Templates Teams  Dates

Use with Rightcheck?
Pool | DAVESPOOL i)

MAINTENANCE

For further details please see the Advanced Data Forms manual

The Rightcheck control must be added to the required Data Form to send an employee to Rightcheck. This is only available on

Data Form templates which have an ‘Assignment area’ of ‘Employee’.

Jevdld #4Hns > 86 B

Close Previous Next Save Save and Add Move | Re-size Multi- PDF Portrait | Landscape  Screen
new Control | mode | mode select preview mode mode size ™
Navigate Save Designer Layout
General | Layout Designer | Mobileusers  Dates
EJ- Standard controls wl]
- Label
- Text
-+ Check box . - .
Date anly ~ :New Starter Application Pack
- Date and time
- List
- Numeric Odp
- Numeric 1dp
Mumeric 2dp
- Numeric 3dp Employee Details
- Numeric 4dp
: ‘F"‘aﬂel Titie <Enter Title > | BUE [Date of birth
- Formula i
Signature box First Name (s) < Enter Forename 1 > | |< Enter Forename 2 | ‘: Enter Forename 3 » |
- Multiline text Surname < Enter Surname = |
~ Site Gender Gender | Employee Photo
-~ Section heading
- QA completion date .
QA number {Address: < Enter Address »
- Correct score T
- Incorrect score
- Maximum score
- Answered count
URL Town < Enter Town >
- Page break County < Enter County >
~Logo Postcode < Enter Post code >
&8 Rightcheck
E}- Linked § .
Title Site
Forename 1
R Send To Rightcheck
- Forename 3
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TemplaCMS has visibility of all Pools set up within Rightcheck. These can be viewed via Maintenace > Rightcheck >
Rightcheck Pools. Please Note: These must be created/ maintained within the Rightcheck user interface, not TemplaCMS.

NaWGEHON o resh U Alerts | Rightcheck Pools |
Maintenance Rightcheck Poals
=2 Purchasing ”
=32 Document Management Drag a column header here to group by that cc
=2 ‘worldflow o
=2 Filters (2l St Code Description
=2 Accounts |E|| |E|| |E||
=3 Dashboards : = s
£ »2 Rightcheck - 76b31e14-b0Bc- All hiring
i Rightcheck Pocls Seblelf8-2cEa- | DAVES POOL

Itis the responsibility of the Templa-CMS administrator to set the required permissions on the three Attachment Types which
are configured against the external system. For further information, please see the Attachment Types section of the
Maintenance manual).

‘?\ s Attachment Type Details - Check PDF
i —
- General
[
Close
Mavigate

Generzl | Permissions | Dates

= O
Area/contracts . iExclude
Clhent Portal Exclude

Contracts admin.. Exclude
Finance director.. Exclude
HR Manager Exclude
maint view only | Exclude
Payroll administr... Add

DATA FORMS

Data Forms containing the Rightcheck control can be reviewed and processed in the same way as all other employee assigned
forms. For more information, please see the Advanced Data Forms manual.
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RIGHT TO WORK CHECKS

Right to Work Check - List and Filter

The Right To Work Checklist allows the following specific filters to be used:

o Iz] v %@
Close Default Select Publish  Select
criteria filter format
| Nevigate | Save Filter
Check |
Crores i -
Check status (i) )
Matched? OiNo OYes @ lgnore
Check Id | |
Candidate ld | |
Candidate forename | |
Candidate surname | |
Candidate reference | |
Check review Id | |
Passport number | |
Passport expiry date range | (not sef) [v] | motset) [v| [ Al dates are relative?
Date of birth range linotset)  [v] [(otse  [v]
Matched date range | not set) [v] | notset) [v]

All completed checks from Rightcheck can be viewed in TemplaCMS via the Payroll > Other > Right To Work Checks menu

e A HO0RYEE

) Reinstate
View Filter  Un-filter  Apply Change Select Publish

selected  selected lastfilter  fiter  filter format || 9% Show deleted
I' Row Filter |: Status |

Right To Work Check List

Drag a column header here to group by that column.

St Employee % Check status Matched? Check ld Candidate Id Candidate forename Candidate surname
== o H E & = = i

0012 - Magaly Whiteside Approved B bBde2045-67c2-4010-bdde  25f3710b-a473-43e6-3633  Magaly hiteside

0002 - Dung Beltrami Approved ] 4c523686-5a10-4c2b-97aa  BaeBbala-5f0a-4823-2586 | Dung Beltrami
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Additionally, it is possible to ‘drill down into any of the rows within this list to see additional information on the check:

i}

LML M e

yoes -

Right To Wark Check

L

General

@ E> 9 Attachments E .:3‘
7| Process sheets &
Close Previous MNext View Print
image check
Navigate Other Record
General
Employes Magaly Whiteside
Check status Approved
Check Id b5de2045-67c2-4010-bdde-48021bb23137
Candidate Id 25f3710b-a473-43e6-a633-dBa1d6e14b19
| Candidate forename Magaly
_  Candidate surname \Whiteside

Candidate reference 31-132622787528638516

Date of birth 08/04/1921
Passport number Ajdhdj
Passport expiry date 110612022

Check review |d

Reviewd at 08/04/2021 08:11:36
Reviewd by first name Admin
Reviewd by |zst name Templa

Reviewd by username

templa.sandbox.admin@rightcheck.io

1eald265-bbc3-4b3e-bd0-50883d92h6f2

The ‘Attachments’ option on the check detail, will also have the attachments below defined on the external system. Users can

select ‘Examine’ to view each file:

1. Check PDF attachment type.
Check image attachment type.

Drag a column header here to group by that column.
| @ St Owner details Type Subject Grouping Expiry date E
| El[olo] 0 0 0 0 [
| Right to work check - 16- 18 Check image Employeelmage16-13262343204558 61
B Right to work check - 16- 16 Check POF CheckPDF16-132623432242577445 | 62

EMPLOYEES - RIGHT TO WORK

When an ‘Approved’ check is returned to TemplaCMS, the ‘Right to Work’ tab on the employee is updated:

Employee Detail - Dung Beltrami

's
>

‘p Jewd)s

General

@ d

2. Notes

& Attachments

I Close Previous Next Save
' 2] Process sheets
Navigate Save Other
General | Righttowork | Auto Enrolment  Banking  Sites

Visa required?

Visa reference | abcdefghu

Issued date
Expiry date
Check status
Candidate |d

| 10052021 |v

20/05/2021 v

Approved
8aeBba2a-5f03-48e9-3586-c757546c5
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Planner

Properties  History

Transactions

["3] Create mail ’Eﬂ G ‘ ﬂ BY

Quick  Print

A email  |abel
Recor

Teams  Furlough/JSS
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RIGHTCHECK ON TEMPLA MOBILE APPLICATION V3

When completing a Data Form containing the Rightcheck control, users will be able to push the ‘Send To Rightcheck’ button
on the Data Form. This sends the entered employee Forename and Surname to Rightcheck. The user is then prompted to log
into the Rightcheck app. This is shown in the diagram below

Except for the above, the Data Forms can be created, completed, and synced in the same way as all other Data Forms. For
more information, please see the Advanced Data Forms manual.

Please Note: The Rightcheck functionality is only compatible with Templa Mobile v3

°— Data form: N... | 4

RESULTS

Are you sure?

Candidate Alishia Buck will be
sent to Rightcheck in order to
complete the necessary right to
work checks. You will need to

Rightcheck

The candidate was sucessfully
sent to Rightcheck. You will need to
launch the Rightcheck app in order

1. Enter ][ 2. Enter ]
forename surname

launch the Rightcheck app in order = :
Alishia I 10 process this. to process this candidate.
CANCEL  CONTINUE
|Buck ° l
SEND TO

RIGHTCHECK

Y N

3. Select SEND TO
[ 4. Select 5. Select OK

RIGHTCHECK CONTINUE
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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.



