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INTRODUCTION

The TemplaCMS Team Portal system is a Two-part application consisting of both client (TemplaTPUI) and server (WebAPI)
applications, these will be installed as a single website.

The client application is the front end of the system which the user will interact with using any web browser - however
Internet Explorer is not supported, as this was replaced some time ago by Edge.

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

The setting up of a secure connection (via HTTPS using a SSL certification) and port forwarding is the responsibility of the
client’s IT department or their external IT support company.

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

SCHEMATIC

CMS SQL Server IS Server Client Browser
S\ |
= |
| 09|
TemplaCMS TemplaCMS Employee =
Database Employee Portal Portal
Database
The TemplaCMS SQL The client (TemplaTPUI) and server (Web API) The client will
server that holds the applications are installed on this server as a navigate to the
core data for the Main single website. The server website will login to Team Portal
TemplaCMS login details to access the portal their favourite browser

TECHNICAL REQUIREMENTS

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

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

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

TemplaCMS Team Portal has been designed to be available across all major browsers; although still accessible, Internet
Explorer was deprecated by Microsoft some time ago so Team Portal may not function correctly within IE. Team Portal is
adaptive in design so can be used on mobile phone screens as well as tablets and PCs/Laptops. Whilst screens less than 5”
will still work, Team Portal will work best above this size.
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TEMPLA-CMS CONFIGURATION

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

* :i) s Systern Contral B - o x
.
Sustem Cantral
System Care modules Service Point modules AddIn modules
System Setup Budgets Guiality Audits Hygiene Services
Adwvanced Dutlook Integration Payrol Customer Service Praojects
Stares Forms Bl Reporting
Wwhorkbills Customer Portal Asset Register
Billing Emplopes Partal
Accounts Manager Partal
whorkflow I Team Portal 1
E quipment
SpafemControl © 220 Fempia Computer Sysfams Lfd
* : ‘1 E] Iystern Caontral - Team Portal O X
& General

e

Close  Sawve

Mawvigate
Team Portal
Login URL http: //localhost: 0458/
APIURL http: /Ao alhost 62966/

[ Mandatary sequencial processing?

Processing sequence Allaw arnend?
] [ Schedule?
D
“work. instruction L] Emplopees?
During photos [ Client booking?
g7
After phatos *
Signoff
Hours ¥
| SpstamControl. TeamPoral © 2070 Tampia Computer Sysiams Lig J

Login URL: the login URL defines the address for TP but will be passed to both Employee Portal (EP) and Manager Portal
(MP), to allow them to render a link between the portals.

Mandatory sequential processing, and processing sequence: The processing sequence of the sections of each workbill can
be set using the up/down arrows. This then controls the sequence in which these sections are shown in TP. Furthermore, if
required you can force the user to complete the sections in the defined sequence by ticking the ‘mandatory’ flag.

Allow amend: The checkboxes here define whether the TP user can amend schedule, employee assignment and client
booking details via TP.
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Users need to be specifically enabled in order to use TP:

1
e y = User Details - |

gt e d

L)

- General

Close  Prewious  Mext Save
.! Mavigate Sawe
|
i General Uszer Folez  User Groups (4 Templates Stares Templates Data Form Templates Trainir
]

Enabled for Manager Portal?
Enabled for Team Portal?

Allow gingle sign-on acrogs portals

Linked employes Turner, Jusztin ‘3*0
]
]
i
Enabled for Team Portal: if selected the user will be able to log in and use the Team Portal.

Allow single sign-on across portal: this setting works in conjunction with the above-mentioned URLs to enable the TP user to
move seamlessly between TP, MP and EP.

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

Team Portal utilises the Workbill functions for the user to be able to use the portal. No specific functions exist for TP.
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TEMPLA-CMS Windows Client changes

Several changes have been made to workbills within the TemplaCMS Windows Client application in order to support the
required processes of Team Portal. The below described modifications are accessible in TemplaCMS regardless of whether
TP is licensed or not.

Most (if not all) workbills require that RAMS and COSHH documents be read and confirmed as such. TemplaCMS has now
been extended to allow these documents to be created for every workbill and delivered to either the client, or the TP user.

WORKBILL TYPES

Whilst these documents could vary between workbills, it is also likely that many workbills will require the same documents.
As such the ability to define them on the ‘workbill type’ has been provided via a new toolbar button, which when pressed
provides access to a list of documents:

i¢:.) e Warkbill Type Dietails - Deep clean E
& General

Sl - |

Close Previous Next | Save

Mavigate Saue
#
Genersl | Documents | Dates

\ Specitybelow the documents that ae tequied for warkbil of tis e ’7
i

Drag a column headzr here to group by that column,

(& Tile Documert For operative? For client? Unique to workbill?
Dee alety | C:WUseishi ot
Cient pormission | C: WJsers\ustint\Documents.. ] 0
” :') @ )s Workbill Type Document - Deep clean - (new) o x
£ General
O & @
[ Close Accept  Accept
1 and new
Mavigate Save
|
|| add Remave Document

WorkbiTspeDeiad Title workbil specific document

Operative to read?

[ Sendto cliert?

Unique to sach workbil?
File path

@ 2020 Fanpta Computes Systems Lic

[
L
[T

As can be seen, each document can be identified as for the operative or client.

For documents that are the same on all workbills of a given type, the file path should be specified. Alternatively, where a
specific document is required that is unique to each workbill, this checkbox should be ticked. The use of this is described
later.

WORKBILL ATTACHMENTS

When a workbill is posted, the documents defined on the workbill type are automatically added as attachments, so are
accessible via the existing toolbar button.

> YERE Workbill document Store - Workbill - Deep clean kitchen for Pink Pig Cafes -- dated 11/00/2020 o X
251 General
J o] J’ WExcel @ Auto refresh - & New dg) Filter selected D Delete g Forclient < Un-link
; s @ Eepand @& View T3 Unfilter selected o Foroperstive 5 Read?
Clase Refresh  Print Open
= Collapse ~8 Examine || [&] Publish farmat <l Link & E-maildocument
List Row Filter Status Wiarkbill
Drag a ealumn header here 1o group by that column.
= st Audience Di Mi Dwiner details Subiect ™
[=]| = [ (=) = = =
o Foraperative Workbill- 53752 - Deep clean kiche  Deep clean safely w
0 Forclent Workbill - 53752 - Deep clean kiche  Client permission w
Workbill- 53752 - Deep clean kiche  Client supplied picture w
4, For aperative 3 rotassigned - -
< >
WoikbiDocumentSioveFielist 4 tows i e )
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As can be seen above, the attachments list shows all manual attachments to the workbill along with those generated as
documents.

Using the toolbar buttons (top right), the user can highlight any attachment and:

e Markit as for the client or operative - in this way a photo sent by the client could be made visible to the
operativeon TP

e Link orun-link - this facility allows a ‘unique’ document requirement to be associated with the specific attachment
added to the workbill

e Markitas ‘read’ - though this is a process normally carried out via TP.

e Emailittotheclient

A workbill will move through the various completion statuses (awaiting completion, completed, satisfied, etc.) in a controlled
forward only manner. However, before work can commence, an agreed date for access may be negotiated.

TemplaCMS has been extended to allow for the optional free movement of a workbill through various user defined ‘workbill
booking statuses’ to manage the client booking process.

WORKBILL BOOKING STATUS

M avigatar

Maintenance

=8 Uszer Access/Securty

=3 Busziness Structure

=3 Budgets

=32 Payrall

=2 Billing

= =3 “woarkbills

2 "Workbill Types

2 woarkhbill Quote Cancellation Reasons
2 "Workbill Categaries

0 ok bl Bun Tupes
2 "Workbill Booking Statuses
Furchazing

=8 Document banagement

=3 wharkflow

=3 Filters

=8 Accounts

=8 Dashboards

This process allows the definition of any number of workbill booking statuses. For example:

Alertz whorkbill Types Wiorkbill Batches  ‘warkhill List “Wworkbill Booking Statuzes
Workbill Booking Statuses

Cirag a column header here to group by that column.
(2 5t Code & Description Defaul? Full back colour
[=]) [=] (=] E @ =
1 nat set B s
2 Proposed O B 221215
3 Prowvizional | 160, 204, 240
4 Accepted O B 7z

As can be seen in the above screenshot, 1 booking status can be defined as the default (starting status) for newly created
workbills.
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WORKBILLS

From a workbill, the user can access the booking status via the toolbar:

o es

r

Weorkbill Detail - Deep clea

m 5§ e

General

U aw

! Close  Prewious  Mext

s

.. Motes

2 Attachments

Client | Printfernail  Cancel Weorkbill
boaoking etk bill wiork  employee pay
1 Mawvigate Other Rec
Wworkbill | Dates Client booking
Details
whorkbill number 559752 External reference
- & _ . . . D X
{ E‘ = Workbill Client Booking
— General
IL) H
Close Save
Mavigate Save
Client Booking
whorkbill R9752 Deep clean kitchen
Site Pink Pig Cafes @
Scheduled
Friday 11/09/2020
15:00- 21:00
Accepted -
Motes
Agreed with Joan Wilsor|
| Wodkbif SentBooking © 2020 Tampia Compufar Sysfams Lig J

From here the user can select one of the defined status and enter notes, with this being reflected on the main workbill list,

workbill manager, and team manager, as well as on TP (see later):

Alerts

Workbill Tepes

Wiorkbill Batches | 'Woorkbill List Workbill Booking Statuses

Crag a colurmn header here to group by that column.
( Po C Su Type A C Booking status  Workbill numbe A Batch des
=/ = = @ =@ & of 0
i ] j One-off workbil ® RA752 One-off
i‘ ?ﬂz \ 5 Workbill Manager -
| % Genenl
NN @ © sowmoen dwl M

[T wreek © Booking status colour

Close Refresh Previous Next | Change Select fpply | Region/Divison  Task type *— = Projected workbill | Checl
filter  fiter lastfiter | Doy colour colour ) Title El Type schedule time
Havigate Filker Calendar Display Prajected o
)
Workbill mansger
€ Sepember 2020 > Monday Tuesdsy Wednesday Thursdzy T Fiiday Satuday
MTWTFSS 31 August 1 Geptember 2 3 [ 5
3; ; !legifhglg o DEJ4E - The Speckly Hound - 1126
14151617181320
21222324 2526 27
2862930
Atcber 2020 ’ 8 3 i i 2
MTwWwTFss |a%® 646 - The 5peckly Hound - 126
5 6 7 8 91011
12131415161718
192021222324 25
2627282930 31 13 15 18] 17] 18] 74
D Z634E - The Speckly Hound - “1[126
November 2020
M T T 55
1
2345678
3101112131415 2 22] 23 24| 25| 26|
161718182021 22 | =5 TEAIE Tom Crmntin U boT
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- - - -
)¢ El:) Ol s Tear Plan - Team
-

- General
Jd @ 0 &
H
Close Save Approve Add Check waorking
distribution  warkhill  time conflicts
Mavigate Save Other
“w/ork bills:
Details
Team TeamJ1 %@
Date 11/09/2020 |~
@ W Po C Pr Seq & W “Workbil Booking status “whorkbill type
FEE e E= of of

Nl T o _ DC - Deep clean

TEAM PORTAL WEBSITE

Users log in to Team Portal using their TemplaCMS user and password:

- =] x

I Tesmpor x4

' C @ lncahosts0asBiogn o 0 M @ i

TEMPLA
LogIn

User code
I

Password

Log In

MY TEAMS

On successful log-in, if the user has access to multiple teams (defined on the TemplaCMS user) they will be taken to the ‘My
Teams’ list, where these are shown with their appropriate colour coding:

| Tearnpartal x  + - o x
< C @ localhest:60458 o 5w O
TEMPLACMS ! Temp sarn Portal
My Teams
ORD
EMPLOYEE PORTAL 4 Team 1
>
5 Team 12
>
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Tapping on a team will progress to the team calendar, whilst if the user only has access to a single team, My Teams will be

bypassed, and they will progress directly to the calendar.

TEAM CALENDAR

| TeamPortal x ar

& C @ localhost:60458/myteams/team/4,/Team %20J1,/2020/9/7 /0,0

TEMPLACMS:# T

JEY Team Portal

MY TEAMS

CHANGE RD

EMPLOYEE PORTAL

MANAGER PORTAL

LOG OUT

701 A

8:00 Al

9:00 Al

10:00 A

11:00 Ak

12:00 PM

IR

gl - |

The Team Calendar will default to showing the current week of workbills plotted with their start and end times. Note that this
will only include workbills that have been ‘approved for distribution (via the TemplaCMS Team Manager process).

The user can switch between a week and single day modes, and navigate to previous or next week/day using the buttons at

the top of the calendar.

Tapping on a workbill takes the user to the Workbill page.

WORKBILL

The Workbill page presents the user with all the stages of a workbill so that they can be completed in the defined sequence

(which may be mandatory - see System Control):

I TesmPortal x4+

&« C @ lacalhast&0458/myteams/teamwarkbil 59752 o i )

Friday 11/09/2020 08:00 - 11:30
DC - Deep clean SPE - Special

59752 Periodics

Pink Pig Cafes
Unit 1, The Quay
Newcastle

Dyted TN1T SHW

Processing

Un-read

Un-read

None

Hene

Pending

Hours None
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Tapping on any stage button will take the user to the appropriate view.

Workbill - Schedule

| TeamPartal x

e
TEMPLACMS i

+

C @ localhost60458/mytearns/teamuorkbill 59752

Tem m Portal

Workbill 59752 -- Deep clean kitchen

EMPLOYEE PORTAL

M ER PORTAL
Friday 11/09/2020 08:00 - 11:30

LOG OUT
DC - Deep clean SPE - Special
59752 Periodics

Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 SHW

@ specific O AM O PM
O Any time
Scheduled from 11/08/2020 08:00

Scheduled to 1140972020 11.30

Prey

hext

The schedule view may be read-only based on the System Control ‘allow amend’ options (see earlier).

Using this view the user can change the date/time of the workbill in a similar manner to TemplaCMS.

Workbill - Employees

| TeamPortal x 4+
< C @ localhost50458/mytearns/teamworkbill/59752 o
TEMPLACMS i ormpIaChS DEV Toam Portal
Workbill 59752 -- Deep clean kitchen
EMPLOYEE PORTAL
W R PORTAL
Friday 11/09/2020 08:00 - 11:30
LOG OUT
DG - Deep clean SPE - Special
59752 Periodics
Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 9HW
777888 Kelp, Charlie
200 Smith, Jarge MES ONZ
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The employees' view may be read-only based on the System Control ‘allow amend’ options (see earlier).

The pre-selected employees for the workbill will be displayed, and the user may remove or add to this list as required. When
adding employees, the defined team members will be presented at the top of the available employees' list.

Workbill - Client Booking

| TeamPortal X +

&« C @ localhost:60458/myteams/teamworkbill /59752 o iy G e :

TEMPLACMS it Termnp am Portal

Workbill 59752 -- Deep clean kitchen

Friday 11/09/2020 08:00 - 11:30

LOG OUT

DC - Deep clean SPE - Special

59752 Periodics

Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 9HW

Notes Agreed with Joan Yilson

Cancel Save

The client booking view may be read-only based on the System Control ‘allow amend’ options (see earlier).

Similar to TemplaCMS, this allows the workbill to be freely moved between defined workbill booking statuses.

Workbill Processing - Begin

Until ‘Begin’ has been pressed, the following processing options are read-only. On pressing begin, the start time is recorded,
as is the current GPS location of the user.

Note that the GPS location is only relevant when accessing TP via a mobile device that is capable of capturing it. The location
tracking is accessible from the TemplaCMS Workbill record:
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\ a s Location tracking | X

(009

General

e

Close  Viewin
browser
Navigate

Localion tracking - Workbil: 53752 - Deep clean kitchen for Pink Pig Cafes -~ dated 11/03/2020

Event Date ¥ * " Foovdenn i
Started 11/09/202015:42 TsleRg ] gy
Duiing photos 11/09/2020 16:28

After photos 11/08/2020 16:28
Confirm 11/09/2020 16:42

Llucemne

arvellous’ | ™

Thistle Rd! *

Hedge End Library,

LLIL =N Southampton” H

e ominos Pizzal*

S Small Car, Specialists g
Southamptonkwe s

* Huber Dixon o

Insurance Services (s}

1 . .
g ] ._,‘ Tops N Tails Proféssional
% Dog/Grooming

|wobiesPs Tractingt ocation ©2020 Templs Conputer Systems Lta_]

Having pressed ‘begin’ the other processing options are now available for update. Each much be completed (except for
‘hours’ - which are optional) before the user is allowed to press “finish’.

Workbill Processing - Before, During and After Photos

| TeamPortsl x  +

&« C @ localhost:60458/myteams/teamworkbil /59752 ® G 3 2
TEMPLACMS Terr DE am Portal
Workbill 59752 -- Deep clean kitchen

1Y

0

EMPLOYEE PORTAL

MANAGER PORTAL

ouT

Friday 11/09/2020 08:00 - 11:30
DC - Deep clean SPE - Special

59752 Periodics

Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 SHW

During photos Caption

wark in progress E

Stage notes

Before, during and after photos each allow pictures to be taken (if on a mobile device with a camera) or selection of a pre-
existing image, along with an optional caption.

The GPS location is captured when photos are attached to the workbill.

Document Ref: TEAM TemplaCMS - Team Portal Manual.docx Version: Page 14|19
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Workbill Processing - Documents

| TeamPartal x o+

I C @ localhost:60458/myteams/teamworkbill /59752 @ o it G 3N I

TEMPLACMS i Te eam Portal

Workbill 59752 -- Deep clean kitchen

CHANG

EMPLOYEE PORTAL By

Friday 11/09/2020 08:00 - 11:30
DC - Deep clean SPE - Special

59752 Periodics

Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 SHW

Operative documents

Read Read?
Read Read?
0 Read?

Client documents
Stage notes

Each document can be accessed by tapping the button, which will download it to the browser for display in the appropriate
app. Each document must be marked as read.

Workbill Processing - Work Instruction

| TeamPortal x  + - B
& C @ localhost:50458/myteam s/teamworkbill /59752 ® o G W <
TEMPLACMS TomplaCMS3 orta
1Y T o a
Workbill 59752 -- Deep clean kitchen
CHANG!
EMPLOYEE PORTAL Prev
ER PO
Friday 11/09/2020 08:00 - 11:30
LOG OuUT
DC - Deep clean SPE - Special
59752 Periodics

Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 SHW

Work instruction Deep clean of kitchen on ground floor.

[ Read?

Stage notes

save

As with the documents, the user must confirm that the work instruction has been read.
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Workbill Processing - Signoff

| TeamPartal x4

<« C @ Iocalhost60458/myteams/teamworkbill 59752

TEMPLACMS Tem DE

DC - Deep clean

59752

Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 SHW

Status
Signed Ceontact

or name

Signature

Comments

Stage notes

ortal

Friday 11/09/2020 08:00 - 11:30

SPE - Special

Periodics

Satisfied
Dr Keith Marswick

D —

all good|

The Signoff view allows the user to nominate the person who has signed along with capturing the signature.

Once signed-off, the user can now press the ‘finish’ button, though before doing so they may also enter employee hours and

extra payment details.

Workbill Processing - Hours

| TeamPortal X+

<« C @ Iocalhost60458/myteams/teamworkbill /59752
TEMPLACMS Ten

MY TE

CHA D

EMPLOYEE PORTAL

_ DC - Deep clean
I SER PORTAL

59752

Pink Pig Cafes
Unit 1, The Quay
Newcastle
Dyfed TN11 SHW

8105 - Lamb, Lottie
200 - Smith, Jorge

777888 - Kelp, Charlie

Totals

Budgeted
Actual

Variance

Stage notes

ortal

Friday 11/09/2020 08:00 - 11:30

SPE - Special

Periodics

Hours
0.00

0.00

0.00

£0.00
£0.00

£0.00

Extras
£0.00

£0.00

£0.00

Cost
£100.00

£0.00

£100.00
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The Hours view shows the assigned employees with sum totals of their hours, pay and extras compared to the budgeted
values on the workbill. Tapping on an employee takes the user to the detail view for entry:

1 TearnPortal X aF

[ C @ localhost60458/myteams/teamworkbill/58752 hg GO N -]

TEMPLACM Tem JEV Team Portal

Il TE:

_— - Friday 11/09/2020 08:00 - 11:30

DC - Deep clean SPE - Special
EMPLOYEE PORTAL

59752 Periodics
GER PORTAL

Pink Pig Cafes

uUnit 1, The Quay

Newcastle

Dyfed TN11 SHW

777888 - Kelp, Charlie

Labour
Friday 11/09/2020
Hours 10.00
Rate 950
Total £95.00

12/09/2020

Exiras

12/09/2020 =+ Anothi

Total 10.00 £95.00

Stage notes -

The detail view allows the hours, rates and extras to be entered per date, with the ability to add new dates beyond the
scheduled range of the workbill if required.

Workbill Processing - Finish

| TeamPortal x 4 - = *
&« C @ localhost:60458/myteams/teamworkbil /59752 w ® R e
Te C m Portal
59752 Periodics

Pink Pig Cafes
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As above, once signed-off, the finish button is enabled. Tapping finish will capture the timestamp and GPS location, and mark
the workbill as fully complete.
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Finish

No further amendments to the workbill are then allowed via Team Portal
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» TEAM Software

by WORKWAVE

TEAM Software develops market-leading solutions for companies with distributed workforces. TEAM has a focus on the cleaning
and security industries helping the companies who serve these sectors manage and optimise their business; from front line
service delivery to back office financial management. TEAM’s technology is designed to help improve productivity, employee
engagement and profitability, and at the same time help control cost, risk and compliance. For more information, visit
teamsoftware.com.



