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COMMERCIAL STATEMENT

TEAM Software makes no warranties, expressed or implied, in this document. The information contained in this document
represents the current view of TEAM Software on the issues discussed as of the date of publication. Because TEAM Software
must respond to changing market conditions, it should not be interpreted to be a commitment on the part of TEAM Software,
and TEAM Software cannot guarantee the accuracy of any information presented after the date of publication.

The information contained in this document is confidential and is submitted by TEAM Software on the understanding that it is
used for evaluation only. In particular, the contents of this proposal may not be disclosed in whole or in part to any other third
party without the prior express written consent of TEAM Software as per www.teamsoftware.com/legal.

The information contained in this document is the copyright of TEAM Software. The information may not be distributed to any
third parties except with the express written permission of TEAM Software and then only if this note is reproduced in
its entirety.

Complying with all applicable copyright laws is the responsibility of the user. Without limiting the rights under copyright, no
part of this document may be reproduced, stored in, or introduced into a retrieval system, or transmitted in any form or by any
means (electronic, mechanical, photocopying, recording or otherwise) or for any purpose, without the express written
permission of TEAM Software.

TEAM Software may have patents, patent applications, trademarks, copyright, or other intellectual property rights covering
subject matter in this document. Except as expressly provided in any written license agreement from TEAM Software, the
furnishing of this document does not give you any license to these patents, trademarks, copyright or other

intellectual property.

The information contained within this document shall remain valid for 60 days from the date of creation. Any requested
extension to this period shall not be valid unless confirmed by TEAM Software in writing and may result in a variation of the
terms contained herein.

TEAM Software provides the information contained herein for information and evaluation purposes only.

This document and any work arising from customer acceptance of this document are subject to the agreed terms and
conditions of TEAM Software. All Terms and Conditions of business can be found at teamsoftware.com/legal.
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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 uComply module allows TemplaCMS to communicate with uComply (as Right to Work provider) which it does by building
on the existing Advanced Form (AF) functionality, meaning that the Advance Form module is required.
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SYSTEM

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

There are no specific settings on System Control for the uComply module.

The uComply module spans across three fundamental areas of TemplaCMS:

1. Employees - for returned check details.
2. Maintenance - for set up and review.
3. Data Forms - for resulting data forms

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

*EMP* - Various function groups that give access to employee details.
*MAINT - Maintenance functions which includes the Right to work options.
*DATAFORM - Data Form Functions (and which also includes the Right to work options).

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 menu options.

Create three new Attachment Types for uComply, two being ‘Right to Work check’ attachment types:

e Check Standard attachment type- Used to save the check PDF document against the TemplaCMS check record.
Check image attachment type- Used to save the employee photo against the TemplaCMS check record.
e Employee standard attachment type - Used to save the check PDF document against the TemplaCMS employee

record.
@ General
~ T . " - F
sy | - -(' 8 Check duplicates O 5 |‘_) - _ ) Search )
P - = T j y G L] o
i &' Auto refresh ) &' Clear Search
Close Refresh Print Excel Expand Collapse Open lew Copy Vies Print Filter Un-filter Immediat:
label = selected selected filter
List Row Filter
Navigator ha ”Alerls { Function Groups I Document Templates [ Document Batch List | Attachment Types I External Systems I Data Form Templates [ Right TeWork Checl
Maintenance Attachment Types
b =3 Calendars -
@ Task Types
@ Attachment Types E B8 St Code A Description Area
b =@ Cost/Revenue A @ @/ comply ¥ [w] O]
@ Property Types uComply-EE-RT  uComply - Employee RTW Documents Employee
@ Counties
@ JobTitles uComply-Image uComply - Image Check Right to work check
N uComply-Standa  uComply - Standard Checks Right to work check
Contract Admin
Pavrall

All configuration on the General tab will be set up by TEAM Software as part of the implementation process to allow

communication with uComply. This should not be altered once configured.
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Via the System Admin > Gateway Admin > External Systems menu option, create a new external system for uComply.

On the General tab, define the following:

\JDeap '| s External System Details - uComply - d X
)
General
Close Previous Next ve Re-Create
folder structure
Navigate Save Other

| General | Right to work | Responsible users | Dates |

Code | uComply
Description | uComply
File format IuComply -

Sleep cycles 10
Queue number 1

Transfer type |none -

Path/URL/DB

User | | Password | |

Transfer type \WebService ~ | Protocol  Tis12 -
Path/URL/DB l https://ucomplyrtwapiproduction azurewebsites.net/apiiv1.0/
User I ‘ Password |

File format - This will be uComply, so the customer will need to be licenced.
Target Details:

e Transfer details only required.
e User and Password will be provided to the customers.
e Path will remain the same for all customers.
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On the Right to work tab, select the previously created attachment types:

-. a5 H -|= External System Details - uComply - O X
|
General
J e d ©
Close Previous MNext Save Re-Create
folder structure
Navigate Save Other

| General Hid'ltbworkl Responsible users | Dates |

Check standard attachment type | uComply - Standard Checks 0
Check image attachment type | uComply - Image Check 0
Employee standard attachment type | uComply - Employee RTW Documents %0

On the Responsible users tab, select the required users to be alerted for all errors:

N\ o «a» s External System Details - uComply - a X
General
e d ©
Close Previous MNext Save Re-Create
folder structure
Navigate Save Other

| General | Right to work | Responsible users | Dates |

Responsible users

&
Templa-CMS, Support
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MAINTENANCE

Data Form Templates

Via the Service Point > Customer Service > Maintenance > Data Forms > Data Form Templates menu option:

o= TerplaCMS® - Contract Management System -- SUPPORT TEST ENV - =X

DI :sﬁ hY @i .(: mm Dcneckduplicates - u o fil C% he Y ™ ) search ? © Delete
@ Auto refresh L e &y Clear Search ¥ Reinstate
Close Refresh Print Excel Expand Collapse Open  New Copy View Print Filter Un-filter Immediate |
label =  selected  selected filter {8 Show deleted
List Row Filter Status
Navigator * |1 Alerts | Data Forms | Data Form Templates x
Service Point Data Form Templates
4 =g Customer Service -
@ Address Book Drag a column header here to group by that column
@ Service Reguests @ St Code Description Data form type Assignment area Docume
@ Action Requests |§|||§|‘ H o @@ = ol
b @@ Staff Training uComply Mew Starter Form for uComply MNSF - New Starter Forms Employes
b =3 Data Forms —

h

=2 Maintenance
P =@ Service Reguests
b =@ Action Requests
b =@ Staff Training
4 ®3 Dats Forms
@ Data Form Types
@ Data Form Templates
@ Data Form Bundles
@ Data Form External lds

Create a new data form template for uComply (which perhaps can be created from an existing new starter form) where for any
form flagged on the General tab for Employee Creation?, the uComply pane (bottom right) will then display:

e H - Data Form Template Details - New Starter Form for uComply - [} X
General
J e HH
Close Previous Next Save Saveand
new
Navigate Save
General I Layout Designer { Mobile users | Dates I
Code [uComply
Description New Starter Form for uComply
Data form type New Starter Forms ‘ho
Assignment area Employee -
Auto-e-mail T&C attachment path [ | |
Override workfl h ced sl
verride workflow path - server sourced | = " 3 F] Capoure me
Override workflow path - mobile sourced ol ] Capture date? | Allow nts?
Override workflow path - post completion ) Site binder detail
Use Assigned ¥ | | Auto email employee when complete? [ Add to site binder?
W Allow free-form design? | Preventamendments?
¥| Employee creation? | Do not apply linked fields?
71 Auto email entry user? Auto-Email back on receipt details
#1 Ao email BA level? " Auto-Email back on receipt?
1l [4
Data form attachment
[ Auto generate attachment? e
Employee attachment type
Bundle detail
Data form bundle uComply o
uComply
External id C1B_Candidate_Detail_HeadOffice

Externalid - This will need to be set up so that the relevant form is populated dependent on the employee and their location
and where this external id must match the uComply form id.
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On the Layout Designer tab, design the form to include the required fields:

X Ja i i- Data Form Template Details - New Starter Form for uComply
|

General

devdE DRSS 3 6
Close Previous Next Save Saveand Add Move | Re-size Multi- PDF Portrait | Landscape  Screen Title
new Control | mode | mode select preview mode mode size v formula
Navigate Save Designer Layout
General watDﬁiwI Mobile users | Datﬁl
4 Standard controls a

=5 . NEW STARTER FORM - EMPLOYEE DETAILS . |

Check box S ‘

Doks oy " [FormiD ] |Form Id l

Date and time -k Lo

List . - .

Numeric Odp Ref: - |Emp|uyee Reference | .

Numeric 1dp o ] ) .

Numeric 2dp ] iName: x ‘ |T|tle | )

Numeric 3dp

Numeric 4dp ) ) ) ) [Forename 1 | ’

Formula . . . . |Fo 3 | .

Signature box o .

Multiline text .

sie [Surmame |

QA completion date Site: [ |

QA number

Correct score " |Dateof birth: o [Date of irth

Incorrect score ' T

Maximum score R |Gend=r | .

A i mouint

For each field created right-click on the field to use the Edit Control option:

\ @ s Data Form Template Item Details - New Starter Form for uComply
-

General

L 9 @
Close Accept  Accept

and new
Navigate Save

General I Valid entries l Daiesl

Forename 1

Fill colour [ Je.0.00 - Ft

Text colour [ ooo - Font size | o
; | Bold?
Data type | Linked field -/ = ke
IC ¢
Employee v
|Forename‘f v| | Read only?
External id |ﬁrsmame v|

External id - This will need to correspond with the data the customer wants to populate into the Advance Form field from a
field on the uComply form where the dropdown menu can be used to search for the correct option.
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Data Form External Ids

When a new form is created in uComply, then the first time it is downloaded TemplaCMS will attempt to extract from this
uComply form, all the external id’s needed for the Data Form controls which means for a new uComply form, an initial
download needs to be actioned before a data form template can be completed referencing these external id’s. However, via
the new Service Point > Customer Service > Maintenance > Data Forms > Data Form External Ids menu option, the list of
available external ids can be viewed:

1 TemplaCMS® - Contract Management System -- SUPPORT TEST ENV - =X
U ‘qm e ﬁ Excel DCheck duplicates - -IJ e fy Copy E""‘E i | ) search a D Delete
" ™ZExpand @ Auto refresh - &, View ! L'"_" &' Clear Search . ¥ Reinstate
Close Refresh  Print Open  New Filter Un-filter Immediate
m Collapse b Printlabel ™ celected  selected filter Show deleted
List Row Filter Status
Navigator i Alerts | Data Forms | Data Form Templates | Data Form External Ids x
Service Point Data Form External Ids
4 =g Customer Service -
@ Address Book Drag a column header here to group by that column_
@ Service Requests B St Code Description .
@ Action Requests |§|| |§|| m - &
b @@ Staff Training ge a0e
b =@ Data Forms — . .
4 =3 Maintenance || applogin applogin
b @2 Service Requests bankaccountnameofholder bankaccountnameofholder
b @ Action Requests bankaccountnumber bankaccountnumber
b ™3 Staff Training B consent consent
4 =3 Data Forms —
D Data Form Types | county county
@ Data Form Templates date date
© Data Form Bundles disabilityyn disabilityyn
@ Data Form External 1ds diyn dlyn

Additionally, if necessary (if the initial download did not manage to locate all the new external ids), new external ids can be
manually added where the code must match the external id held within uComply while the external id description can be
entered or updated so that it’s clear when selected within a data form template, e.g., “dob” to “Date of birth”.

| H | = Data Form External |d Details - (new) - O x

Close Save  Save and
new
Mavigate Save
I General | Dates |
Description |

DatzForm,
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RiGHT To WORK CHECKS

To run the uComply option, access the Payroll > Other > Right to Work checks menu option:

TemplaCMS® - Contract Management System -- SUPPORT TEST ENV

o
DR peeg e A @

Close Refresh Print Excel Expand Collapse View Mew Filter Un-filter Apply  Change Select Publish
candidate selected  selected last filter filter filter format 18 Show deleted
List Row Other Filter Status

a Delete
) Reinstate

Navigator # |1 Alerts | Data Forms | Data Form Templates | Data Form External Ids | Right ToWork Check List

Right To Work Check List

@ Pay Review
© Employess Drag a column header here lo group by that column.
@ Timesheets @ St oid Candidate |4 Candidate forename Date of birth Candidate reference Nationality code External system Employee A

@ Employes Movements

HE -aE E E E = E E
© Employes Pay s 110634 Maria 24071990 00:0 EsP uComply
@ Employee Assignments —
@ Roster Manager
@ Periodic Summary
@ Payrun Baiches
b =3 HMRC
» @2 Employee Leave
4 =g Other
@ T&AlLog
@ Self Billing Invoices
@ Ancnymisation Wizard

@ Right To Work Checks

The filter allows the following options:

. 0 kg s Right To Work Check Filter Detail - default filter for, Support O X
UoHd e ¥OE
Close Save Default  Select  Publish  Select
criteria  filter format
MNavigate Save Filter
Employee | |¢;,
Grant status | iall) -
Matched? TiNe TiYes @lgnore
Check Id | |
Candidate Id | |
Candidate forename | |
Candidate surname | |
Candidate reference | |
Check review Id | |
Passport number | |
Passport expiry date range | (not set) - | | (not set) - | [ 2l dates are relative?
Date of birth range | (not sef) ~| [(notset) -
Matched date range | (not set) - | | (not set) - |
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New Candidate

Click on New Candidate to add information.

B ] |5 Right To Work Check Candidate O X

Close

Mavigate

Irlh'Dduc:ﬁnn| Employes details | uComply details | Finish |

This process will guide you through the creation of a new employee data form based
on a uComply candidate.

Press "NEXT to begin.

Click Next.

Add employee details, i.e., Forename, Surname, and Date of Birth:

7 |s Right To Work Check Candidate O X

Close

Mavigate

Introduction | Employee details | uComply details | Finish |

Employee details
Forename | Maria |
Surname | Smith| |

Dateofbith 241071330  ~

Employee | |

Once data is entered press the tab button to enable the check button then click Check.
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The Check option will determine if the candidate matches an existing employee, showing the user the results and therefore
allowing them to abandon the process. If no matches are found, the user will progress to the uComply details tab.

Initially, the screen will be blank, as displayed below:

| Introduction | Employes detailz | wComply details | Finish |
uComply details "~
Candidate

Candidateld | |

Crested date | (not set) -

BT\ status | |

Full name | |

Nationality | |

Date of birth | (not sef) -

Search

When clicking Search, the fields will be populated if the TemplaCMS webservice can find a corresponding candidate record
(sample data below) within uComply:

| Introduction | Employes details | uComply details | Finish |
uComply details
Candidate

Candidate |d | 110634 |

Crested date | 1200972023 ~ |

RTWstatus | Passed (manual) |
Full name Mariz _ . __ I
Nationality ' Spain ESP |

Date of birth | 24/07/1990  ~

oo | oo [ oo | e

RightTolWorkCheckCandidate 124 Innovise Software Limited

Note: The same candidate details can be entered more than once, so care must be taken not to generate duplicate employees
if downloading the data repeatedly and is why the Check option exists.
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Click Next to view the Finish tab:

] s Right To Work Check Candidate

Close

Mavigate

Introduction | Employee details | uComply details | Finish|

Press "FINISH to create a retnieve uComply documents.

This will create a night to work check with the documents attached and an employee data
form.

Click Finish, whereupon TemplaCMS will run a set of steps to download the documentation and create a data form:

Processing ... please wait .
... downloading documents from uComply ..n.
... downloading onboarding form answers from uComply

.. creating right to work check

adding attachments
.. gttachment 1 of 5 - RTW-Report-MaraGomez-17112023-101553

.. attachment 2 of 5 - Candidate Image ~
.. attachment 3 of 5 - User Signature

.. attachment 4 of 5 - Candidate Signature

... attachment Candidate Signature could not be saved

... attachment 5 of 5 - Home Office Online Check

data form

On completion, the message will detail the data form number created:

Stop >

attachment(s) could not be created on the right to work

check:
Candidate Signature

y. Right to work check 5 & data form 1044 created. The below
/&

oK |
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Downloaded Candidate Details

Click on the completed candidate to view documentation and checks that have been carried out.

TemplaCMS® - Contract Management System -- SUPPORT TEST ENV - =X
.
y "\D-i -& -t - @& Auto refresh hd % o * Notes H D Delete
P Attachments ! 5 ) Reinstate
Close Refresh Print Excel Expand Collapse View MNew Filter Un-filter | Immediate | Apply Change Select Publish
candidate selected  selected filter last filter filter filter  format 8 Show deleted
List Row Other Filter Status
Nevigator * ||[ Aterts | Data Forms | Data Form Templates | Data Form External Ids | Right To Work Check List x
Right To Work Check List
@ Pay Review -
@ Employees Drag a column header here to group by that column_
@ Timeshests St Id Candidate Id Candidate forename Date of birth Candidate reference Nationality code External system Employee A
© Employee Movements EE -2E = = = = cf O
© Employes Pay 5 110634 Maria 24/07/1390 00:0 ESP uComply
@ Employee Assignments —
@ Roster Manager
@ Periodic Summary
@ Payrun Batches
» =@ HMRC
b =@ Employes Leave
4 =g Other
@ TaAlog
@ Self Billing Invoices
@ Anonymisation \Wizard
@ Right Te Work Checks
Different attachments can now be viewed by simply clicking on the Attachments option.
s Right To Work Check - O ps
» |
( -
General
L @ wp e £ 3
# Attachments )
Close Previous Next View
7] Process sheets image
MNavigate Other Record
General I
Employee |
Candidate Id 110634 |
RTW status Passed (manual) |
Candidate forename Maria |
Candidate surname -|
Date of birth 24/07/1990 -
Nationality ESP |
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Click Attachments to view the documents that have been created then right-click a document to Examine:

. ¥ Document Store - Right to work check - O X
Excel & Auto refresh 1 Un-filter selected € Delete
" Refresh ™ Expand . . (:|$.;‘ " Immediate filter
Upen ter
@ Print = Collapse 8 Examine of Decrypt selected &) Publish format
List Row Filter Status
(& St Owner details Type Subject Grouping Expiry date Expiry warning date Im|
B (=] =] (=] (=] (=] (m] (m] (=]
Right to work check - 4- 4 uComply-Standa  4-RTW-Report-Maria-Gomez-17112 1121 N
Right to work check - 4- 4 uComply-Standa  4-User Signature-133489287642221 123 N
Right to work check - 4- 4 uComply-Standa  4-Home Office Online Check-133483 1124 N
Right to work check - 4 - 4 uComply-Image -  4-Candidate Image-1334852875415 1122 N
»

® 2024 Innovise Software Limited

Note: These documents:

e Arealso available via the Maintenance > Document Management > Document Store.
e Will also appear behind the relevant employee screen (once the employee has been created from the candidate)

Click View Image to view the photo of the candidate:

5-Candidate I...

Document Ref: TEAM TemplaCMS - uComply.docx, Version: 1 Page 16|19
© Copyright 2024 TEAM Software TEAM Software | teamsoftware.com/legal



Auto-Created Data Forms for New Candidates

The system has also built a data form as part of the process.

View this via the Service Points > Customer Service > Data Forms menu option, filtering the Data Form List appropriately, e.g.,
by Added date range, etc.

Locate the new data form and double-click to view.

J 5 TemplaCMS® - Contract Management System -- SUPPORT TEST ENV - A X
. Close "@a Excel @Auto refresh N U O New 7 Motes &. Filter selected *-_‘Appl‘; last filter Publish format D Delete
-.i‘;"’ Refresh @ Expand o &, View 2 Attachments [} Un-filter selected .f Change filter % My assignments ¥ Reinstate
pen = o
o Print m (Collapse o Print/email formis) ? Immediate filter !a Select filter il Linked forms 36 Show deleted
List Row Other Filter Status
Navigator || Alerts | Data Forms | Data Form Templates | Right To Work Check List x
Service Point Data Forms
4 =g Customer Service
@ Address Book Draga column header here to group by that column.
@ Service Requests |E8 Po Form number %7 Status Candidateid  Assignment details Template Lssigned to Entered by  Entered
© Action Reuests @@ -@E of ol of o o of
b =@ Staff Training & 10 F0G- Pending apply 110624 Employes - - uComply - New  Support .Support 12012024
4 =g Data Forms —
@ Data Forms
b =3 Maintenance
The Data Form for the downloaded candidate can now be displayed.
I Data Form Detail - O X

Jesd:" ©Oo%= 3vo @

2 Attachments

Close Previous Mext Save N Abandon  Re-assign  Send Workflow Print/email Apply Discard RTW
[T Process sheets approval  approval on form history
Navigate Save Other Workflow Record Right to work

Data form |}
NEW STARTER FORM - EMPLOYEE DETAILS

Form ID [2302 |

Ref: [ Boa92533-8298-4ebe-a2ee-027670441bas |

Mame: [Mrs |
[ Maria |
[ Forename 2 |

L1

Site: | Site |-3;.

Date of birth: Date of birth -
| Female A |
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Click the Apply option to receive the following message prior to loading the TemplaCMS employee screen:

Confirm action

Are you sure you want to apply this data form?

Yes Mo

Thereafter, select a payroll and Send to Payroll, and after returning to the Data Forms List, the employee code will be
displayed:

5 TemplaCMS® - Contract Management System -- SUPPORT TEST ENV - A X
Excel @Auto refresh | O New - Notes &. Filter selected !-_‘ Apply last filter Publish format D Delete
&Y Refresh @ Expand Open &, View P Attachments [} Un-filter selected S Change filter g My assignments ¥ Reinstate
“ Print m Collapse 5 Print/email form(s) ? Immediate filter !-a Select filter i Linked forms 3 Show deleted
List Row Other Filter Status
Mavigator * || Alerts | Data Forms | Data Form Templates | Right To Work Check List x
Service Point Data Farms
4 =g Customer Service
@ Address Book Drag a column header here to group by that column.
@ Service Reguests Candidateid  Assignment details  Template Assigned to Entered by  Entered App
o e 5  ® = = 8 ® =
b =G Staff Training FO4 - Completed 110634 Employes - “8005  uComply - New Support 120120241 |5
4 &g Data Forms
@ Data Forms
b ®F Maintenance
b =@ Quality Audils
» =@ Customer Portal
» =@ Employes Portal

Any candidate attachments will also be stored behind the TemplaCMS employee.

End of Document
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» TEAM Software

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,



