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INTRODUCTION

The Al module is designed to interpret the raw hours on a timesheet into the number of hours that relate to each pay type -
where a pay type defines the factor to be applied to the employee base hourly rate. Itis this pay type-level information that is
ultimately communicated to the payroll when the TemplaCMS pay batch is posted.

The definition of Al comprises ‘award rates’ and ‘award schemes’.

In simple terms, an award rate defines the base hourly rate of pay for an employee, along with the payment types to be applied
to each of the possible shifts and adjustment types. Multiple award rates are grouped into common award scheme definitions.
The award scheme defines the rules for interpreting the timesheet hours - i.e. which hours constitute which shifts, what is
regarded as overtime, etc.

SETUP (MAINTENANCE)

All forms of pay that an employee can receive must have a distinct pay type set up via Maintenance > Payroll > Pay types, these
allow for the posting of costs incurred through paying employee’s to be posted to the correct nominal (this will be set up
during phase 2).

37 Pay Type Detail - Basic - O
: File Tools Help
i [ Close k) Save <@ Previous Ep Mext

General | Dates

Code

Description Basic

Nominal gross debit | guspense (0
Mominal gross credit Suspense 43:;6
Mominal ers debit | guspense |0
MNominal ers credit | guspense G
Factor 1.0000

Fixed value 0.0000

Fay Typeletail

Examples of required the pay include but are not limited to:

Basic

Travel Allowance
Overtime (x1.8)
Overtime (x2)
Day

Night etc.

TemplaCMS will calulate the hourly value of each pay type by multiplying the basic rate set on an award by the factor set
on the correding pay type e.g. Basic = factor 1, Overtime (x2) = factor 2 etc.
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Extra types can be set up via Maintenance > Payroll > Extra types and refer to any additional payment an employee receives
above their basic award calculation e.g. Travel allowance, all extra types must be linked to a cost type to allow TemplaCMS to

attribute costs correctly.

727 Extra Type Details - Travel allowance

: File Tools Help
u_:] Close H Save <A Previous Bp Mext
General | Rosterallowance Permissions  Dates
Code B
Description Travel allowance
Costtype Travel allowance

[] Report as hours?

Roster allowance?
Use for "annuzlised’ employees?
Use for "actual’ employees?

[] Only use when budget exists?

=@

If the extra should be available for use on both standard employee’s and annualised employee’s then the relevant boxes must

be flagged.

In order to apply an extra type to employee’s pay calculation the “Roster allowance?” checkbox must be flagged, this allows
for a set rate/ value for the extra to be defined on the roster allowance tab along with the payment basis (qualifying criteria)

for the extra type e.g. Per site per day.

T Extra Type Details - Travel allowance

: File Tools Help
i (D Close ) Save @ Previous & Mext

Dates

General | Roster allowance | Permissions

Payment basis

Remove

Per site/day

Public and special Public holidays must be added to TemplaCMS to facilitate the above shift calculations this is done via

Maintenance> Business structure > Calendars > Bank holidays.

._E_. Bank Holiday Details - Xmas

i File Tools

P [ Close k) Save <@ Previous &» Next

Help

General | Dates

Date 31122016

Xmas
Special?

Details

alidzyDetail

Bankf

The distinction between a Public holiday and bank holiday is made by flagging the “special” bank holiday box.
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Default shift times to be applied across all award schemes can be set up via Maintenance > Payroll> Shifts, the purpose of a

shift is to define the award value an employee would be entitled to for working during a certain period e.g. Day 08:00 to 16:59,
night 17:00 to 23.59 etc.

37 Shift Details - Day - u]
File Tools Help
() Close |l Save <A Previous & Next
General | Dates
Code Day
Description Day
Shift buffer 5| (minutes)
Shift end buffer 5| (minutes)
From To
Monday 08:00 1659
Tuesday 08:00 16:59
\Wednesday 08:00 16:59
Thursday 08:00 16:59
Friday 08:00 1659
Saturday [ | inot set) (not sef)
Bunday! [ | fnotsel (not sef)
 ShiDetsi mpla Computer Systems L

Buffer times reflect the amount of time before or after the defined times that an employee could start work and still be
considered to be within the shift parameters.

The Icelandic system operates with the pay based on four distinct sets of rules:

Piece Rate
Time Rate
Shift Rate
Full Time

Each of these equates to an award scheme within TemplaCMS, thus allowing the user to specify the rules which are to be
applied by each rate within a scheme e.g. Break allowance.

GENERAL

37 Award Scheme Details - Piece Rate — a
File Tocls Help
(J Close | Save 4@ Previous & Next

General | Award rates  Shift identification rules  Calculation rules  Allowances  Dates

Code PR}
Description Piece Rate
Start time buffer 5|  (minutes)
End time buffer 5| (minutes)
Breaks

] Paid for breaks?

First break 025| (hours) afterfirst 3 (hours)
Subsequent brezks ol (hours)  every o (hours)
Bresk buffer (minutes)

[ Full fime?

From the general tab it is possible to define whether employee’s on a scheme will be entitled to paid breaks i.e. Full time, and

also how long a break entitlement is based on the duration of the working day e.g. An employee earns 0.25 hours (15 minutes)
break after working for 2 hours.

It is also possible to flag the scheme as Full time, this has an effect on later awards interpretations and should only be ticked
on the Full time scheme.
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AWARD RATES

717 Award Scheme Details - Piece Rate - m}
¢ File Tools Help
i [ Close k) Save 4@ Previous & Next

General | Award rates | Shift

ion rules  Caleulation rules ! Dates

Award rate

PR18 - Piece rate 18+

Remove Details

Award rates refer to the level of base pay an employee will receive (see section 2.6 for set up)

SHIFT IDENTIFICATION RULES

17 Award Scheme Details - Piece Rate — o
: File Tools Help
i (D Close bl Save <2 Previous & Next

Qualification  Application  Shift

Special publi  entire perio  SPH - Special public heliday
Public hlida  entire perio  PH - Public holiday
MoTueThF  08:00- 165 Day

MoTuweThF  00:00- 07:5  EAM - Early morning
MoTuleThF  17.00-00:0 LN - Late night

SaSu start  enfireperio  WE- Weekend

Add Remove Copy Detals L

© 2018 Templz Computer Systems Ltd )

All shifts that employees can work must be added to the scheme, the sequence of this list is important as when attempting to
match the hours an employee has worked to a defined shift TemplaCMS will begin at the top of the list and work down.
Therefore the most specific shift should be first e.g. Stand by and the least specifc last e.g. Weekend.

It is also advisable to include a “catch all” shift at the bottom of the list to ensure that even if the hours an employee works
don’t fit into a standard shift they will be picked up. This will highlight any set up errors.

When adding a shift to an award scheme the user must define the qualification criteria an employee must meet to be paid for
this shift type e.g. Working, stand by etc. Where the scheme is full time no such qulaification is needed and so should be set to
“un-qualified”.

T Award Scheme - Shift [dentification Rule - Piece Rate [m}
: File Tools Help

i ) Close (@ Accept [ Acceptand new |Ga Previous |8 Next

Details

Un-qualified? O

Shift = /@
Qualification Application

(O Ay @ Working (O)0n standby ()Worked standby Working between | 5,00 1659
Starting batween | 0000 00:00
Ending between 00:00 00:00
Manday

Tuesday

Wednesday

Thursday

Friday

Saturday O

Sunday O

Public holiday |

Special public holiday [

Entire period? O

The user must also define the application time_of a specifc shift, this refers to the hours that the shift is active within the scheme

e.g. Day shift 08:00 to 16.59, alternatively when a shift is a full 24 hour period e.g. Weekend or Public holiday it can be defined
as “entire period”.
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CALCULATION RULES

T Award Scheme Details - Piece Rate - ]

i File Tools Help
i [J Close kg Save @ Previous = Next

General  Award rates  Shiftidentification rules | Calculation rules Il Dates

Qualification  Application
Hours perw 99,00 hours at 01 Overtime 1, next 100.00 hours at 02 Overtime 2

Public holid ~ 29.00 hours at 03 Overtime 3

L
Add Remave Copy Details .'

TemplaCMS allows for multiple calculation rules to be set on an award scheme, all of these rules will then be applied to all of
the rates which are associated to the scheme when calculating employee overtime or Public holiday pay.

.? Award Scheme - Calculation Rule - Piece Rate O

¢ File Tools Help
i [J Close (@ Accept @ Acceptandnew <@ Previous G Mext

Details
Qualification Application
Hours per week « | greater than 40 First 99.00 | hoursat | Oyertime 1 w
Days per week next | qppgp| hours 3t | Oyertime 2 v
Hours per day
Hours per week next 0.00 | hours at (nane) ~
Hours beyond roster
Total period hours

Wednesday

Thursday

Friday Rovexcessibetwesnll ()00 00:00
Saturday

Sunday

Public holiday

Special public holiday

AwardSchemeCalcRule

When adding a calculation rule several options can be selected to define the parameters an employee must fall within to qualify
for an overtime award, these all relate to the number of hours in a given period that an employee must have exceeded e.g.
Greater than 40 hours per week.

In addition to the qualification, the user must define when to apply this overtime calculation e.g. For the first 100 hours of
overtime done by an employee they receive the overtime 1 payment, for the next 100 they receive the overtime 2 payment etc.

GENERAL
For each of the above award schemes there are various pay levels for example:

Age 18+
Age 20+
1+ years of service
3+ years of service
5+ years of service
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Each of these equate to an award rate within TemplaCMS, as such one of each rate should be created for each award scheme
e.g. Piece rate 18+, Piece rate 20+ etc.

An employee can work on one or many sites, or even be assigned to no specific site. It is not un-usual to have an employee
working a mixture of Piece and Time rate across their sites.

737 Award Rate Details - Piece rate 18+ - O

! File Tools Help
i (D Close k) Save @ Previous & Next

General | Rates  Shiftpaytypes  Adjustment pay types  Dates

Code
Description Fiece rate 18+
Scheme Piece Rate =@
Full time conversion
Full time award rate | Ful fime T2+ =@
[ Auto converi?

| AwardRateDetail

When setting up an award rate the user must define which scheme the rate will exist within, and also a full time rate that the
rate can be coverted to. Conversion to a full time rate will be calculated by assessing an employee’s worked hours compared
to the defined number of hours on the selected full time rate, if the employee exceeds this number of hours when “auto
convert” is flagged then the employee will automatically be moved to the full time scheme for the pay period, if it is not flagged
then users will be given the option to convert the employee to full time when completing a timesheet.

RATES

r‘:* Award Rate Details - Piece rate 18+ - O

: File Tools Help
q_:l Close H Save <@ Previous G Next

General

Shift pay types  Adjustment pay types  Dates

From Base rate
y [T £50.00

*

Remove

AwardRateDerail © 2076 Templa Computer

The base pay defined on an award rate is used to calculate all employee awards by multiplying this value by the factor of an
assigned pay type, it is possible to set a from date that the rate applies from e.g. If the base rate is becoming £75.00 on
01/11/2016.

SHIFT PAY TYPES

*31 Award Rate Details - Piece rate 18+ - O

¢ File Tools Help

i (J Close k) Save 4@ Previous & Next

General
Shift
Catch all
Day
Early morning

Late night

On Standby

Public holiday

Shift rate base {on T
Special public holid
\Weskend

\Worked standby

Dates

Catch
Day rate

Early morning

Hight

Standby

Public holiday x1.45
On roster

Special pub holiday
\eskend

\orked standby

As stated in section 2.1 each shift/ form of pay employee’s can receive must have a pay type set up, by matching these to the
corresponding shift type on an award rate TemplaCMS will calculate all awards for a certain shift based on the factor defined
on the pay type.
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ADJUSTMENT PAY TYPES

+1 Award Rate Details - Piece rate 18+

i File Tools Help
i ([ Close k) Save @@ Previous & Next

General Rates  Shiftpay types | "Adijusiment pay fypes!
Adjustment type Pay type

Absent Absence adj
Basic- (if Ocontracied)  Basic

Holiday Holiday

Lek Company Absence adj

Lk Site Absence adj

Other Other

Overtime 1 Overtime (x15)
Overtime 2 Qvertime (x2)
Overtime 3 (PH1.8) Public holiday x1.8
Overtime 4

Overtime 5

Periodic

Public Holiday

Public holiday in lieu

‘Worked pub hel

Dates

AwardRateDetsil

Adjustment pay types relate to the any manual alteration a manager can make on a timesheet i.e. to define absence or
employment status, each of these must have a linked pay type to allow TemplaCMS to calculate an employee’s award correctly.
If these are not specified then TemplaCMS will drop back to the standard UK process of getting the cost type from the pay type.

EMPLOYEE

For each employee within TemplaCMS it is possible to define a default award rate that they should receive, this can be
overridden upon contract set up if necessary.

.-? Employee Detail - Elfa Berglind Hakonardttir - [m|
: File Tools Help
u_:] Close H Save <@ Previous S Mext Y MNotes ¢ Attachments :I Process sheets % Create mail
m Planner G Transactions ~ %] Quickemail (g Printlabel - (G Print badge -
General Awards Banking Sites Holidays Properties Teams External references
Award details
Award rate Time rate 18+ N 0
Memo
EmployesDetzil O 2016 Templa Computer Systems Ld
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CONTRACTS

If a new task is being added to the contract, users will be prompted by the contract wizard after clicking “accept”. The process
for setting up the contract can be completed by clicking each of the options in turn. Alternatively, when a budget roster,
employee etc. are being added to an existing contract task this can be done from each tab of the contract.

=+7 Contract Task Wizard a
i File Tools Help
Task Wizard
Details
The wizard will guide you through the creation of

the various contract elements relating to this task.

Click each button in turn for the elements you
want.

when you are complete, or to exit the wizard,
click the ‘Done’ button

) Budgets 0 entered
I+ e —— 0 entered

| 0entered
(+] Vlorkbills 0 entered
Q Billing 0 entered
L 4 Done

After completing the standard set up of the general and tasks tabs a budget roster can be set up from the “Budget roster
tab” by clicking add.

Dey Opersir d by Hour: ost|  Allowances| o shcost| Lesing hand Travel slowan

» [Mondey TEST1 0 1) 000 0% () %
Tuesday TEST1 =] 000 (13 000 om 000 0w
Wednesdsy  TEST1 o 0w © 00 om 0m om
Thursdsy TESTH 5] 000 [ 000 om 000 om
Friday TEST1 o 0% 000 000 om 0% 0m
Seturdey TESTH o 0w o 00 om 0w om
Sunday TESTH 5] 00 0w 000 00 0w 0w
Pblicholdsy  TEST1 o 0%0 o0 ozo o 0m om

Cost|  Mowsnces|  Totalcost Zomasl cont

Operator S rate Surt e it Breaks
N [ 000 % 000 000 060 0% (1] 000 (1)

When adding a new budget roster, the effective from date will default to the effective from date on the contract though this
can be overridden if necessary. If more than one task exists on the contract, then the user must select the required task that
corresponds with the budget roster being set up.
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*1 Budget Roster - The Pink Man - (new)

¢ File Tools Help
i) Close (@ Accept

Operators
Description Auiard rate
[ TEST 1 Piece rate 18+
*

Remove

% of | Leading hand

]

ContractBudgetRostarOperators

The user must then define the number of operators (employee’s) that exist within the roster, for each operator that is needed
a description must be entered and the expected award rate of the employee that will carry out the work must also be entered.

T Budget Roster - ...

i File Tools Help
i ) Close (@ Accept

Applicable days

Monday
Tuesday
wednesday
Thursday
Friday
Saturday
Sunday
Public holidays count

Special public holidays count

ContraciBudgeifosterlays

ageinosier

Before any shift information can be entered in the budget roster grid the user must specify which days will be worked on the
site, where public holidays and special public holidays are entered the number to be worked must also be stated.

The budget roster grid willdisplay a row for each defined operator for every applicable day, this allows the user to specify daily

shift times (for two separate shifts) and also if the shift is to be stand by.

Once all required shift information has been entered TemplaCMS will calculate the overall budget values

After the budget roster has been completed TemplaCMS will auto-build a pay budget on the contract based on the

data entered.

T Centract - The Pink Man

: File Tools Help

U Close H Save 2 Previous B Mext [\ Notes ¢ Attachments =] Process sheets 2 Create mail

| B Requestapproval @ Workflow & Opentheliveversion (@ Transactions v [T] Schedule & Excel @il Budgetsummary

Drag a column header here to group by that column

|f Task Description Effective

BE @ o] o
1--Da fi . - 01/08(2016 on i PAY - pay

Add Remove Copy Details

General Tasks Calendar Budgetroster | Budgets Pay

Budget group Walue

‘workbills  Stores  Billing QA Properties  Audit

Hours | Freguency

=] m] =]
: £ : 7750; 1 Weeks

(none) -

B 2076 Templa Computer Systems Ld C04 - \Work in progress | .3
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Employees can be added to the contract via the pay tab of the contract. When adding a new employee, the effective date will
default to the contract effective date, but this can be altered as necessary and the to date can be left blank.

Next, an employee should be selected by clicking the binoculars and selecting the correct employee from the list, they will
need to be assigned a task and work type and also a holiday method must also be set.

T Contract Employee - The Pink Man - (new) [m]

¢ File Tools Help
i [J Close (@ Accept @ Acceptand new

Employee detils | Roster times

Effective 01082016 |~ | to |(notset) ~ Site DBS check? Site vetting? Site PPE?
Employes Bozena Wiitkowska (@2 |mossssts
Task 1 — Daily office cleaning - Daily office cleaning Site approval | History
Work type Cleaner =@ E=er no approval details
Award rate (use employee default) | Approved
Reiected
Rostered operator (ot rostered) v

t rosts
Holiday method i)

s1

Extras per period
per b Note, approval relates to the site, not this task

Audit notes

Where a budget roster exists and the new employee should fulfil one of the operator roles defined, the corresponding
operator must be selected. If the employee is on a different rate to the one defined on the selected operator, then the user
will be alerted (as shown) when assigning the rostered operator and must decide which rate the employee should receive.

Confirm acticn

A Selected operator is award rate 'Time rate 20+', whilst this employee is
' 'Time rate 18+".

Press YES to apply the operator award rate?

If the award rate of the employee should differ from both the default set on the employee and the one defined on the previously
set up on the corresponding operator on the budget roster then an overriding rate can be entered.

ROSTER TIMES

If an employee is assigned to an operator but will only be undertaking some of the hours defined or the hours differ slightly
then it is possible to alter the hours from the roster times tab.

17 Contract Employee - The Pink Man - (new) O
¢ File Tools Help
i Close @ Accept @ Acceptand new

Employee detsils | Roster times

Day Start 1 End 1 Stand by? Start 2 End 2 Stand by? Breaks Hours
Monday 00:00 02:00 O 00:00 00:00 [ 0 a
 Tossioy T TS ' P
Wednesday 00:00 00:00 O 00:00 00:00 (] 0 o
Thursday 00:00 06:00 O 00:00 00:00 O 0.25. 575
Friday 00:00 00:00 O 00:00 00:00 O 0 o

Override Clear override

To make a change click the “override” button and then type in the required shift times in the correct grid field.
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PAYRUN BATCHES

When a payrun batch is generated TemplaCMS will create all of the relevant timesheets for the chosen period for every site. To
generate a payrun batch click on go to Payroll > Payrun batches and click new:

37 Payrun Batch Details - * O
File Tools Help
i [ Close k) Save 'S Motes :I Process sheets ﬁ Composite notes
General
Batch number new batch
Pay run Payroll-Manthly (210152017 to 200022017
Mote, to post or delete this batch you must first apply the lock
Financial pericd 2016 | 2
FPayBatchDetail B 2076 Templa Computer Sysfems Lid .

On the above screen choose the payrun (if there is only one payroll database there will only be one option) then click save. The
batch will now generate in the background and an alert will appear when the process is complete.

Once the patch has been generated it can be opened again and timesheets can be viewed and completed by clicking either site
timesheets or employee timesheets (see section 6 for details.)

'?. Payrun Batch Details - Payroll-Monthly — (21/12/2016 to 20/01/2017) O
: File Tools Help
ose revious ext otes rocess sheets i@ omposite notes

al @ P 5 MNext ™ N p h Comp:

|'_q") Site timesheets |'_q") Employees :a Extras b Leavers/Joiners & Absence analysis

i 4 Lock (& Exception report (Y Check conflicts

General
Eatch number 1

Pay run Payroll-Monthly  (21/12/2016 to 20/01/2017)

Mote, to post or delete this batch you must first apply the lock

Financial period 2016 |/ 1

PayBatchDetail © 20716 Templa Computer Systems Lid |

Once all of the timesheets have been completed the user must Lock the payrun batch, and only if all timesheets have been
signed off (completed) will the post button appear.
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“*1 Pay batch .. m}

i File Tools Help
u_j Close

Pay batch post
Full awards interpretation o
Check for conflicting working times o

POST *

PayBatchPostilivizard 2308

After clicking on post the pay batch posting wizard will appear:

Full awards interpretation - reviews the awards of all employees and where necessary recalculates values for
overtime etc. Based on total hours worked across all sites.

Check for conflicting working times - checks that employees are not rostered on multiple sites at the same time, if
they are then the conflict will need to be resolved before progressing (see section 6.2.3)

Post - will post the batch and prompt the user to save an export file

Abandon - cancel the posting process and make further changes to timesheets

After a batch, has been posted it is possible to unpost the batch and make further changes by clicking the unpost button
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TIMESHEETS

A timesheet is generated per employee for each site that they work on, these can be viewed and altered via Payroll > Payrun
batches and selecting the batch with the date range of the required timesheet.
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If the employee had been assgined to a rostered operator when being added to the contract, this will default into the
“operator” field for each scheduled day of work, this can be altered to another operator or “not rostered” where necessary
and employees who were not assigned a rostered operator when being added can be assigned to one in the same manner

When the timesheet is generated there will be no working hours assigned to an employee, there are two ways to alter this:

1. If they have worked the scheduled operator hours for either rostered (1) or rostered (2) for a given day then the tick
box next to the shift should be flagged

2. If hours were worked that are different to the shift or on a day where no shift exists then the correct hours should be
entered in either actual (1) or actual (2)

Where an employee is scheduled to be on standby for a certain shift this does not need to be flagged unless the employee
actually works all of the shift as TemplaCMS will calculate pay for on standby employee’s as default.

Based on the hours input the breaks and worked hours on the timesheet will auto-update, but to view how the employee’s
award will be interpreted the red “interpret button” on the totals table must be clicked.

A breakdown of how the employee’s pay award has been calcualted is available by clicking the “award detail” button (under
the interpret button):
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Where the defined hours for the conversion to full time have been met or exceeded the button displaying the name of the
current rate will be highlighted in purple, clicking on the bottom will allow the user to decide if the conversion should be made

(if it was not set to be automatic).
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In addition to the interpret awards button that turns red on the employee’s total grid there is an “interpret awards” button
on the timesheet toolbar, this will calculate the awards for all employees on the timesheet where hours/ shifts have
been entered.

BUDGET ROSTER COMPARISON

The “Budget roster comparison” button on the toolbar displays how the hours assigned on the timesheet compares to the
shift/ roster budgets set up previously
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It is possible to filter the information that appears within this grid using the following options which appear on the toolbar:

Show employee - display employee details

Show costs - actual costs

Show hours - actual hours

Show assigned - how much of the budgeted hours/ costs for an operative has been assigned to employee
Show budget - budgeted hours/ costs

Show variance - actual v budgeted hours/ costs
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EMPLOYEE WORKING HOURS CONFLICT

When completing a timesheet TemplaCMS allows for a single employee to be assigned to multiple sites during the same time
period, managers will however be prompted with a warning message informing them this has occurred.
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At this stage it is possible to “ignore” any conflicts that TemplaCMS has warned need resolving, however it will not be possible
to post the payrun batch (process the pay) while any conflicts are outstanding.
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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.



