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INTRODUCTION

TemplaCMS offers a time and attendance (T&A) interface with the Timegate application.

The T&A interface is designed so that TemplaCMS is the ‘master’ and Timegate is the ‘slave’, in other words, the maintenance
data (sites, employees, etc.) is managed in TemplaCMS and passed automatically to Timegate.

This interface is affected by populating a set of interim tables in the Timegate data warehouse MS-Azure SQL database.

TemplaCMS populates the interface tables with:

New and amended employee details as they are changed
New and amended site details on a defined schedule (normally hourly)
Shift details within the shift advance, on a defined schedule (normally 7-day advance, extended hourly)

Timegate populates the interface tables with:
Log in and out details as they happen

Both TemplaCMS and Timegate are responsible for checking the relevant interface tables for new/amended data for
integration to their respective databases. In the case of TemplaCMS, this results in new ‘TA log’ entries which can then be
validated and optionally integrated to timesheets.
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CONFIGURATION & OUTBOUND PROCESSING

As above, the interim tables reside within the Timegate data warehouse hosted within an MS-Azure SQL database. Itis
therefore the responsibility of the Timegate implementor to configure these tables and provide the necessary connection
details for use within TemplaCMS.

Note that access to this database is normally secured to a single IP address. The externally visible IP address of the
TemplaCMS SQL Server will therefore need to be supplied to the implementor.

Once the interim tables are created, it is the responsibility of the TemplaCMS implementor to create a ‘linked server’ in the
main TemplaCMS SQL Server instance to the data warehouse.

All T&A systems supported by TemplaCMS are configured as an authorised ‘external system’ by selecting the relevant
file format:

£t E External System Details - Timegate 2wa - O X
tiySend y 9 y
L
l B General
Close Previous Next Save
Mavigate Save

| General | Time & attendance  Responsibleusers  Dates

Code TG

Description Timegate Zway|

File format Timegate T&A 2 way ~
Sleep cycles

GQueus number ]

Linked server connection

Linked server name TIMEGATE D/

Remote database TimegateData\Warehouse

Note: a gateway sub-folder matching the T&A external system code (i.e. Timegate in this example) must be manually created
with both Export and Import and their associated Done and Error sub-folders.

Sleep cycles - the import or export processes may be performed less frequently - based on the number of ‘sleep cycles’
defined, for example, if set to ‘3’, the import/ export process will run and then skip the next 3 cycles before running again
(where each cycle is 1 minute).

Queue number - the gateway that the external system runs under; this will be setup by Templa and should not be changed.
To prevent conflicts with other systems Templa will normally set this up on its own queue.
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TIME & ATTENDANCE TAB

e - ils - - O X
& '] JaEa e s External System Details - Timegate 2way
L=
- General
Close  Previcus Mext Save
Mavigate Save
General | Time & sttendance | Responsibleusers  Dates
Reconcile log entries by task? [] Prevent reassess of auto generated TA absences?
[] apportion log entries across tasks? [] apply cover only on non-contracted days?
[ Reconcile log entries by employes type? [ Recalculate aute-adjustments on contract fix up?
Auto generate TA absences? [] Restrict timesheet adjustment amendments to payroll users?
Geofence radius (metres) 0
Shift export advance 7| |Days e
Default shift Day o ]
Default non-contracted employee type | | S
Shift buffer details
start 10 |(minutes)  end 15| (minutes)
Management structure BA levels
Level 1 Region/Divison
Level 2 Area Mar
Level 2 |:N0‘t set]
Level 4 |:N0‘t set]
Level B |:N0‘t set]
Branch TimeGate branch
Log import Auto-log out details
Tolerance % above 0.00% | Tolerance % below 0.00% Maximum log duration 12.00 | (hours)
Tolerance mins above 15|  Tolerance mins below Auto-log out time 30| (minutes)
Rounding mins above 15|  Rounding mins below 15 Auto-log out penalty 10| (minutes)
(Owernight shift matching max mins Mazx cover on ctr day (minutes)

Employee FIM length &

Shift history 1

Maonths

e

ExfemnalSystemDatai!

S B
=l

Reconcile log entries by task? - TemplaCMS will send shift details to Timegate including the task number to which the shift
relates. When confirmed work (a log) in Timegate can be matched to a planned shift, the log will be returned to TemplaCMS
with the relevant task number. It is therefore recommended that this option be ticked.

Apportion log entries across tasks? - where “Auto-apply” is being used (see “Sites” below), and this is ticked and an employee
has multiple shifts/tasks on a single site, TemplaCMS will apportion the overall time across each shift/ task based on the

following rules:

Time is first applied to the task with the lowest pay rate

When the log time assigned to a task equals the contracted hours assigned to the task, time is then applied to the
task with the next lowest pay rate

The above process continues across all tasks until all of the “logged in” time has been apportioned across all
available tasks for the employee/site

Page 628
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If the time applied from a T&A log to a task does not cover all the contracted hours, the timesheet will indicate that
the T&A details are outside of tolerance with a red cross, where applicable

Auto adjustment will therefore also take place on this task
If no hours have been applied to a task then a stop sign will be displayed on the timesheet

Auto adjustment will therefore also take place on this task

Reconcile log entries by employee type? - If employees work as multiple employee types (e.g. cleaner, supervisor, etc.) it is
recommended that this option be ticked. As logs are returned from Timegate, TemplaCMS will identify the shift to which it
relates, and therefore the employee work type. This makes reconciliation within timesheets more accurate.

Auto generate TA absences? - where “Auto-apply” is being used (see “Sites” below), then if this is ticked and an employee has
failed to clock in or out for their contracted hours, so that the T&A ‘Missing Records’ icon is displayed on the timesheet, a
timesheet adjustment for absence will be added to their timesheet.

Prevent reassess of auto generated TA absences? - If an absence adjustment is manually removed by a user, TemplaCMS will
not reapply it when next running the batch job to insert absences for missing T&A logs.

Apply cover only on non-contracted days? - TemplaCMS will only apply a cover adjustment to employees who have zero
contracted hours on a day where their T&A log exceeds their expected (contracted) working hours.

Recalculate auto-adjustments on contract fix-up? - TemplaCMS will re-evaluate all adjustments which have been added to
determine if they still apply based on any hour alterations which may have been made.

Restrict timesheet adjustment amendments to payroll users? - if checked only users with the ‘Timesheet.PayrollAmend’
function will be authorised to add, amend or remove adjustments on sites associated with a T&A system.

Geofence radius (metres) - the number of metres away from the geographic point defined on the site, that an employee can
log in and be considered as on the site; further details on this are available on request from TemplaCMS.

Shift Export Advance - this is used to determine how far in advance of an employee’s shift start time should TemplaCMS send
out the expected working time details to the T&A system, for example, 7 days in the above example.

Default Shift - each employee assigned to a contract task can ultimately define the shift(s) that the employee is expected to
work (see “Shifts” below); however, where an employee assignment is not given a specific shift, the default shift defined here
will be used instead.

Default non-contracted employee type - when T&A logs are built and the employee type is determined from the contract, the
‘Default non-contracted employee type’ will be used; if this field has not been filled in, the Employee type flagged as default
will instead be used.
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Management Structure BA levels

TemplaCMS offers the ability to define the management structure (i.e. the Business Analysis) against each site for its
purposes, e.g. access security, workflow decision processing and analytical reporting. So, the ‘Management structure BA
levels’ here enable definition of which of the already defined management tiers on a site should be used by the T&A system.
When sending site details to Timegate, the employee associated with the analysis code at each of these levels will be
communicated in preference to the BA code.

In addition to the hierarchical management structure, a single level can also be nominated for the ‘branch’. Unlike the
management structure, this does not relate to an employee code.

Tolerances

Tolerance % above - will be used to determine the status of a T&A log when hours over those contracted are done, i.e. within
or over tolerance

Tolerance % below - will be used to determine the status of a T&A log when hours under those contracted are done, i.e.
within or under tolerance

Tolerance mins above - will be used to determine the status of a T&A log when hours over those contracted are done, i.e.
within or over tolerance; if this is set to a maximum (e.g. 9999) then no excess working time will be considered and only
contracted hours will be paid

Tolerance mins below - will be used to determine the status of a T&A log when hours under those contracted are done, i.e.
within or under tolerance; if this is set to a maximum (e.g. 9999) then no excess working time will be considered and only
contracted hours will be paid

NOTE: either tolerance % or tolerance minutes must be used (not both)

Rounding mins above - how many minutes the log duration will be rounded down when it is above tolerance when “auto-
apply” is used (see “Sites” below)

Rounding mins below - how many minutes the log duration will be rounded down when it is below tolerance when “auto-
apply” is used (see “Sites” below)

For example: with rounding above and below set to 15 minutes each, tolerance below as 0 minutes and above as 15 minutes,
then if an employee is set to work a two-hour shift from 5.00am to 7.00am and clocks in at 5.00am but then:

Clocks out at 6.59am (i.e. one minute below tolerance so they work 1 hour 59 minutes) then TemplaCMS will round down
to the nearest 15 minutes interval and the employee will be paid 1.75 hours

Clocks out at 7.16am (i.e. one minute above tolerance so they work 2 hours 16 minutes) then TemplaCMS will round down
so that the employee will be paid 2.25 hours

Overnight shift matching max mins - When an overnight login T&A log is being built, the external system’s ‘Overnight shift
matching max mins’ will be taken into account. Where the value is set to 0, no matching to a shift on the next day will be
performed so the log date will remain as the login date. Where the value is set above 0, each contracted shift on the date of
login will be checked to make sure that the start time is not further forward than the login time by the defined number of
minutes. For example, if an employee logs in at 23:00 and logs out as 03:00 the next day for a shift that should have started at
01:30, and the external system ‘Overnight shift matching max mins’ is set at 120 minutes, the shift will not match to the next
day and thus the login date will remain on the start date. In the same circumstance, were the maximum minutes set at 180
minutes, the shift the next day would have been matched and the login date would have been set to the date of the shift on
the log out day.

Auto-log out details

Maximum log duration - this will define the maximum number of hours an employee can be logged in before Timegate
will automatically close their log, i.e. auto-logs them out - This is only applied if an employee has no shift times defined.
Auto log out time - this will allow users to define the system wide number of minutes which must elapse after an
employee’s shift before they should be automatically logged out by Timegate

Auto-log out penalty - this will allow users to define the amount of time which will be deducted from an employee’s
contracted hours when a T&A log which has a status of auto-log out is integrated to a timesheet, e.g. 15 minutes.

Max cover - The maximum amount of cover which will be applied on contracted days

Employee Pin Length - the length of the employee code which will be sent to Timegate to be used as the log in/out code, e.g. if
an employee has a code of 1234 and the employee pin length is set to 6, the code will be exported as 001234
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NOTE: this length is set by TemplaCMS during the initial set up and should not be altered without first consulting
TEAM Software

Shift History - this allows the user to define how long the shift data is held. For example, if the ‘Shift history’ is set to 1 month,
when the automatic housekeeping routine is run it will remove all shifts from the integration database that are over 1 month

of age.

RESPONSIBLE USERS TAB

These are those TemplaCMS users who should receive alerts when invalid T&A system data has been received from the T&A
system into TemplaCMS.
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arE

+ ¢ Datasource Details - Operatives Payroll

File Tools Help
() Close k] Save @ Previous B Next [B% Control details

General  Payroll || Time & attendance]| Dates

[1 Ignore invalid TAA details?

[] Suspend auto-apply after initial workflow stage?

From the “Time & attendance” tab of each payroll data source that is being used for T&A, the following options can be set:
Ignore invalid T&A details? - where ticked this will allow for a pay batch to be posted even if invalid T&A details exist.

Suspend auto-apply after initial workflow stage? - when the new option is flagged, any T&A logs which would have auto-
applied to a timesheet will not do so when the timesheet has left the initial timesheet stage. Any T&A logs for the period will
stillimport but the integration to the timesheet will set their integration status to ‘Not applicable’. On the timesheet, any
variances will still be visible but users will have to manually add adjustments.

Geofencing within TemplaCMS is solely for use with the Timegate mobile application, (see section 7), the purpose of
Geofencing is to allow users to define the location and maximum radius allowed for employees to log in on a given site.

To use the Geofencing functionality within TemplaCMS a “"Google Maps API Licence” will be required. This licence currently
comes with a $200 per month free use credit and equates to around 40,000 API calls per month. In effect, this should then
mean that the API licence cost is zero, but this pricing structure could change at any time. It is therefore the client’s
responsibility to ensure they have the appropriate licensing setup with Google - for further details please see:

https://cloud.google.com/maps-platform/pricing/sheet/

Please note: once a “Google Maps API Licence” has been obtained, the API license must have the GeoCoding APl enabled via
the ‘Play Store’ and then the API license code must be entered into TemplaCMS via System Admin > System Control >
License as shown below:

Licence key GGZUEZZUGIZBIBTUUGKEJXGXIXZIBUXGSDOJFOMDFKGULEQUYTPDEH  [m]
Mapping APl key AlzaSyBImYZFsbvTbKgXgXGbSd Tm2y4DDjlapl
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SETUP FOR T&A

To activate Timegate on a particular site, access the Site > Time and Attendance tab to select the relevant T&A system:

e B |
— General

-/'] C> H 2. Notes [3 create mail ?Ij S & E " @ Transactions ~

) 2 Attachments - ) ¥ ] Reports ~
Close  Previous MNext Save Site Consolidated  Default Roster Geofence o
(2] Process sheets contracts  invoice groups  details @ Site binder
Navigate Save Other Record
Properties  Businessanalysis  Marketinganalysis  Contacts  Locations | Time and attendance | Stores ordering  Equipment items QA Dates  Image 4
Y " Multi-site building
System TIMEGATE <0 [ Managed building?
Processingcption [ S
Site reference EBuilding reference

Unigue site id (SIN)

Breaks | Management structure  Shift buffers  CallerIDs

Unpaid?

First break 1.00 | (hours) after first 400 | (hours)

Subsequent breaks 0.00 | (hours) every 0.00| (hours)
Mema

i}
hY
]

Processing Option - this allows for the following:

e Memorandum - the hours received from the T&A system will be compared to the (contracted) hours on the timesheet
and visual reconciliation indicators offered to users for any variances, which then have to be resolved manually.

e Auto-Apply - as above, but where timesheet adjustments are automatically added by the system for any variance, e.g.
absence or cover

Site Reference - this allows the TemplaCMS site code to be overridden by the code held in Timegate when exchanging data;
this should only be overridden when codes have been pre-defined in Timegate.

Unique Site Id (SIN) - for Timegate every site requires a ‘SIN’ (Site Identification Number) for the employee to select when
logging in/out; this number should be entered and must be unique for each site - it will conform to the pin length defined on
System Control when sent out to Timegate or read back in.

Breaks

Management structure  Shift buffers ~ CallerIDs

Unpaid?
First break 1.00| (hours) after first 400 | (hours)
Subsequent breaks 0.00 | (hours) every 0.00 | (hours)

Breaks unpaid? - when T&A logs are imported and unpaid breaks are defined on the site (or even overridden on the employee
on the contract) then TemplaCMS will automatically deduct the length of the break(s) from the total hours imported based on
the rules defined here; the ‘Breaks unpaid’ flag has to be set here (even if no other values are entered) for breaks to be varied
on an employee on a contract.
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Management Structure

Bresks |\ Shift buffers  Caller IDs
Contract Manager Carol Smith
Supervisor Fred Bloggs

Management structure - this read-only section shows the contents of the management structure, how this relates to
employees, and the Timegate branch to which the site is assigned.

Shift buffers

Breaks  Management structure | Caller IDs
Buffer (minutes)
End buffer (minutes)

This allows the shift buffers defined at the System level to be varied at the site level.

Caller ID’s

CAUTION - whilst the following data is included within the export of data to Timegate, due to the complexity of site tech
configuration within Timegate, it has not been automatically applied. The following is therefore only included in this
document to identify what data could be exchanged. Currently, after the site record has been transferred to Timegate,
separate access to Timegate would be required to configure the site tech involved. Note, it is also not possible to set up
through TemplaCMS any site-specific alerts that may be required, but again these should be done directly in Timegate.

Bresks  Management structure  Shift buffers | CallerIDs

Type Value

Finger print scanner
One time password
Biometric

Valid caller ids - one row should be added for every valid external phone number that an employee can ring from. In addition
to phone numbers TemplaCMS will accept the following entries as valid caller ids:

e Telephone - these are the on-site number that the employee is to ring in from

e Simcards - where SIM enabled desktop phones are being used the mobile number needs to be entered as the
CallerID without a pre-fix

e One Time Password - these ‘One Time Password’ (OTP) devices maybe necessary where a site’s phone number is
blocked when dialling out; the required ID (e.g. 1000223340700) is found on the back of each device.

e  Fingerprint Scanner (e.g. Nohmad device) - where finger print readers are being used the ID number should be pre-
fixed with fp, e.g. fp:502724 would identify the device with the ID 502724. NB: the required ID is found on the back of
each device.

e  Biometric -

NOTE: multiple entries can be added of any of the above; these ‘Valid caller ids’ are passed to the T&A system as a comma-
separated list of numbers and it is the T&A system’s responsibility to validate log entries to caller ids as necessary.
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SETUP FOR GEOFENCING
To activate Geofencing on a new or existing site, access the Site > Geofence button on the site header (see previous

screenshot).

Geofence
Set from post code e
=  51.3157253,0.0296718

Latitude

P

oS
ot

and 2\

513157253 [
Longitude

ct
S \ns'y\\\qu\e

0296718 13
fRadivs (metres)

" souny

P

0%
Send to map >>

<< Take from map

vc)“

51°18'566.6"N 0°01'46.8"E < =
51.315725,0.029672 65
%
S
=) RN N
° (5' \j/‘ @ K"fj 2 Norheads Lane Surgery
= n )
Directions Save Nearby Send to your Share fng‘ X ”5@ @
phone A GUS( o
n A, Welrose Rd 3
O’/’SS z >
@ 51-55 Sunningvale Ave, Biggin Hill, Westerham a (’% E :5"
TN16 3BY S G =
Satellite a Go g]e

=

By default, the Google map search will determine the Geolocation from the ‘Postcode’ set on the ‘General’ tab of the site, and

display the corresponding location on the map.
Set from post code - if the Geolocation has been manually overridden from the postcode default, this option will reset it back

to the originally determined Geolocation

Latitude - this allows the site latitude to be manually entered

Longitude - this allows the site longitude to be manually entered

Radius (meters) - each site may have a distinct radius set which users should be within when attempting to login or outon a
site, if outside of this location the clock in will be allowed but an emailed alert will be sent to the relevant manager to advise

this.
Send to map - if the ‘Latitude’ and ‘Longitude’ has been manually entered, this option will update the map display to show

the corresponding location
Take for map - it is possible to click on the map to set a new location where this has been done, this option will update the

‘Latitude’ and ‘Longitude’ field with the corresponding co-ordinates

NOTE:
To use this, feature a valid and correctly formatted post code must be entered on the ‘General’ tab of the site
Geolocation co-ordinates will not be automatically set when setting up T&A on a site, it must be manually configured on

each site

Page 1328
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GEOFENCING SCRIPT ERROR

PEiEe

& An error has occurred in the script on this page.

°68 g

Do you want to continue running scripts on this page?

When a user first opens the ‘Geofence’ window for the first time the below error may appear, this is due to the default IE
version that .net wants to use based on the PC registry. To resolve the issue, open the ‘Geolocation’ list from each affected PC

(see below).

'Navigator i}
Search
geolocation D

D Geolocations - (Geolocation list);
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The break settings can be overridden at the contract level if the site has been flagged for ‘Unpaid Break?’:

e a 4

Close Accept  Accept Check working
and new time conflicts
Navigate Save Other

Employee details

Effective 01/04/2020 |~ || to |(notsef) ~

Employee

Task 1 — Daily Office Cleaning — DOC Cleaning

‘work type OPERATIVE

Fiy Shift Start End
Day 01 Monday 00:00 00:00
Day 02 Tuesday 00:00 00:00
Day 03 ‘Wednesd... 00:00 00:00
Day 04 Thursday 00:00 00:00
Day 05 Friday 00:00 00:00
Day 06 Saturday 00:00 00:00
Day 07 Sunday 00:00 00:00
Lwerage weekly totals: Hours
Pay scale G

Holiday method Standard Holiday Method

Extras per period 0.00 Details

Periodic weeks 0.00

Audit notes

When T&A logs are imported and unpaid breaks are defined on the employee on the contract (or just on the site) then
TemplaCMS will automatically deduct the length of the break(s) from the total hours imported based on the rules

defined here.

NB: rules only need to be defined at the employee level, if employees with the same shift length on the contract, have

Site DBS check?

Rate | Cover rate

%
*@
Hours
0.00 0.0000
0.00 0.0000
0.00 0.0000
0.00 0.0000
0.00 0.0000
0.00 0.0000
0.00 0.0000
0.00 | Pay
*@

0.0000 +
0.0000 +
0.0000 +
0.0000] +
0.0000 +
0.0000 +
0.0000 +

0.00

Site vetting?

Site PPE? Site FHC?
Overrides
Pay calculation Default method R
Actual
Pay above SSP when sick Mo -
Bank hol factor (e.g. 2 for double time) 1.00

Unpaid brezks

[] Override?
First break 0.00 | (hours) after first
Subsequent breaks 0.00 | (hours) every

different unpaid break rules (e.g. TUPED employees); where the same rules apply to all employees on a contract (e.g. 1 hour
break after 6 hours) and where different length shifts exist, this should be defined just on the site as any employee that
doesn’t have a shift above 6 hours (in this example) will not receive any unpaid breaks.
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SETUP FOR T&A

It is recommended practice that the unique employee code in use within TemplaCMS will be used by Timegate. However, in
situations where this is not the case, there is the ability to define an ‘external reference’ within the TemplaCMS employee
definition that will be used in the exchange of data with Timegate.

» I ‘} @ s Employee Detail - Baps, Kip - O X
Ry
- General
' Close 2. Motes [3 Create mail E .‘ Transactions ™ 5 =
<A Previous 2 Attachments 2| Quick email Ay
Save Planner )
Ep MNext T Process sheets =@ Print label ~ @ -
Navigate Save Other Record
Banking Sites Holidays  Properties  History Teams — Team hours Image 4 »

Timegate Zway 200020

If an employee has multiple references, separate these with commas

Alerting
Alert via MNone ~

Oiride email

Where ‘Management structure BA levels’ are defined, the user record associated with the BA level code can have their ‘T&A

alerting preference’ defined here as either email or SMS.

Based on the live contract data only, a periodic TemplaCMS batch routine will be running in the background collating shift
information. This will take into consideration the ‘Shift Advance’ setting (normally 7 days) to determine how far in advance of
pending employee shifts should the shift information be collated.

Where TemplaCMS calendars or the employee planner are in use, these will be used to determine any cover, holiday, planned
absence and non-working days and taken into consideration when building the shift information.
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INBOUND PROCESSING

Timegate is responsible for adding transactions to the log entries table. TemplaCMS will read all new entries from here
periodically, and construct ‘T&A logs’ that can then be integrated with and/or viewed
from timesheets.

Once the T&A system has been configured on the site, a new T&A status line appears at the foot of each employee’s
timesheet.

& Timesheet Details - Site timesheet — P T England Ltd I e B ey e

¢ File Tools Help

i) Close 4@ Previous S Next |3 Notes [ Processshests @ Workflow & Axlmr:\:yee % Print/email timesheet <@ Sendon 3 Telelog detsils exist _

Site Deteils
Navigator OB | wk1 (1701) | whk2(2401)  Totals
Comp Employes \
E1 " DavidM Cleaner Mon 17 €18 Wed13 Thu20  Fri2l  Sst22  Sun23  Tomls Hows  Pay -
B 8illvyat 008741 Sid hours 150 150 150 150 0.00 000 Contracted 1500 £9000
] Graham Coleman David Rate £600 EE00  E600  EGO0 €600 £6.00 ppien 000 " £0.00
] Bryan Coward Adjustment Cover oo 000
b | ABPOLOOVA- Andover  Hours Holiday 060 £0.00 E
Rate Other .
> Absence reason Extras £000
phetes —— OVERALL 1500 £30.00 )
£ Telelog detsils incomplete v Fi F v v
Cleaner Mon17 = Tueld Wed13 Thu20  Fri2l  Sa122  Sw2  Tomls Howrs  Pay
[HE Std hours 3.00 3.00 300 200 300 0.00 0.00 Contracted 000 £120.00
Bill Rate £600  £600  £600  £600  £6.00  £600 £6.00 ppien 000 £0.00
Wyalt
Adjustment Cover 0.00 £0.00
ABPOLOOTA - Andover  Hours Haliday 060 E0.00
Rate Other 0, 0w
! Absence reason Extras £000
ompleie? "3y commen OVERALL 3000 £180.00
e —— s s s s o
Cleaner Mon17  Tuel®  Wed13 Thu20  Fri21  Sat22  Sun23  Tomls Hows  Pay
011025 Sid hours 225 225 225 225 200 0.00 000 Contracted 200 £15400
Graham Bate E00° ErbDUEFODEFD0 T ETD0 T EF00ETO0 ppeeny 060 E0.00
Coleman
Adjustment Cover 0.00 £0.00
AAPOLO0VA - Andover  Hours Holiday 600 gdo0 o
|« Cnd] 3 Vileek completed?
4 entries

When the inbound table is updated by the T&A system, the TemplaCMS Gateway detects its presence and processes the data.

A traffic light system on the message button (as highlighted above and overleaf in red boxes) is used to denote whether an
employee’s data has arrived:

e Red - T&A Details Missing
e Amber - T&A Details Incomplete
e Green - T&A Details Complete
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Function-level security will determine whether operations managers who have access to timesheets, can have access to T&A
data details, although this information will always be available to payroll staff. If authorised, by clicking on this colour-coded
section, the employee’s T&A details will be listed.

) Timesheet Details - Site timesheet — P T England Ltd =

i File Tools Help
i (D Close 43 Previous & Mext b Motes % Processsheets ® Workflow @ Addemployee (33 Print/email timesheet %@ Sendon @) Telelog details exis]

Site Details
Navigator SYE | wict (17/01) | w2 (24101)  Totels
Comp Employee \
1 David Cleaner Mon17 = Tuel8  Wed19  Thu20  Fri2l = Sat22 Tk fee |Eey |-
F Bt 008741 Std hours 150 150 150 150 150 000 Conpracted 15000 £90.00
E] Graham Colemen a:v; Rate 2500 £600 £600  £600 EB00  EBOD ppoon 000 £0.00
[ Brysn Coward Adjustment Cover S
b | AAPOLODTI4 - Andover  ours Holiday Go0 " E0.00 B
Rate Other AT k]
o Absence reason Exiras ETD
. OVERALL 1500 £30.00
2 Telelog details incomplete: v % v v
@ Time and Attendance Logs - [
: File Tools Help
i (J Close @ View @ Refresh (3a Print & Excel =3 Mpandall @ Collapseall _
=
C =
[ ]sv site - Logdate v HEBE 7 Inv Owtv Duratio ™ Entry type T Note:
= Employee : 008741 - David Mercer (5 items)
& PTEngland Lid 1700112011 150 170012011 07.00.00 17012011 083000  01:30:00 Contracted
& PT England Ltd 18/01/2011 000 18/01/2011 D0:00:00  0D:00:00 Absent
& PTEngland Lid 1900112011 183 191012011 06:55:00 19/01/2011 02:45:00 01:50:00 Contracted
& PTEngland Lid 2000112011 150 2000112011 07:00.00 2000172011 083000 01:30:00 Contracted 1
& PTEngland Lid 2110112011 158 21/0112011 07:30:00 2170172011 09:05:00  01:35:00 Contracted
o i | 3 =z
U« Em ' i TALoglist Srows Copyright (c) 2010 Templs Computer Systems Lt 4
4entries R ———————————————————

TimesheetDetail Copvriaht (c) 2070 Templa Computer Svstems Lid|

Access is provided at various levels; day of week, employee and site.
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Day level icons are used to denote whether an employee’s data matches the net hours calculated from the timesheet

data entry:

Red Cross
Green Tick
No entry sign

&) Timesheet Details - Site timesheet -- P T England Ltd

- Outside of tolerance
- Within tolerance
- No data received

=@

i File Tools Help
i () Close @@ Previous & Next

2 Notes P\:ce:sshk ® Workflow & Addemployee S Print/email timesheet <8 Sendon 3 Telelog details exist |

Site Details
Navigator O | vt (17/01)
\

Comp Employee

w2 (24101)  Totals

m

7 David M Cleaner Mon17 = Tuel8 = Wed13 = Thu20 = Fri2l = Sat22  SunZ3 | Topals e
B Bl 008741 Sid hours 150 150 1.50 1.50 1.50 0.00 000 Contracted 1500 £30.00
[ Grahom Coleman David Rste £600 £600 T £600 T £600 T £600 T EBDD T EBDD ppeent 060 £0d0
Mercer
ryan Cowar justmen over
[Z]  Bryan Coward Adjustment [ UIg - Eny
» | AAPOLOOTIL - Andover  Hours Holiday 000 £000
Rate Other 0.00 £0.00
2 Absence reason Extras £0.00
Complets? Payslip comment OVERALL 1800 £000
i Telelog details i v ] ] b v
{2 Time and Attendance Logs (51 e
¢ File Tools Help
i () Close @, View @ Refresh (5a Print & Excel @ Expandall ® Collapseall _
EEED ¥ Logdste ¥ Hours 7 Inv Out¥ Duratio ¥ Entry type T Mot

= Employes : 008741 - David Mercer (1 item)
& PTEngland Ltd

170120m 150

17/01/2011 07:00:00

17/01/2011 08:30:00  01:30:00 Contracted

Net hours are calculated using the standard (contracted) hours, plus/minus any adjustment hours (e.g. absent [minus],

cover [plus], etc.).

By clicking on any line of T&A detail, the actual received T&A data will be displayed.

{2 Timesheet Details - Site timesheet -- P T England Ltd

i File Tools Help

i (J Close 4@ Previous ® Next b Notes [7] Processsheets

® Workflow & Addemployes (34 Print/email timesl

et <@ Send on

B Telelog details exist |

n

Site Details
Navigator PE | wict (1701) | wi2 (2401)  Totals
Comp Employes \
rE Cleaner Mon17 = Tuel® = Wed19 Thu20 = Fri2l | Sat22  Sun23  Totls fre |y
B eillviyat 008741 Sid hours 150 150 150 150 14 0.00 000 Contractsd 1500 £90.00
F] Graham Coloman David Rate £600 600 800 £600  £60) EBOD EBDD ppcony 000 £000
] Bryan Coward Adjustment Cover 000 £0.00
b | AAPOLOO1 - Andover  Hours Holiday 000 E0.0D
Rate & Time and Attendance details = | &
= Absence resson i File Tools Help
Complete? Payslip comment : O Close @ Previous © Next Lo
&/ Telelog detsils i v % % i =
Log entry
(& Time and Attendance Logs
. System
i File Tools Help
i Close @, View @@ Refresh (3 Print & Excel ®@ Expandall ® Site P T England Lid o
P& David Mercer @ ooz
[ Jsv site w logdate ¥  Hours ¥
5 Employes : 008741 - David Mercer (1 item) 2 GFELD (P U2 T30
>|a, P T England Ltd 170012011 150 Entry ype | Contracted Total hours 150
Notes

With the integration of source data from the T&A system, payroll staff do not need to log in to the T&A system itself, as the
above drill down offers a single point of entry for both systems.
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The fix-up process relating to the above scenario is sensitive in the re-application of T&A logs. As the timesheet is fixed up, it
keeps track of the contracted hours on each date both before and after the fix-up. Consequently, when examining the T&A
logs to re-apply, the process will only do this for dates that have changed. In this way any user-entered adjustment on a date
that has not been amended by the fix-up will remain.

When a T&A system is in use within a payrun batch a “T&A status” column will be viewable within the “Timesheet list”; this
displays the worst-case status from the Timesheet Items in the Timesheet as listed above.

Timesheet List
Drag a column header here to group by that column.
(A Po Si Di E Invalid TRA T&A status Ex Pay batch
(=] = [E] = [ = (=] =
E a ) () batch 279 - Demo payroll 2

a ) @ T&A log entry missing @ batch 279 - Demo payroll 2
a :J @ batch 280 - Demao payrall 2
a @ T&Alog entry missing @ batch 280 - Demo payrall 2
a :J @ batch 281 - Demo payrall 2
a ':_J @ T&A log entry missing @ batch 281 - Demo payrall 2
a :J @ batch 282 - Demo payrall 2
a ri} @] x TE&A log entry outside tolerance @ batch 282 - Demo payroll 2

Where the T&A system is configured to operate in memorandum mode, any discrepancies between contracted hours and
actual hours have to be reconciled by the operations managers and/or payroll staff. Manual entry of the requisite adjustment
codes will enable justification of the discrepancies and financial control of different budget areas, e.g. holiday, periodic work,
etc. For overall control, the full timesheet list available to payroll staff will highlight any site where a T&A discrepancy exists.

Where the T&A system is configured to operate with a processing option of auto-apply, discrepancies between contracted
hours and actual hours will be automatically adjusted by TemplaCMS, i.e. cover or absence is added depending if more or less
hours than contracted have been worked. If these adjustments are then overridden by a user this will be highlighted and will
require approval by payroll.
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Each log entry from the T&A system will be validated by TemplaCMS prior to adding the record to the T&A Log tables.

Time and Attendance [ ogs

Time anc standarce

Time and atiendance

The system will check if the site code supplied matches a known ‘site reference’ on an enabled site. If it does not, it will check
if it matches a site code. If neither match can be found, the site cannot be identified so is left as ‘incomplete’. The same
process occurs for the employee code and task number (when reconciled at task level), so again it is possible that no match is

found and the log entry is left as ‘incomplete’.

¢ File Tools Help

i Cose kg Save ke Ssveandnew &) Delete <@ Previous & Next

Log entry

=0 E=R

System
Site. BAFH FITZWILLIAM 01 (@2 Source ) Login () Restering (2) Digital rostering @) Time and at
Employes | ﬂ
Time and attendance
Date 030172014 [ Hours 150 | Paytype B-Basic [=]
Notes
| azogpesit ©2015 Templa Computer Systems 117 _]

Incomplete logs can be viewed in the ‘T&A log’, where we show the received data along with how it’s been interpreted. Here
the user can resolve the coding to make the entry complete. Once done, the system will automatically apply the log entry to

the timesheets.

The existence of incomplete logs whose T&A date relates to a currently active pay-batch date range is highlighted in the
batch, and furthermore the batch cannot be posted until resolved.
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T&A LOG

The T&A log list provides an analysis over the T&A details with the following filter options:

O >
Default  Select  Publish  Select
criteria  filter format
Mavigate Save Filter
Filtering critena |
System | | |‘3:r|
Site | S|
Employes | |ﬁ:~|
Date range | (not set) | | (not sef) | (] All dates are relative?
Workbill no range | o | 0|
Incomplete (INo (()Yes (@) Ignore
Integrated {INo (O)Yes () Not applicable (®)Ignore
Checks (JNo (@Yes ()lgnore
Shll logged in? (INo ()Yes (®)Ignore
Auto log-out? (INo (O)Yes (@) Ignore
[ ] Show last logins?
1 Include archived?
TAL ogFiftarDetail ® 2020 Tempia Computer Systems Lid ..
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T&A LOG ANALYSIS REPORT

At present, it is possible to report on T&A logs using the T&A log analysis report which compares contract/budget hours to
T&A logs, i.e. Formatl (below). A second report Format2 has been added to allow contract & budget hours to be optionally

compared to T&A logs at the same time, along with timesheet (actual) hours.

A new option has been added to ‘System Control - Payroll’ for ‘Default TA log analysis report format’ with options for
Formatl and Format2. The selected option will be the default TA log analysis report format when opened.

_.‘ i\ s

Systern Control - Payroll

[m]

General
Close Save

Navigate

yruni | Timesheels

Restrict contract to single payroll
Pay calculation method

Payslip detail level

Paysheet document style

Payrun rounding option

Payslip note BA level

Annualisation weeks per year

Site working/cleaning weeks per year
Payroll delivery budget group
Un-approved pay cfwd extra type
Un-approved pay bfwd extra type
Contract employee - default effective date
Minimum weeldly permanent hours
Minimum weekly full-time hours

Generate RTI data review

Roster document attachment type

Actual
Verbose multi-page

Include task in payslip details?

Format3-Extras and summaries

Full Pericd
(Mot sef)
5252133
5211
Wages
Extra
Extra
Task
36.00
35.00

[Diuring pay batch post

Suppress carry forward unapproved pay

Lllow task level pay
15-Training

v | Page1lines 5| Page 2+ lines 0

Blank line between sites?
w
w

w

=@
=@
R 4

~ ] Post RTI batch during pay batch post?
[] Update SSF qualifying days in RT batch?
Allow use of sub-contracted employees?

=@

Default TA log analysis report format

Format?
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SELECTION

* lﬂ L T8&A Log Analysis Report
1 . —

(¥

- General

J@ @ @

Close Refresh  Selectzaved Runon

results batch

report
Selections | Details
Date range 27032018 b to | 270372018 w
Datasource L+
Client 5
Site 5
Format Format? w
Type ® Site ()Employee () Site/Employee () Employes/Site
Missing clockings? () Treat as contracted hours worked () Treat as actual hours worked () Treat as zero hours worked
Joiners? (® All employees () Exclude single pericd joiners () Exclude permanent joiners
Columns Contracted hours Budgeted hours Timesheet hours Show variances?

The above fields can be selected as follows:

Date range - mandatory

Datasource - any valid payroll data source can be optionally selected

Client - any valid client can be optionally selected

Site - any valid site can be optionally selected

Format2 - defaults from System Control; when using Format2 new ‘columns’ options are provided so the user can
decide what to include

Type - report format with options of ‘Site’, ‘Employee, ‘Site/Employee’ & ‘Employee/Site’

Missing clockings - determines how unpaired T&A log details will be treated, with options of ‘Treat as contracted
hours worked’ & ‘Treat as zero-hours worked; with ‘Format2’ a new option of ‘Treat as actual hours worked’ has been
added which along with the option of ‘Treat as contacted hours worked’ validates against the selected columns so
you cannot treat as contracted hours if contracted hours are not included on the report, and you cannot treat as
actual hours worked if timesheet hours are included on the report

Joiners - allows the exclusion of joiners as required with options of ‘All employees’, ‘Exclude single period joiners’ &
‘Exclude permanent joiners’

Analysis codes - analysis can be optionally selected

Report on - determines whether to show contracted or budget information in the report for report display

At least one of ‘Contracted hours’ or ‘Timesheet hours’ must be selected to run the report and control the visibility of
contracted and timesheet hours columns on the report. Budgeted hours can optionally be included to appear on the report as
well whilst the ‘Show variances?’ option controls whether variance value and percentage columns appear after budgeted,
contracted and timesheet columns on the report. All four new default to selected in Format2. With both ‘Formatl’ and
‘Format2’, budget hours can only be seen when the report type is set to ‘Site’ or ‘Site/Employee’

Once valid selections have been entered, the report extracts all timesheet items, T&A logs and contract budgets relevant to
the user entered selections and summarises at the level chosen by the user.
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DETAILS - FORMAT 1

T&A Log Analysis Report

Selectsaved  Save

Close  Refresh  Print  Excel

results results

report |

Selections | Details |

T&A log analysis report -- 01/03/20
Datasource - Client - Site - The Red Man Report level - Employee/Site Missing clockings

4+ Contracted = T&A logged = Variance B Vanance % R

= = = = =

The Red Man 0.00 1.00 1.00 0.00%
Helen Hamilion 0.00 1.00 1.00 0.00%
The Red Man 16.00 22.00 6.00 37.50%
J Smith 16.00 22.00 6.00 37.50%
The Red Man 16.00 22.00 6.00 37.50%
Anthony Lester 16.00 22.00 6.00 37.50%
Overall Total 32.00 45.00 13.00 40.63%

DETAILS - FORMAT 2

When the report is run the column selections options are taken into account, with employee and TA details visible on the left
and columns then displayed in order Budgeted, Contracted & Timesheet.

| General |

Close Refresh Print Excel Selectsaved Save

results results
report |

T&A Log Analysis Report

!

Selections | Details |

T&A log analysis report - 27/03/2015 to 27/03/2018
Datasource - Client- Site - The Red Man Report level - Site/Employee Missing clockings option - Treat as contracted hours worked Joiner status - All employees

& T8Alogged &  Budgeted®  BudVar® BudVar% & Contracted®  CtVar® CirVar% & Timeshest®  TimeVar® TimeVar% &
@) @) ® ® ® = = @) = =
Andrew Lyons 0.00 0.00 0.00 0.00% 10.00
Avinash Shirai 11.09 «ic00 NSIOAST S7EE 000 [ sas B ea e
Ray Wren 0.00 28.00 0.00 0.00 0.00%
oy w - om0
Mr Kip Buns 0.00 0.00 0.00 . 16.00
TheReinm 1oy oo ISR o ES e e e see
OveriTon TG0 [ A e v [ ORI See ool e e
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DETAILS - FORMAT 3

When the report is run the column selections options are taken into account, with the results are displayed at day level:

912 )+

T&A Log Analysis Repart

m]

General

Batch Schedule Jobs and Dashboard Items

It is possible to schedule batch schedule jobs and dashboard items for T&A log analysis reports. As per other date-based
reports, it is possible to define the report as ‘All dates are relative’:

|
U= =58 @ W
Close Refresh Expand Collopse Print Excel Selectsaved  Save
Tl s
| = |
Selections | Detils |
D Client- Site - Missivg cloiorat apioy - e oo contraciel hours orked Joiner sists - Al employees

Date - Day of the Week -8 Employee description = Site description # TAlogged®  Contracted 8 CirVar®  CiVar%-8  Timesheet®  TimeVar® Time Var % & Shiftdetails =
= = = o] = o] o o = o o] =
20032019 Vednesday Kelp, Richard Black Dog Cafe 000 18.00 1800 14:00 - 08:00
2170372019 Thursday Kelp, Richard Black Dog Cafe 000 19.00 m
22032019 Friday Kelp, Richard Black Dog Cafe 000 1800 1800 14:00- 06:00
230372019 Saturday Kelp, Richard Black Dog Cafe 000 18.00 -W
241032013 Sunday Kelp, Richard Black Dog Cafe 000 18.00 1200 1400 08:00
25032019 Monday Kelp, Richard Black Dog Cafe 000 <00 (OG0 o000l <o0 SO0 0000 <00 1800
261032019 Tuesday Kelp, Richard Black Dog Cafe 000 18.00 18,00 14:00-08:00
27032019 Vednesday Kelp, Richard Black Dog Cafe 000 18.00 18,00 14:00-08:00
281032019 Thursday Kelp, Richard Black Dog Cafe 000 1900 [ ig00| - ioogo|  voco || Sia00]Si0000% ! 1400-05.00.11.00- 1200
29032019 Friday Kelp, Richard Black Dog Cafe 000 18.00 1800 14:00- 08:00
Ehetr k] Satrdav Keln Richard Rlack Non Cafe nnn 1200 1200 14:00 - NR-0N
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| Genenl |
[ Sz
Close
I Navigate “ Display J
s
"_‘ 19122017 08:30 Top5debtors Q| 122071047 TAlog analysis
Client code Client description Site code Site description Balance™ Budgeted  T&Alogged Variance
= [= = [= = d = [= [= [=
» | AMHODT Acrizls Lid AMHOO1A Aerials Lid £27.33202 | » AA-PTEnglandLid 400 000 400
| o Higgins Fencing HIG004/1 Higgins Fencing Lid 2822378 AT Restrooms oco 000 oo
[ PoLoos PT England Lid £5,646.84 perials Lid o o o
[ PuEoos Penfold Consltants Lt PNEDOS/ Penfold Consultants Ltd £5601.82 Higgins Fencing Lid a7 o0 5T
[ oseoon OS Integration PLC 0SB0015 0 Integration PLC £4590.66 P T Erlend e 22 00 i
The Red Man 2400 4500 2100
Ffizer Information Services Ltd 7229 000 27229
Promark Scftware Ltd 000 00 000
Overall Totl 32829 45.00 2839
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IMPLEMENTATION CONSIDERATIONS

The following is a list of the key implementation considerations:

Infrastructure considerations:
How often should details be uploaded to T&A system?
How often should details be downloaded from T&A system?
TemplaCMS:
External System:
What system-wide tolerance (minutes or %) should be used, i.e. this determines the T&A status (i.e.
red cross or green tick) when an employee works under or over their contracted hours?
What system-wide rounding (minutes) should be used, i.e. this always rounds down the under or
over actual hours to the nearest X minutes?
Should T&A entries be reconciled at task level?
Should T&A entries be apportioned across task?
Should absences be auto-generated when employees don’t show?
What BA (management) levels need to be sent out to the T&A system?
After how long should an employee be auto-logged of the T&A system by the T&A System, i.e. if they
clock-in in but fail to clock-out?
Should an employee be penalised if they clock-in but fail to clock-out?
Should any auto-applied adjustments be recalculated after a contract fix-up on the timesheets?
Payroll Datasource:
Can a pay run be posted if invalid T&A log details exist?
Should any auto-apply to timesheets be suspended after initial workflow stage?
Shifts patterns:
Are shifts to be pre-defined or added ‘ad-hoc’ to EE assignments?
How are shift details going to be collated from the managers?
How/who will update contract EE assignment with shift details?
Users/Employees/Analysis - if alerting is to be used for the managers:
Have BA codes been associated with the relevant employees? - The alert is sent to an email or
phone number based on the information on the employee record but can also be overridden on the
T&A alerts section of the employee record.
Will employees be alerted by email (either their personal one or the one defined on the override) or
SMS (which will be chargeable)?
Sites (for each site with T&A):
Is auto-apply to be used?
Do ‘unpaid breaks’ need to be considered &, if so, what are the rules?
Are “Caller id’s” known & what format will they be supplied in?
Operations:
Which sites are going to be initially used for T&A roll-out?
Is there any hardware to install and, if so, where will it be installed?
How will employees be incentivised & trained to used T&A?
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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.



