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IMPORTANT NOTES

e This Release Notes contain information about various enhancements
implemented in the system including the new AWR Compliance Module. This
includes the changes to the CMS Web Module, Payroll and CMS Service

programs. All items marked with the red asterisk * require additional licenses.

e All Payroll related features described in this document relates to Accentra SQL
Payroll Edition 15.4.0 and above.

e CMS Web Module: After the upgrade, you and your contrctors may not be able
access certain screens. To resolve the issue, you must assign the permissions to
the users using the “Group Permissions” screen under the “Settings” menu.
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1 PAYROLL

The changes described below are relevant to Accentra SQL Payroll version 15.4.0 and above.

1.1 PAYROLL SETTINGS

The Payroll Options screen and relevant menu items have been renamed as “Payroll Settings”. Several new options
related to Umbrella Payroll processing have been introduced which can be accessed from the Payroll Settings screen
by clicking the button “Advanced” available on the Umbrella tab.

. Payroll Settings

Eumpan_l,ll h-'lainl EEttingsl Eankl .-i'-.nal_l,lsisl aT &.-':'-.I:usencel Electranic B

IEnaI:uIe drmbrella Payroll Calculations j Advanced |

Integrate “With Time Sheet Module? Yes
Require &pproveal b Post InvoicesFeceipts? ez

Integrate “#/ith Expense Claim Module? Yes

WM

The Advanced Umbrella Settings screen options are grouped in to four tabs. Please note that items marked with the
red asterisk * require additional licenses.

1.1.1 MaN

. Advanced Umbrella Settings

Main | Hybrid & Plus | &R | Others |

Mational Minimum Wage Hates:

Main Fate for Aged over 21 Years 6.02
R ate for work ers aged 18 ta 20 435
Rate for workers age 160 17 368
Apprentice B ate 280

Tax Allowance Settings: *
[Cio MOT uze these settings without conzuling with Az centra)

Rollover Un-used Tax Free Deductions? O Mo
{Applies fo Tax Fee Deductions & Pension Confribufions)
ollover W11 Free T ax Allowance? O Mo

Fr on Sl W

© Accentra Technologies Limited Page 5 Oct 2011
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National Minimum Wage Rates:

You can set-up the National Minimum Wage Rates for individual Age Groups. While processing the payroll, the
program will calculate the Age of the contractor at the last payroll processing date and apply the relevant rate. Please
note that the “Apprentice Rate” is intended for future releases and not yet implemented in the processing engine.

Lock Employee Fields available on Web Front-End?
Set this option to “Yes” to prevent accidental changes to the Employee Record details that should be maintained on
the Web front end module. We recommend our Enterprise edition users to use this setting.

Tax Allowance Settings

All the options available under this section require special licensing and a good understanding of the underlying tax &
NI calculation rules. You must use these options only after consulting with Accentra and purchasing the required
license.

1.1.2 HyBRID & PLUS

This tab contains settings relevant to “Umbrella Hybrid” & “Umbrella Plus” products which work differently from the
standard Umbrella. These products help umbrella companies convert Agency PAYE candidates to the Umbrella model
by delivering benefits to the Agencies, Contractors and the Umbrella companies alike.

The objective of these products is to minimise the Agency’s Employer NI cost, guarantee the contractor his/her normal

. Advanced Umbrella Settings Ed

Main  Hybric & Plus | &R | Others |

Run in Umbrela Plus Mode? * O Mo

['o nct chage &dmin Fee, il Expense claim & zer’? | e

Hybrid Options: *

NI Lplift Paymerk Cod= Py
(This should he Before Taxdt W' seffngs)

P&YE Emplayer NI Cost Code PO
{This should be "Tax & NI onlp" & Afer Tax & NI sefting:)

Incresse Crrer PAYE “abke |lome Pay:

Calcuate Increment bu I Fised j
finirnam |nzreasze C.oo
td airnum Increase C.oo

L‘LW -

PAYE income and allow the Umbrella company to earn the admin fee. It achieves this by calculating the required “NI
Uplift” on the fly, taking into account all the complex variables such as NI Employer, Admin Fee, Expenses etc.

If you are interested in these products, please contact us for more information and a demonstration.

© Accentra Technologies Limited Page 6 Oct 2011
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1.1.3 AWR

, " advanced Umbrella Settings

Main | Hybrid& Pl WA | Others|

Calculate Derogation Pay? Tex
Derogation Pay 'Weeks 12
Calculation kdethod IEumuIative j

Derogation Payment Code

Calculate Derogation Pay?

Set this option to “Yes”, if you want to calculate derogation pay (commonly known as Swedish Derogation Pay) for the
contractors who have opted-in to the Derogation contract. In order to do this, you must have issued a suitable
contract to your contractors and the contractor should have opted-in to the derogation pay. Please consult with your
tax advisor for advice on derogation contracts.

Derogation Pay Weeks

Specify here the number of Weeks over which the derogation pay liability should be spread. It can be anywhere
between 4 weeks to 52 weeks, as you wish. You can set this up at employee level also. If there is no specific value set
in the employee record, the program will use the value specified here.

Calculation Method
Choose between Cumulative & Non-Cumulative. If you don't specify a method here, the program will not be able
calculate the derogation pay.

Cumulative Method: This replaces the average method suggested in the "TAWR Compliance Specification Document
v.2" circulated earlier. In this method, the program will recalculate the derogation pay liability each week up to the
current week, using the highest income earned by the employee until that week. Once the total liability up to the
current week is calculated, the program will then deduct what is paid already until the previous week to determine the
liability for the current week.

Non-cumulative Method: Derogation Pay liability will be calculated using the current week’s income, disregarding the
past history.

Neither of these methods may insulate you completely from the actual liability as the legislation requires you to
calculate the derogation pay using the highest pay in the last 12 weeks prior to termination of the employment.
Future releases will offer more options to deal with this issue and you will be notified as and when changes are
available.

Derogation Payment Code

This is the payment code that the program will use to process the derogation pay. Make sure you specify a non-
existing payment code, preferably the one next to the last existing code. For example, if you have a payment “"P018"
as the last entry on the Payments & Deductions screen, then specify “P019” as the code here.

Notes:

e Derogation Pay will always be calculated on the NMW + Bonus even though you may have chosen to split the
salary in to NWM and Bonus.

e This extra allocation of funds in the payroll calculation will reduce the amount of expenses payable in many cases,
resulting in a lower net pay for the contractor and in some cases, a NMW breach.

© Accentra Technologies Limited Page 7 Oct 2011



ACCENTRA UMBRELLA SOFTWARE — RELEASE NOTES (iii) 4 Oct 2011

e The term ‘Swedish Derogation’ term refers to the opt-out clause negotiated by the Swedish delegation when the
Agency Workers Directive was debated at EU level.

e Swedish Derogation does not absolve you of the responsibility of providing the same working conditions such as
working time, night work, rest breaks, holidays (but not holiday pay) etc. This means you are still responsible for
collecting and sharing the information after 12 weeks.

1.1.4 OTHERS

" Advanced Umbrella Settings

Main | Hybrid & Plus | &R Others

Apply Agency Pay & Bill Spstem Rules? O Ho
{Applies fo Agency PAYE License Chalp)

Enable & esighment Baged Policy for Payment & Fee? * ez
[Do MOT uze thiz zetting without conzulting with & ccentral

Enable Muli-curency Billing? %* ez

Apply Agency Pay & Bill System Rules?
This option must be used only in conjunction with our Green Pelican Pay & Bill Solution designed for Recruitment
Agencies.

Enable Assignment Based Policy for Payment & Fee?
This option allows you to set the Payment Basis and Admin Fee rules by Assignment, rather than the Contractor or
Agency. In order to use this facility, you will need to setup the relevant options on the CMS Web module.

Enable Multi-currency Billing?
This option allows you to invoice your Agencies in different currencies.

© Accentra Technologies Limited Page 8 Oct 2011
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1.2 EMPLOYEE RECORD

No. 8308  payronne. 70001 Surname | o™ Forenames 1™

F'ersu:unall Ta:-:&NII F'ensiu:unl Stud.LDan&TEI F'a_l,lmentsl Deductiu:unsl .&ttacbmentsl Barik gnal_l,lsisl Memu:ul .&ssignmentsl Timeshe

— Holiday Pay — Derogation Pay
Holiday Pay Rule IEaIcuIate & Pay j Opt-ln for Derogation Pay? IDpt-In j
Haoliday Pay Balance BF 0.00 [Derogation Pay weeks 4|
i 0.00
Accrued Holidap Pay Balance Status fexcluding this period
Weeks Paid 4
Amount Paid 97616
—— Expenses
Last Used Pay Rate & Hours
Expenzes BAF [fraom Last Penad] 0.00 Perind 24
Pay Rate 1952
Hours 2500
|ncome 485,09

A new tab has been included in the Employee Record screen to set-up umbrella specific rules at employee level.
Existing fields relevant to the “Holiday Pay Rule” and “Expenses B/F” have been moved from the previous tabs to this
tab. In addition, the following new fields relevant to Derogation Pay have been included.

Opt-in for Derogation Pay?

If your employee has opted-in to the derogation pay, select “"Opt-in”, otherwise select “"Opt-Out”. Derogation Pay will
be calculated only for employees who have opted-in. If you have not selected any option and the company level
requires derogation pay calculation, the program will mail an exception list when you process the payroll.

Derogation Pay Weeks

Specify here the number of Weeks over which the derogation pay liability should be spread out. It can be anywhere
between 4 weeks to 52 weeks, as you wish. If you do not specify a value here, the program will use the value
specified at the company level.

STATUS:

Weeks Paid
The value here indicates the number of weeks derogation pay has been made, so far. For monthly frequency
employees, each month will be treated as 4 weeks. This is a read-only field.

Amount Paid
This is the total amount of derogation pay made until the last period. This is a read-only field.

LAST USED PAY RATE & HOURS:

Period
This is the last period (week or month) number in which derogation payment was made. This is a read-only field.

Pay Rate
This is the rate used for the derogation pay calculation during the last payment. Please note that this will not be same
as the rate used on the timesheet. This is a read-only field.

Hours
This is the number of hours used for the derogation pay calculation during the last payment. This is a read-only field.

Income
This is the income used for the derogation pay calculation during the last payment. Please note that this will not be
same the rate used on the timesheet. This is a read-only field.

© Accentra Technologies Limited Page 9 Oct 2011
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Note: If you are using Cumulative method, the values here will show the highest income that the program has
detected so far during the derogation pay period.

© Accentra Technologies Limited Page 10 Oct 2011
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1.3 TIMESHEETS

1.3.1 HoLbp TIMESHEETS FROM PAYMENT

If you wish to hold payment for a timesheet after it has been approved and receipted, you can do so by opening the
timesheet in the payroll and clicking the button ‘*Hold Pay’

Reverse This ” Amend Delete Email [rvoice ” K

Timesheets on-hold will not be paid to the contractor until the hold is removed. Timesheets on-hold will be indicated
on the timesheet listing screen as below:

No. 3308 payrollHe, “D0001 Surname | O Forenames | ™

Personal' Tax & NII Penszion | Stud Loan & TCI F'a_l,lmentsl Deductions | Attacbments' Bark Analysis | Memol Assignments  Timesheets | Expense Claims I Umbrella Settings

Paymert Basis IUn Ireaicing j Enter Timesheet Amount Manually? [ ve:

lT[;f"EShee‘ Weh D f‘DS*'Q”““E“t bgency  WE Date Lgi‘ri‘;'ﬁ Anplved?  Biled? Bl Ref B'ii’f@i’}t VAT T;rfo'fr:'t' Cient Receipt ducfé!'(
1 9523 0 038 700001 28/09/2001  OnHod T W F  INvO4761 159540 27920 167460 187460 0
o 952 515 S0318  TOOOOT  23/08/2011 W P INvO3127 g1695 16338 580,34 58034 0
3 I | 2.412.35] 44259] 285494 285494
A [l r

To remove the hold, open the Timesheet screen and click the button “"Remove

I's

Reverze This ” Amend Delete Email lrnvoice ” ]

Hold”

1.3.2 TIMESHEET LISTING FILTERS

The filter options at the Timesheet Listing screens have been renamed and a few new options have been included.

s0013 Curent Period -Alltems o211 24
72 9 011 24

Al Periods - All lterms
FE Tl 91 Pending Approvwval 2011 24
78770 gq Pending Invaicing 2011 24
s st feeart a2
78735 5 aLy

Pending Payments wio Expenses

TI Criteria | Pending Payments

“Payments” refers to Payments to contractors and “Receipts” means the receipts from the Agency.

© Accentra Technologies Limited Page 11 Oct 2011
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2 PAYROLL PROCESSING (AUTO-RUN)

2.1.1 SpPeeD ENHANCEMENT & STATUS INDICATOR

The speed of payroll processing has been enhanced significantly to allow for additional processing requirements such
as Derogation Pay, Hybrid, Tax free allowances etc. As the calculation progresses, the program will display the status
as below:

es  Reports Options  Window  Help

B .v & @ . n L4,

ak, PayiDed  Pension Timesheet  Receipks Prd. Input  Pay Slip

il Ty i~ o AT, ; GE it ! -
m ('\ B & é =] g . ?5_| 2 = kg 4 E:; O
Pay Date Find Enter Pay Hal, Pay 5P SIMPISPP AukaRug Erquiry Reports BACS Close Prd. Help
Processing Now: 500191 (191 of 765) Time Elapsed: 00:02:48 [T[TITII1]

%

Financials

Close Exit

2.1.2 PROCESSING EXCEPTIONS

To facilitate uninterrupted processing, if the program finds an exception specific to an employee, instead of stopping
and splashing a message box, it will continue to process all the employees and display a list of exceptions on
completion. This includes the following exceptions:

NMW Breach

Invalid NI Category

Invalid Tax Code

Invalid Derogation Opt-in Option

The list will also be emailed to the email ID specified in the Payroll Settings->Main tab. More such exceptions will be
added in future versions.
2.1.3 END OF PROCESSING MESSAGE

The message at the end of auto-run has been enhanced to provide more detailed information including the Start &
End time and the number minutes/seconds taken to complete the processing.

The message below with the ‘information mark’ indicates that all employees with required information were processed
successfully.

Accentra Payroll I
i) Stark: 00:17:34; End: 00:18:09; Time Elapsed: 00:00:35
-H‘-.

Tokal selected for processing = 35 employees
successfully Processed = 26 emplovess

Mo Timesheets/Receipts = 9 emplovees

The message below with the red-cross mark indicates that some employees could not be processed. The message will
be followed by an exception list to allow you to examine the problem.

© Accentra Technologies Limited Page 12 Oct 2011
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Accentra Payroll

@ Skart: 19:24:54; End: 19:26:13; Time Elapsed: 00:01:19

Tokal selected For processing = 60 employees
Successfully Processed = 43 emplovees

Mo TimesheetsfReceipts = 16 emplovees
Gross For Tax less than MW = 1 employess *4+

© Accentra Technologies Limited Page 13 Oct 2011
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2.2 CLOSE PERIOD

The layout of the ‘Close Period’ screen has been enhanced with more intuitive messages and the ability to review the
exceptions. Apart from providing other details, the screen will show two major exception items.

. Close Perind ®
€
(+]
Paw ull Type To Clos=e: wwisek Mo e

Process Date  17/10/2011

— Confirm i vou have,

Total Employee Count T3
Updated Mo gl Ledye ? Yen Emplovees Frocessed 3 ‘/
Priated All Pericd Repots? O Ma E1 iplusees Tu Je-puvess 1E|
Backup Taken? O Ma Erplovess Prozessed & Mok Pad 3E| x/
Enplovess OnHold i
Erplovccs Lofl 434
Enplovess On Holiday 1]

Da the following match with the Control Report ?

Tax Deductad J.00 O Hu
M1 Ermployes 73.04 O He
MI Employer ISl ] D Mo
Met Fay 1553 65 Mo

Number of Employees to Reprocess

This will include employees whose records have been amended within the payroll, after the payroll was processed. If
there is a value here, you will not be able to close the period without reprocessing those employees. To review the list
of affected employees, you can click the button next to this field.

Note: To prevent this from happening, you can set the option “Lock Employee Fields available on Web Front-End?”
discussed under Payroll Settings section.

Number of Employees Processed and Not Paid

This will include employees whose have been processed but payment confirmation has not been made. A value in this
field will not stop you from closing the period but we recommend examining the affected employees before closing
the period.

© Accentra Technologies Limited Page 14 Oct 2011
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3 CMS WEB PORTAL

There are several enhancements to the CMS Web portal module. Most of the enhancements are part of your existing
licensing while some of them require additional licensing. Features/Modules that require additional licensing are

marked with the red asterisk * mark in the following sections. When you try to access a feature, if you do not have
the necessary license, you will be presented with a screen asking you to upgrade your license.

Note:
After the upgrade, you may not be able access certain screens. To resolve the issue, you must assign the permissions
to the users using the “Group Permissions” screen under the “Settings” menu.

3.1 GLOBAL CHANGES

3.1.1 AcTION BUTTONS

In most screens, the action buttons such as Save, Cancel have been implemented at both the top & the bottom
allowing the user to execute an action without having to scroll down.

) Print to PDF [] Frint to Excel E3 Close

Page 1 of 45 (1326 items) 112 3 4 5 68 7 ... 43 44 45 Next=|>»
500001 - Martin, James
_Assquments ) NowTimesheet ) Timesheetlist) CaimExpense) Expenselist ) _ Paysips _J _ Calltogs )| _ Newtog ) K < [oomor | > 2D
4 Doc History / Generate Doc. IE Send Mail % Send SMS 0 Save & Cancel m Close

T W W WV Y RS & NP B e NP oV

3.1.2 New NAVIGATION BUTTONS

Most of the screens have a new navigation buttons which allow you to move to a different record, without having to
exit the screen. This will be very handy if you have to make changes to several records or simply browse them
through to verify the details. You can move to Next, Previous, First and Last records in addition to moving to a
specific record by typing in the relevant ID.

Logs ) _ Newlog | I € foonor | > 21D

a Sawe & Cancel m Close

© Accentra Technologies Limited Page 15 Oct 2011
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3.1.3 RECORD SCREENS — NEW “SAVE & EXiT” BUTTON

All record screens such as Enquiry Record, Contractor Record, and Assignment Record have a new Save & Exit button
which saves the changes and closes the screen in a single action. The existing Save button will save the changes and

remain in the screen.

3.1.4 VALIDATION ERROR HANDLING

Two types of improvements have been implemented.

Message box with a list of errors

When you attempt to save a screen with errors, the program will display a message box with a list of errors found.
This has been implemented in all the screens.

¥ Doc History / Generate Doc.

PERSONAL DETAILS
Contractor's IO
Title
Forenames *
Surname
Preferred Name

Date OF Birth®

Enhanced Visual Error Indicator

1N

|s00001 .

IMartin

Rt ' <=520< from webpage x| @

Please Complete /Correct the following:

- Forenames

- Date of Birth

- Mobile Mumber
- Tax Code

pn

In selective screens, in addition to the above message, the program highlights the error with an enhanced visual
indicator. This will be gradually extended to all the screens in future versions.

MAIN AWR Compliance

MAIN DETAILS
Agency
Job Title
Service Used
ls CIS?
Payment Term **
Admin Fee Method

Admin Fee

Overseas Expense Rate Code

Best Staffing Solutions Limited(7O0001)

Select
es
Proportional to Cash Receipt

Select

Select

= Message from webpage ﬂ

l Please Complete/Correct the following:
S B
- Admin Fee Method
- - Job Title
- Location Mame

© Accentra Technologies Limited
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3.2 SETTINGS

3.2.1 COMPANY SETTINGS *

DEFAULT SETTINGS

Def Company ID ]

Default Payment Term = On Inveicing -

Default Pay Frequency 4 Weekly -

Default Holiday Pay Rule Calculate & Retain -

Default Payment Method SWIFT -

Default Admin Fee Uze Assignment Rule - (
Derogation Contract Opt-in -

Derogation Spread Weeks 12 (

The two new fields above allow you to set up the default values for the derogation pay.

Derogation Contract
Select between Opt-in or Opt-Out. All new contractors will default to this setting.

Derogation Spread Weeks
This is the number of weeks over which you wish to spread the derogation pay liability. This can be anywhere
between 4 and 52 weeks.

3.2.2 PAYMENT RATES (BILLABLE EXPENSES)

Billable expenses can be auto created by defining specific payment rates as 'Billable Expenses’ and mapping them to
the relevant ‘Expense Group Codes’. When a payment rate marked as a Billable expense is used in a Timesheet, the
program will automatically create expense claims using the relevant expense group codes. The expense claims will be
generated in the Payroll automatically and will have to be approved by you from the Payroll.

I Pay Rate Tyre DESCRIPTION ExceL CoLuman VALUE Hours/Unmm  Oesowete?  Deraurt Rates Pay Rate Kiv Expense Grosr CODE
|Variable ;l |Hutel Accomodation

|Variable ;I ITraveI

|Rate  =| ||Caily Rate @8 hrsiday

Standard
| Bilable Expenses  + | || Hotel Accomodati |
| Bilable Expenses =] |[Travelgiozy -]
|Standard ;I |Select One ;I

=R E=0|K=]

3.2.3 EXPENSE GROUPS (BILLABLE EXPENSES)

A new dropdown option allows you to tag specific expense group codes as “Billable Expenses”.

Maximun  DISPENSATION

Grour NamE MNominsL Cope Daiy ALLOWANCE . OesoLETE? VAT Coope ExpensE Tyre
CLAIMABLE ITEm?
[101 [Hotel Accomogation [2120 | 0.0000] [ 00000 | [ves =] |[no =] |[zeroRated 0% =] |[Bilabie Expenses =]
J102 [Travel |s270 | c.ooot] || 00000 | o =] [[ne =] |[ZeroRated 0% | |[Eilable Expenses 2]

3.2.4 Post CopE Lookupr & BANK ACCOUNT VALIDATION

You can setup the program to look-up post codes and validate the bank account by signing-up to PostCode Anywhere
and filling up the relevant credentials in the Company settings.
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POST CODE AND BANK ACCOUNT VALIDATION

Reguire Post Code Lookup? ez -
Required Bank Account Validation? No -
Provider Postcode Anywhere -
Account ACCEN11140

Licenze Key sEsssssEBEEEERERERE

If you wish to use this facility and sign-up to Post Code Anywhere, please contact us and we will assist you with the
process.

3.2.5 CuURRENCY LisT *

The currency list allows you setup the list or currencies that you wish to invoice the Agencies with. You can invoice the
agencies in different currencies, however:

e Each Agency account must be linked to a specific currency. If you have the same agency that requires invoicing in
two currencies, you must setup two separate accounts for that agency
e Contractors will always be paid in GBP.

3.2.6 OVERSEAS EXPENSE RATES *

This facility allows you to setup the Overseas Expense Rates allowed by HMRC for UK workers travelling abroad. The
rates are prescribed by HMRC for each Country & City that includes a standard list of allowable expenses. This rate
card can be attached overseas assignments and referred to at the time of approving expenses.

MAIN

Overseas Expense Rate ID 105 Currency Code Euro-EUR -

Country Belgium Room Rate Currency Select - o

City Brussels

Over 3 Hours Rate 25.00 Room Rate 152.00

Over 10 Hours Rate 65.50 BreakFast Rate 0.00
Lunch Rate 21.00
Dinner Rate 37.00
Others Rate 0.00
Drinks Rate 7.50
Hotel To Office Rate 4.50

Total Rezidual
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3.3 CONTRACTOR RECORD

3.3.1 DEROGATION PAY FIELDS *

You will be able to set up the Derogation Contract preference (Opt-in or Opt-Out) and also the number of weeks over
which the derogation pay liability should be spread out.

PAYROLL SETTINGS

Payroll Frequecy |Weekly = o
Tax Code [Fa7L | 2 ]
Tax Basis | Cumulative =1 o

NI Number [ITesaTE4A |
Holiday Pay Rule I Calculate & Pay Immediatehy ;I 'D
Proof of Right to Werk [Briih =™
Expiry Date -

Proof of Identity [werified =1 o

Derogation Contract Select - /
Derogation Spread Weeks
3.3.2 DOCUMENT UPLOAD BUTTON *

Once a document is uploaded for a specific field, the document upload button will change to green colour to visually
confirm that the document exists already.

Proof of Right to Work | Britizh -] or
Expiry Date i

. 0 i
Proof of identity |V&rified _,J \

3.3.3 ADMIN FEE METHOD *

A new admin fee method “Follow Assignment Rules”. This allows you to charge the contractors a different admin fee
for different agencies.

3.3.4 CusTOMER SERVICE REP ID (CSR ID)

In addition to linking the contractor record to a Sales Person, you can also now link it to a Customer Service Rep. To
use this facility, you must setup users (staff) belonging to the new user group Customer Service Rep.
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3.4 ASSIGNMENTS

3.4.1 ApmiN FEE METHOD *

A new drop down option that allows you to setup Admin Fee method at assignment level has been implemented. The
program will look up the Contractor Record and if the rule is setup as ‘Follow Assignment Rule’ then the program will
apply the rule as specified in the assignment.

Following two options are not available at assignment level:

- Apply Fixed Fee Table
- Apply % Fee Table

If the rule at the assignment is setup as ‘Follow Agency Rule’, then the program will refer to the relevant Agency
Record for the rule.

3.4.2 PAYMENT TERM *

A new drop down option that allows you to setup the contractor payment term at assignment level has been
implemented. If the rule is set-up in Assignment record, the program will ignore the contractor level setting and apply
the assignment rule.

3.4.3 OVERSEAS EXPENSE RATE CODE *

Overseas assignments can be linked to relevant Overseas Expense Rate cards. While approving expenses, you will be
able to look up the rate card to verify the eligibility.

3.4.4 \WORKING PATTERN *

You can setup the working pattern for each assignment to assist you with the Expense Claim & Timesheet approval
process. The screenshot below shows the details that can be recorded in the system.

HORMAL WORKING PATTERN

SUN MON  TUE WED  THU FRI SAT Days Per Week
Days - ~ ~ ¥ r ¥ r | 4
Weeks Per Month 433
Start Time: 07:15
End Time 18:00
Travel Hours Per Day 01:45
Work Hours Per Day 09:00
Notes Summary [Refresh)
ﬂ Summary Per Day Per Week Per Month
Work Hours 5.00 38.00 155.53
Travel Hours 1.45 7.00 30.19
j Total Hours 10.45 43.00 186.11

3.4.5 AWR COMPLIANCE *

MAIN SECTION

Outside AWR Scope?
If you believe that the assignment is outside the AWR scope, tick this box. If you do so, you will be asked to select
one the following reasons:

Own Business/Professionals
Managed Service Contract
On Secondment

Direct Employment

In House
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e Others (you must specify the details)

Weeks Accumulated in Previous Employment

The key to the calculation of 12 Weeks qualification is the “Hirer” and the “Job”. An agency worker can qualify for
equal treatment after 12 weeks in the “same job” with the “same hirer”, regardless of whether they have been
supplied by more than one agency/umbrella over the course of that period of time. This means that even if the
contractor has just joined you, he/she may already have completed the qualifying period in relation to a particular job
with a hirer, or at least have accrued a number of weeks towards completing it. In order to ensure that the
contractors receive their correct entitlement, you should ask them for their up to date work history - the aim being to
ensure that they have the correct information. Not doing so could leave you in a position where it may be liable, in
whole or part, for any lack of equal treatment. The same rule applies, when the contactor moves to another Agency
while in your employment, but continues with the same hirer and the job. If you believe the contactor is continuing
an existing assignment, you must record the weeks he/she has already accumulated. The number of weeks you enter
here will count towards the 12 Week calculation.

Total Weeks Accumulated

This is the total weeks accumulated in the current assignment towards the 12 Weeks qualification. Please note that
the information here may not be up to date until the break events have been updated by you using the new ‘Update
Break Events’ feature.

END CLIENT SECTION

End Client ID

Please select the end client ID here. If you don't find the end client ID in the dropdown list, you must first set up the
end client record. If you open an existing assignment that was created before upgrading, the program will insist on an
end client ID. Please note that once you have selected an end client ID and saved it, you will not be able to change it
if the assignment has already been used to create timesheets.

End Client Name, Address & Contact Details
These details are picked up from the end client record and displayed here for read-only purpose.

ENTITLEMENT STATUS

Day1l Document Requested? & Dayl Document Date
These will be updated when you send the request to the Agency using the facility discussed in section 3.11.2

Dayl Document Received? & Dayl Document Received Date

When the Agency sends you the entitlement document, you can attach it to the assignment record using the upload
button available next to this field. When you upload the document, the program will automatically update these fields.
The uploaded documents can also be viewed from Agency & Contractor records.

Dayl Document Sent? & Dayl Document Sent Date
These will be updated when you send the documents to the contractor using the facility discussed in section 3.11.4

Note: Week 12 fields follow the same rules.
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3.5 EXPENSE CLAIM ENTRY

While entering/approving the expense claims, you can link them to the relevant Timesheet using the Timesheet
dropdown. If you select a timesheet, the program will auto populate the assignment ID. Alternatively, you can just
link the assignment only to the expense claim.

You can have a quick view of the recent timesheets by clicking the “Timesheets” hyperlink.

500001 - Martin, James

Timesheet D | Select - Assignment D | Select v Timesheets Working Patterns  Owersess Expense Rates

Claim Ref Mo 2011100 Date Of Claim 3009200 |w|  CamD Total Claim Value

Approved Mileage Claim (Other Expenses

Company Car? Yes ﬂ Make & Model 1

Wehicle Tvoe Motor Cvcle | Renistration No 1
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3.6 TIMESHEET ENTRY

3.6.1 ASSIGNMENT DROPDOWN

The new version will list all assignments excluding the ones marked as ‘Closed’ but including the ones with an end
date prior to the current date. This will allow you to record timesheets for assignments that ended in the past.
However, the program will prevent you from submitting a timesheet if the Timesheet Start/End date is after the
assignment end date.

3.6.2 FREe TeXT NOTES

You can attach detailed notes to each Timesheet which can be included in the invoices sent to the agencies. Please
note this will require an amendment to your existing invoice layout.

Assignment test job - 90419 - Best Staffing Solutions Limite |+ Work Started On 040872011 -
Agency Best Staffing Solutions Limited - 700001 Work Finizshed On 180872011 -
End Client Epzom General Hospital Biling Date 02M10/2011 -
Work Location Trafalgar Sgquare

Pay RaTe CHARGE RATE DEDUCTIONS VAT RaTe %
1023 - Overtimed Rate [ 2300  so.oo00 9000 zovoool[ oo 20.00
|1025 - Overtime3 Rate 12.00 100.0000 0.00 1200.00 0.00 20.00
|1026 - Overtime Rate 0.00 0.0000 0.00 0.00 0.00 20.00
|1038 - Nightshift Rate Rate | 0.00] 0.0000] 0.00 | o.00] 0.00| 20.00
|1 0006 - Daity Rate @38 hra/day / Rate 0.00 0.0000 o.oo 0.00 0.00 20.00
|1015 - Hourly Rate Standard P Rate 0.00 0.0000] 0.00 0.00 0.00) 20.00

Invoice Notes: / Atftach Timesheet: Invoice Totals:
Sample free text to the timeshest =]

M n Net | 3270.00

LA VAT | 554.00]

Total | 3924.00]

Deductions | 0.00]

| 3924.00]

I— TR | Bill Tatal

[ |
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3.7 EMAIL DESIGNS™*

3.7.1 New DEsIGNS - Copy FACILITY

You can create new email designs simply by copying from an existing design. When you click the button “New Design”
button, the program will allow you to choose from two options:

- Design from Scratch
- Copy from Existing Design

MNew Email Design X

Copy From | Enguiry Registration Confirmation (& -

DesigniD | AJQ|

0K Cancel

3.7.2 SENDING ONE-OFF FREE FORM EMAILS

You can now send one-off emails to Contractors without having to amend the email designs. To use this functionality:

1. Create an email design with the ID “OET".
2. While sending the mail, choose the design “"OET” from the dropdown.

The program will open a new screen where you can type the following:

Email ID Type
Choose between “Both”, “Primary” and “Alternative”

Send To
Depending on what you selected above, the program will fill the Email ID from the contractor record. You will be able
to amend this.

CC

Type here the email ID, if you want to CC the mail to someone.
Subject

Write the subject line

Message

Write the message

Click Send to send the mail. The program will send the message typed by you using the signature and disclaimer
setup by in the OET design

3.7.3 DyYNAMIC SENDER EMAIL ID

A new option in the Email Design screen allows you to write the sender email ID dynamically at the time of sending
the emails, rather than automatically picking it from the email design.

Dvnamic Sender Email ID? Yes - /

Sender Email
Admin Email jeachim@accentra.co.uk
Email Subject “ou have been Regiztered with us - ABC Umbrella
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3.8 CALL MANAGEMENT™

3.8.1 CALLLOG ENHANCEMENTS

The following enhancements have been made to the call log system:

1. The date & follow-up date includes the time as well
2. Automated emails and SMS get added to the call logs automatically
3. While creating call logs for Agencies, the consultant can be linked to the call log

3.8.2 NEew TAsKk MANAGER (REQUIRES CRM-II LICENSE)

The new Task Manager allows you manage all tasks related to Enquirers, Contractors and Agencies alike from a single
screen. In essence a Task is an enhanced version of a simple call log, with the ability to assign the following
attributes:

Task Source

°
e  Priority
e Task Originated By
e Ability to attach up to 3 files to each call log
e Email notification on Call/Task creation and assignment
Status: Outstanding
* ) NewTask v =) Frint to PDF [2€] Print to Excsl E3 ciose
Enguiry
Contractor
£ Agency | 7 3 e
Categ. | Task = Task ree Name RS 3 [~ Type =~ | Description ~ | Assigned To e Slatus. (e w~| Folowup
D Date Date
-y - - - - -y ot -y - - -
L W v v L) L'} | 1) W ') v
2 186 01102011 | BECKER, AARON Callin General Queny Followup later.. Accentra Demo Dutstanding [ 002011
13:04 5 13:04
i 1 16 | 28/0W2011 | Mendly, Al Callin General Query Notes testing Accentra Demo Outstanding @ 23092011 @
14:34 12:00
E 101835 | 23/0%2011 | Johnson, Martin Call In Registration Query Test Accentra Demo Outstanding @ 23108/2011
12:55 12:00
A 101834 | 23092011 | Best Staffing Solutior Call In Referrals Test Marko Sales Outstanding 23082011
1743 law Manda 17-d
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3.9 DOCUMENT MANAGEMENT®

3.9.1 DOCUMENT TYPES & GROUPS

Each document uploaded by you can now be tagged to a "Type” and a “Group”. While viewing the document history
screen, you will be able to group and sort the items using these new columns. When you upload documents directly
from Contractor/Enquiry records (such as Proof of Address, Identity etc.), the program will auto assign the Type and
Group.

3.9.2 DoOCUMENT UPLOADS FOR ASSIGNMENTS

Documents can be now uploaded for each assignment. When you upload a document for an assignment, the program
will auto create entries in the Contractor’s and Agency’s records as well.
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3.10 USER SETUP

3.10.1 USERS

Existing Staff List screen has been replaced by the new ‘Users’ screen. The user setup screen has been enhanced with
new options

MAIN
Staff ID
Login 1T
Staff Name Bob Builder
Paszword I
Email I¥ mervyni@accentra.co.uk
User Group Contractors-7201 -
ls Adminlser? Mo -
Active? es - “/o
SZend Call Log Motification No -

Commigsion Scheme ID - x’

Send Call Log Notification? *
If this option is enabled, when a Call Log/Task is assigned to an user, the program will send an email notification to
the user. Refer section 3.13

Commission Scheme ID *
Link the commission scheme ID relevant to this user. Refer section 3.14

3.10.2 User GRouP

A new user group “Customer Service Representative” has been included.

3.10.3 START-UP PAGE SETTING

You can set-up specific start-up pages for different User Groups. If you do not specify one, the program will default to
the Contractor Listing page.

User Groups Group Permissions

Page 1 of 2 (14 ttems) 1 2 Next= >

Group ID . | Group Name . | Group Level . | Startup Page ~

b b 7 -

7501 Administrators 0 Contractor Listing

7502 Managers 1 Timesheet to Approve List

7503 Sales & Marketing ph New Enguiry Listing

TE04 Assistants 2 Contractor Listing

7505 Operators 2 Agency Listing

© Accentra Technologies Limited Page 27 Oct 2011



ACCENTRA UMBRELLA SOFTWARE — RELEASE NOTES (iii) 4 Oct 2011

3.11 AWR COMPLIANCE TOOLS*

The AWR Menu presents a set of tools designed to help you to be compliant with the legislation.

3.11.1 UPDATE BREAK EVENTS

This feature will be available around 25™ Oct 2011. Please refer to section 2.4.1 of the AWR Compliance Module
Specification for further details.

3.11.2 ReQUEST DAY1 ENTITLEMENT DOCUMENT

This feature will allow you to send automated email requests to Agencies asking for the Day1 Entitlement Document
for assignments that have not been marked as received. You can also send reminders using the same facility.

While sending the requests, you will be able to select the following:

All agencies or selected agencies from the list box
New Request or Reminder

Last Requested Date, if you select Reminder
Customer Service Rep ID of the Agency

Once you select the options and click *OK’, the program will list the assignments matching the criteria selected above.
You can then select or deselect the items from the list and click ‘Send Mail’. The program will then perform the
following:

ACTION 1: EMAILS

Send requests to agencies by email as per the rules below:

Email Design ID: "D1R"” for Request, "D1F” for Follow-up. This is auto selected and must exist.

The Sender Email ID will be as per the email design, but the user can change this.

The Recipient ID will be the Agency’s Invoice Email ID with CC to the Assignment Email ID

One email per Agency

Email contents as per the email design "D1R"” or "D1F” with a PDF attachment containing the list of relevant
assignments with the following columns:

vhwn =

- Assignment ID

- Agency Ref (for Assignment)
- Agency Name

- Contractor ID

- End Client Name

- Start Date

- End Date

- TS Count

- Last Requested Date

ACTION 2: CALL LOGS

The program will automatically create call log entries for the Agency with the following details:
Source = Bulk Email

Type = AWR

Status = Automated Log

ACTION 3: ASSIGNMENT UPDATE

Assignment records will be updated as below:

Dayl Document Requested = Yes
Document Requested Date = Today

3.11.3 REQUEST WEEK12 ENTITLEMENT DOCUMENT

Same as section 3.11.2 above, except for the following:
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e Document Type = Week 12 Entitlement Document
e Email Design ID = "WKR" for Requests, “WKF" for Follow-up

3.11.4 SeEnD DAY1 ENTITLEMENT DOCUMENTS

This feature will allow you to send Day1 Entitlement documents that have been received but not yet sent to the
Contractors. You will be able to select the following options from the filter screen:

Assignment Start Date: Blank means All
Assignment End Date: Blank means All

Include Out of Scope Assignments? [Default = No]
Include Closed Assignments? [Default = No]
Agency [List box selection]

End Client [List box Selection]

Once you select the options and click *OK’, the program will list the assignments matching the criteria selected above.
You can then select or deselect the items from the list and click ‘Send Mail’. The program will then perform the
following:

ACTION 1: EMAILS

Send emails to contractors as per the rules below:

1. Email Design ID: "D1S”

2. The Sender Email ID will be as per the email design, but the user can change this.

3. The Recipient ID: Contractor’s primary email ID

4. Subject Line: Day 1 Entitlement for Assignment ID: XXXXX Job: Designer Client: XXXXXX Designer Agency:
XXXXXX

5. Email contents as per the email design "D1S”

6. Attachment: Document received from the Agency.

ACTION 2: CALL LOGS

The program will automatically create call log entries for the Agency with the following details:
Source = Bulk Email

Type = AWR

Status = Automated Log

ACTION 3: ASSIGNMENT UPDATE

Assignment records will be updated as below:

Dayl Document Sent = Yes
Document Sent Date = Today

3.11.5 SEND WEEK12 ENTITLEMENT DOCUMENTS

Same as section 3.11.4 above, except for the following:

e Document Type = Week 12 Entitlement Document
e Email Design ID = “WKS”

3.11.6 DAY 1 DOCUMENTS TO RECEIVE — REPORT

This report will list the assignments for which the Day 1 Entitlement Documents have not yet been received.

Assignment Start Date: Blank means All
Assignment End Date: Blank means All

Include Out of Scope Assignments? [Default = No]
Include Closed Assignments? [Default = No]
Agency [List box selection]

End Client [List box Selection]

Primary Grouping [Agency or End Client]
Secondary Grouping [Agency or End Client]
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The program will produce a list of assignments matching the above criteria that have not been marked as “Day1
Document Received”. The report will have the following columns:

Assignment ID

Agency Ref

Agency Name (ID +Name)
Hirer Name (ID + Name)
Contractor Name (ID + Name)
Job Description

Start Date

End Date

TS Count

Doc. Req. Date

In Scope?

3.11.7 WEeEeK 12 DOCUMENTS TO RECEIVE — REPORT

Same as section 3.11.6 applied to Week 12 Documents

3.11.8 WEEK 12 DOCUMENTS TO SEND — REPORT

Same as section 3.11.6 applied to Week 12 Documents that are yet to be sent to the contractors

3.11.9 ASSIGNMENT STATUS LISTING

This report will list all the assignments matching the selected criteria (same as section 3.11.6) and will contain the
following columns:

ID

Agency Ref

Agency Name (ID +Name)
Hirer Name (ID + Name)
Contractor Name (ID + Name)
Job Description

Start Date

End Date

TS Count

Day 1 Doc.Reqg.Date

Day 1 Doc Recvd.Date
Wk12 Doc.Req.Date

Wk12 Doc Recvd.Date

In Scope?
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3.12 EXPORT

The Reports menu includes an Export sub-menu which contains Agency, Contractor, Enquiry and Assignment options.
These new options allow you to export most of the fields available in the respective screens that are not available in
the list screens that you normally use to access the records.

Main Reports Management Reports

te Expiry Report Turn Over Report

3.13 CRM-II*

Following new facilities are available for CRM-II licensees.

Enhanced Agency Record

Agency Contacts

Agency Contact Follow-up Management

Quick Enquiry Setup Screen (for Prospective Contactors)

Enquiry Follow-up Management

Task Management for Enquirers, Contractors and Agencies. Refer section 3.8.2

3.14 CommMISSION MODULE*

The new commission module allows you to calculate and pay commission to the following groups of people:

e Agency Consultants
e Sales Staff
e Referee Contractors

If you are interested in this module, please contact us for more details.
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