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If you don’t read anything else read this

e CleanLink operates in 3 modes:
Query- View only no amendments.
Modify — Allows the alteration of an existing record or deletion.
Create — Adds a new record.

¢ Right Click > Main Menu makes the Main Menu active.

e |f stuck in a screen F2 and Escape. Any changes that have been made to the record will be
lost. Also check the report viewer WnBrowse is CLOSED, it may be minimised and in the bottom
tray.

e Sites are the pivotal centre of CleanLink. Nothing can be done unless there is an active Site.

e Saving Data — Only when adding a new Client, Site, Staff or Issuing Stores is there a Save
button. At all other times, moving off the record, pressing the Escape key or clicking on a Menu
option will automatically save the entry. When closing Invoice, Pay, Work Sheets and QC cycles
there is a Red confirmation screen, this is the point of no return.

Continue to Close Invoice Cycle ?

¢ Incremental Search - On most tables throughout CleanLink you can find the information you
require by typing the number or name to be searched.

e At the very bottom of the screen there is a status line, this shows the User, Mode, and ZOOM'.
If Zoom appears a drill down or pick list is available. This is on the F5 key.

e Clients and Sites are never deleted. Make them inactive and they will not show or be used.

e Use the ‘Flow Charts’, ‘“Tutorials’ and ‘FAQs’ buttons on the Main Menu.

CleanLink Support Support@cleanlink.co.uk 0844 804 2005



CleanLink Functions Explained

Sites

The Site is the heart of CleanLink. Everything is triggered from the Site and is crucial to the
operation of CleanLink. No one can be paid, no site invoiced or stock issued unless there is an
ACTIVE Site. All elements of management are controlled from the SITE - the ‘who, when and
where’. Days cleaned, who cleans, how much each employee was paid, how many hours
worked, who manages, how much was invoiced and when, items bought in, budgets, machinery,
documents, closed log, notes log, complaints, QC visits, risk assessments and Emergency
Contacts, are all found on the Site.

Invoicing

Invoices are grouped into logical cycles e.g. Monthly, Weekly etc. The invoice lines are set up in
Sites, and when the cycle is opened, all invoice lines due will be included. They can then be
edited.

One Off Invoicing is available to send ad hoc invoices.
One Off Work Sheets has the facility to create an invoice for the job; the invoice is placed in the
One Off invoicing register with a HOLD flag.

Invoices can be exported (i.e. to Sage) and payments entered against the Client, either
individually or batched. You need to decide where credit control is performed, either in
CleanLink or your external accounts package.

Stores Issue

Pay

Chargeable stores issued will be invoiced at the standard price unless there is an entry in the
Clients ‘Special Price’ table. Any store can be barred from being issued. If a stores budget is set
you will not be able to issue more than the budgeted amount, this is spread over two months to
allow for fluctuations.

Stores are held at Depots, this is the physical place stores are held. External stores are stores
direct from external suppliers, delivered DIRECT to the site.

Stock can be ordered and when received from suppliers the number updated in the Depot.

NB: When a pay cycle is opened, active sites with staff with regular pay will be included. If
someone is not on an active site, with regular pay, they will not be included. NO ONE CAN BE
PAID unless they are on an active site.

If you have floating staff, say an emergency team, or pay telephone sales people, set up a
Client, as your company name or if you would like it at the bottom of the list ‘Z Internal’ or
similar, create as many sites as required e.g. Emergency, Window Cleaners, Tele Sales,
Salesmen, Office Staff and Management, each can have budgets and be restricted to the
operational hierarchy like an ordinary site, a sales manager could do the pay for telesales and
salesmen but not see the others. Obviously you will not have any invoices set up so the sites will
not be included on any invoice cycles.

If you have staff that may or may not be paid but want them included on each cycle to remind
you to consider them, attach them to a ‘catch all’ site, but without any pay entered. You can then
review this site and move them to the correct site for payment.

Pay amendments can be stopped from going over budget by switching on ‘Over Pay Budgets’,
in ‘Setups>2.Setups and Defaults’ this allows you to choose how many periods this checks for,
so if set to two periods and the last period was £10 under it would allow £10 over in the next
period. There is an override if you have the password.

CleanLink Support Support@cleanlink.co.uk 0844 804 2005
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Work Sheets

Work Sheets are good for regular repeatable jobs performed by regular operators, e.g. cleaning
windows every week, scrubbing floors every month. You can set up jobs, the frequency and
when they are next due. When the cycle is opened all the jobs due are collected. Whole page
work sheets, which can be signed by the client, with an option for a Time Sheet, and/or a one-
line list, can be printed. No invoice is created, as this work is expected to be present in the
regular invoice lines so tick the ‘Regularly Invoiced’ box. If the box is left unchecked it is entered
in the table of un-invoiced Work Sheets.

If you have jobs but don’t know at this stage who is going to do them, setup a Contractor as say
‘Team A’ and assign this contractor to the job, even though your own staff are going to do the
job. You can then print all the jobs due for, say, next week and then give them to the person
doing the job.

Periodics
Periodics is a specialised way of handling jobs that need to be done on a more ad hoc basis and
require arranging. These can be setup with an interval frequency. An invoice is produced which
can be changed when the job has been completed. A Date Order list is displayed and when the
job has been completed the frequency date is automatically updated.

Complaints
Complaints are logged through Site QC Tab or Right click and select Complaints. Active
complaints are shown when you log in, every 30 minutes (a nag screen) or Right click the
mouse and select Main Menu. The user will only see complaints for their own Sites. Memos may
also be added and will not show until the due date.

Quality Control
QC is typically used to schedule site or client contact and produce instructions. Each instruction
has the facility to log a Response. Contacts can also be logged for ad hoc Sites. The log
produces a history of contacts with each site, or perhaps more importantly the lack of contact.
The report ‘Report Visits’ can report Sites contacted or NOT, within a date range.

Risk Assessment
Risk Assessment is through Clients>Site>RA tab. You can set up a company-wide list of
standard hazards and apply any number of them to the Site and alter them. Each Hazard has a
Likelihood and Severity, these calculate a Hazard Rating.
Assessment Dates and Comments are stored. Reports can be produced by Hazard, Category
and Next Due Date. Personal Protection Equipment can be logged.

CleanLink Terminology

Branch
A Branch in CleanLink is a physical place e.g. London, Liverpool, and Bristol. We
suggest you start with only ONE Branch.

Division
A division is a logical group of sites and is part of the operational hierarchy of Division
Manager / Area Manager / Supervisor.
A very powerful function in CleanLink is the automatic facility for any Division Manager /
Area Manager / Supervisor to see only their sites, simply by logging in with their staff
number/name. We suggest you start with ONE Division.

Cycles

CleanLink works in Invoice, Pay, Work Sheet and QC Cycles.
These are repetitive routines that can be set up and run at the required time, e.g.
monthly invoices, weekly pay.

All Cycles, when opened are COPIES of the regular data due for the period. All
alterations (Add, Delete or Modify) only apply to that particular cycle and DO NOT
ALTER the REGULAR data; any REGULAR lines added after a cycle is opened do not
update the open cycle.

CleanLink Support Support@cleanlink.co.uk 0844 804 2005
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Active Status

Jump Direct
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You can JUMP to the regular data by right clicking (see below) and make changes.

Any changes to Staff Tax Codes, WK1/MTH1, last wk no., Previous and YTD figures will
be used on the next calculation. This could be within the current cycle. Changes to
Regular Hourly Rates are not used until the next cycle is opened.

Everything is triggered from the Site and is crucial in the operation of CleanLink. No one
can be paid, invoiced or stock issued unless there is an active Site.

Clients, Sites and Staff are not deleted they are made inactive or with Staff the Status
can be set to an inactive code. Only Active Clients or Staff are visible unless you select
to see All. This enables historical reports to have the correct information and ensure no
one is paid unless the Site is Active.

Throughout CleanLink if the field or row you are on is attached to a Client, Site or Staff
you can Right click and ‘Jump’ directly to their maintenance screen, and when you exit
the maintenance screen, you will be returned to where you were.

Incremental Search

Status Line

On most tables throughout CleanLink you can find the information you require by typing
the number or name to be searched.

E.g. Staff, click on the Number column and enter 1, it will jump to the first 1, if you then
enter 2, it will jump to the first staff with 12 at the start of the number. Click on the name
column and the focus switches, e.g. enter G, it will not only jump to the first G but
change the order automatically to Surname order.

At the bottom of the screen there is a status line. This show’s: Who is logged in, the
mode CleanLink is in — (Create, Modify or Query), Zoom - if a drill down / pick list is
available, Wide - means the field can be expanded, Ins - Insert mode, and you can type
something.
To cancel an entry, F2 or the cancel button, the field inadvertently blanked out will be
reinstated.

Numeric Fields

The calculator, F10 or right click the mouse is available from any numeric field. The
amount from the field will be in the calculator and changes can be pasted back directly
from the calculator.

Numeric fields can be updated by entering an amount.

To Add/Subtract/Multiple or Divide the original number, enter the amount, then the sign
(+, -, *, /) from the numeric pad, then tab to enter the amount. E.g. the original amount
is 10.50, to add 1.25 enter 1.25 then + and then Tab. The new value will be 11.75

If you get stuck (typically when CleanLink wants a valid code and one has not been
setup) Press F2 and then Esc, you may need to Right Click and select Main Menu to
reinstate the focus.
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Right Click Menu

By clicking the right hand mouse button the following menu is displayed:

Main Menu

@ Wamings
Complaints

&= Site Motes
Site Actions

Credit Control
Mabile

Email

Chairmans Reports

Jump to: Sites
Clients
Staff
Stock

YH®

Search

Top of Table
End of Table

FAQ
Calculator
Calendar Cycle
Calendar
Query Centre

Close Application 3 Close Application
View Manual Exit System

View Release Motes Printer Setup

View Mobile Release Notes Wheo Logged In System
About CleanLink About CleanLink

Main menu — returns you to the main CleanLink screen, useful if a screen becomes frozen.
Warnings — a list of areas that may need attention

Complaints — also available via Sites/QC

Site Notes — also available via Sites/Site Notes

Credit Control — also available via Sites/Invoice History

Mobile — CleanLink Mobile Service

E-Mail — See Below

Chairman’s Reports — also available via Pay/General Reports
Jump to Sites, Clients or staff from any screen

Search — also available via the query button

Top of Table

End of Table

FAQ — useful for basic queries on CleanLink

Calculator

Calendar Cycle

Calendar

Query Centre

Close Application

View Manual — the electronic version of the Getting Started Manual
View Release Notes — a list of all amendments and improvements introduced in recent
releases of CleanLink Software

About CleanLink — Entering Pin Numbers.
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Email

By right clicking on the mouse and selecting ‘Email’ you may email individual email addresses or using
‘Multi Send’ option, a range of Clients/Sites/Staff/Suppliers/Contractors. First click on ‘Parameters’ and
tick the ‘Email via MS Outlook’ option, then press Salutation and enter your company address or similar.
You can then choose to email to the email or invoice email address(of the Client/Site), or select ranges
of Clients/Sites/Staff/Suppliers/Contractors , you may also use F3 to delete out any selections brought
up in the range that you do not want to email.

=] write email Message

From: support@cleanlink. co uk

To

CcC

BCC:

Subject

Attachment: ‘

[Only 1 attachment allowed)

Message Body

‘ Exit | | Send ‘ | Multlﬁ | ‘ History | | Parameters ‘
1 Multi-Send Email B
Source To |Emai\ Address
Client FREEOMEZ -FREEONE LTD MRFREEDOM@FREEONE.CO.UK -
Client ANSOO  -Ansty Housing Assacaition info@anstyhallhotel. com
Client BODODT -Books the Chemist mrbocti@boots. co.uk |
Exit | | Clear List Clients | | Sites ‘ | Stalf | | Supp/Cont | k

Click on the Multi
Send button and
the screen below
will appear

Click here and type in
Client, Site or Staff then
click into the next
column and press F5 to
bring up the relevant list
for selection.

There is an email history kept on the Site>Documents tab, so that you can refer back to correspondence
with all clients. You may also set up a Macro in Outlook to import incoming emails from Outlook into the
Site/Staff record within Cleanlink. Please refer to the ‘Incoming Email’ document in your Crib Sheets

folder.

Up to two attachments may also be sent with an email, if multi sending, two attachments will go with

each email.

CleanLink Support

Support@cleanlink.co.uk

0844 804 2005




[ Multi-email staff selection

2=

Selection Format

Cycle [F5]
i@ 1. Mameldddress (2 8. Ethnic Origing Division [F5] Sl b
) 2 work Permits )9 Site CRB Area [F5] P
=1 3.CRB (T 10.Mo Address Client [F5] I:I
(71 4. TUPE Transfers 71 11.Mo Regular Pay Site [F5]
() 5. Age Dizcrimination Letter () 12 Over 48 Hours Staff Rangs
() B. No NI Number ) 13.5taff with no Photo From[F5] [ | Leave

fields blank

1 7. Mationality (1 14 Staff with E rnail To[F5] [ ] tosekectal
Staff Type [F5] | |

Getting Started

Play the Tutorial videos from the bottom of the Main Menu.
CleanLink is installed with basic settings.

Invoice, Pay and Worksheet cycles should have been setup during installation. The following should be
checked:

Setups
Go through the ‘Setups > 1-9’

1. Companies

2. Setups and Defaults

3. Branches

4. Divisions

5. Suppliers and Subcontrators

6.  Stores Depots

7. Zales Codes

8. Cost Codes

3. “at Rates

and ‘11. Pay Cycles / Pay ltems’.

11, Payroll Cycles

CleanLink Support Support@cleanlink.co.uk 0844 804 2005
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Your Company Details

Check the settings and preferences in ‘Setups> 2.Setup and Defaults’. The five tabs Setups, Defaults,
Holidays, External Links and Formats are required to be set correctly.

Clients I Staff I Stock I!nvuicing I Pay IEOIkSheelIﬂu_alily Clrl[ Contacts I Query I i Setups

=

ﬁ Demo V10 |_§I_§_|
T Defaults I Holidays I External Links I Formats
1 Demo V10
Comparny Overhead
Separate Credit Mote Mumberz Mo - Brefe l:l
Address Last Irwaice Mo 1056 I:I
[Cleanlink Ltd | : e
| | Split by: () Clients
|- | Last Staff Mo 92 e
- 0 Actual Inwvoice
|_ | Last Stock Doc Mo 56 ; :
() Regular Invoice

Post Code l:l Last work Sheet No 183 B Division

Last Stock POMN 16
Tel  [0844 804 2005 | e &
= || Pt [ 9 BACS Run SubTotal Every | 99]lines

. : First Dap OF Wik Mon [Redlenlen
Email |SUppDI’t@C|EEI1|Iﬂk.CD.UK | W MO Calendar Dates. BACS Sub Total Mo -
Logo |I|:| 0. | Budget Period Mumber of Stack Delivery
g 90.1pg Mates Printed
Show zalez on Pay & Wizt No -~

Staff Murbering Corvvention

Tax District I:I External Stores
Reoc Dechict Fat I:I Default Mo of days for delivery

ECON Number Invoice Mo days: BEFORE delivery
SCOMN Number Frint D elivery notes [and not PO's) Ho  w

Cycles Selection Criteria

Ower Pay Budget Setup

Ower Stock Budget Setup

l |
[ |
[ Single Search |
l |
[ ]

Small Employers Relief Mo =

Stock

Go to ‘Stock tab’ on the main menu and look at the Sales Items already setup in ‘E. Maintain Stock’,
Stock is a list of everything you SELL or USE, divided into ‘Stock’ items like Black Bags and ‘Service’
items like Window Cleaning.

Most companies will have hundreds of Stock items, coding them logically can be useful. We suggest all
one group of products start with the same letter i.e. P could mean Paper and include Toilet Paper, Paper
towels etc. Don’t get carried away with this, have a maximum of 10; otherwise it loses its simplicity in
use.
Some prefix ideas:

B = Bags and Bin Liners.

P = Paper.

G= General cleaning products.

For ‘Service’ items use a logical code like DOC, WIN, INITIAL, etc.
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Every invoice line will require a valid Stock code.

Example of Stock codes and their use:
E. Maintain Stock

BE1 -Black Bags  s— .
BE2 -white Bin Liners —:_H? STORES 7 401
DOC - Dalp Office Cleaning — ‘

Wi -winduwmeaning_} SERVICES E 4000
CAR - Carpet Cleaning —H CARPET e

7. Sales Codes: Exported to Sage Codes

Use the ‘Flow Charts’ and ‘Tutorials’ on the Main menu'.
Selling Price
‘Service’ Items will normally be set to a zero price.
‘Stock’ ltems as either:
A. List price normally charged to Customers.
B. Zero prices for items used by the cleaning staff.
(Any Exceptions enter as Special Price on the Client screen.)

How CleanLink finds the Sales Price:

Invoice Charge:

| First it looks for any Special Prices

If none:
Uses Sale Price Per Pack

Stock, Sales Price per Pack
BAGON  Back Bags 200 2000 |iems Normally

FAPO  Paper Hand Towel % 38.30
WO Tailet Paper 2250 Charged

ggmg; ;ellow Duster DDDDDD ltems Mormally Special Prices (Exceptions)
o 2 000 NOT Charged ABCO0T ABC Company Ltd
MACDT  Floor Pad 0.o0

Stock ltem  Special Charge
PAPOT 0.00
GEND 2.00

Adding Data
When the basic Setups have been completed, data can be entered onto the system.

The suggested order of data entry is:

Clients (normally electronically imported)

Sites (if imported one Site per Client is created)
Staff (normally electronically imported)

Special Prices

Through Sites add:
Additional Sites
Invoice Regular
Work Sheets Regular
Pay Regular (also through ‘Staff > Jobs’)
Budgets

It is not necessary to enter all fields in Clients, Sites and Staff; only a Reference is needed to create a
Client; Division number to create a Site; and a Surname for Staff. All fields on the staff record will need
to be completed before the payroll is calculated. You can complete other fields later.

Site cleaning days and times

The Days cleaned are important, because they are used as the default days for Staff holidays. (See
Holiday Pay)

You may find it quicker to use the entry table in:
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12

‘Setups > 27.Advanced > Sites Days Cleaned Browse’

You can now Issue:
Stores
Open Invoice Cycle
Open Pay Cycle
Open Work Sheet Cycle

When you feel ready, test the cycle by opening it and look at the results. As long as you don't close or
post you can reset the cycle and try again until you are happy.
Before you go live the history files may need clearing, call for help on this.

Staff
What are you going to balance the Pay to? See Pay and Budgets later.

Check the Staff defaults in Setups > 2. Setups & Defaults > Defaults’ tab, these will be inherited each
time new staff are added. While in setups & defaults, check the Holiday defaults on the ‘Holiday’ tab.

In ‘Setups > 11.Pay Cycles’ there is a field at the end ‘Only Regular Jobs Accrue Holidays’ if this is
ticked only regular jobs accrue holidays, any cover work does not accrue holidays. If a staff member only
does cover type work there is a flag on the ‘Staff > Holidays > Accrue Holiday on All Sites’ tab that
can override this for an employee, so all jobs accrue holiday.

In ‘Setups >11.Pay Cycles > Pay ltems >’ normally only Regular Pay items like REG1 accrue holidays,
so the ‘Use to Calculate Holiday Pay’ field would be checked, but not on items like Extras.

Sage Users

(See Export to Sage)

Ensure Sage is selected on the ‘External Links’ tab ‘Setups > 2.Setups & Defaults’. Enter a folder
path where the CSV file will be created (the folder must be created as well) this triggers the check for
illegal Sage characters on invoice lines. Decide when you are going to export to Sage either after every
invoice cycle/One Off invoice or at a regular time, like every Friday. By default it is at a regular time, if
you require after each batch, tick the box in: 'Setups > 2.Setups and Defaults > External tab > 'Export
Invoices during Invoice processing'.

Add Sage sales codes (i.e. 4000) to the 3rd column in ‘7.Sales Codes’.

Add Sage VAT codes (i.e. T1) to the last column in ‘9.V.A.T. Rates’.

‘Exports to Sage’ has the option to include Sage Department numbers and One Line per Invoice exports.
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Set Up a New Client

From the Main Menu:
Select ‘Client’ Tab
Select ‘Add’ (at bottom of screen)

Give the Client a reference and complete as many of the fields on the ‘Address’ screen as possible.
Each Client requires a unique reference, if you are exporting invoices to Sage, they must match Sage
A/C Ref exactly.

If you do not have a reference policy the standard is the first 3 characters of the client name and 001 i.e.
for British Water BRIO01 when you start another account starting BRI it becomes BRI002.
."-‘« [ Irvoice Set-Up ]

Reference @— [F5] shows used refs

Company Mame

Sites 0

Seanch Mame

|
|
Address I
|
|
|

Continue through the ‘Invoice Set-Up’ - selecting the options required (See next page).
The ‘Enter’ or ‘Tab’ keys take you through the fields in order.

When you have finished, press the ‘Save’ button. A Client requires at least one Site, enter one now
through the ‘Sites’ button.

Client Invoice Set Up

There are 4 setups to determine how invoices are produced, and various layout options.
On the ‘Client > Invoice Set-up’ tab the most important field is the first one ‘Send Main Invoice To:’

This determines the address to which the Invoice is sent. The default setup is for a client
with one site and the invoice sent to the clients address, with, any stores sold, added to that invoice. But
there are other setup options.

‘Send Main Invoices To:’
1 CLIENT with all Sites on one Invoice.
2 CLIENT each Site separate Invoice.
3 SITE separate Invoice to each Site.
4 SITE Periodics Summarised on Invoice

‘Send Supplementary Invoices to:’
1 CLIENT with all Sites on one Invoice.
2 CLIENT each Site separate Invoice.
3 SITE separate Invoice to each Site.
0 No Supplementary Invoice. (Stores will go to main invoice)
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Supplementary Invoices are for stores and extras, so any query does not delay the payment of the main
invoice, improving cash flow. When stores are posted to invoices it will either create another
(supplementary) invoice or add them to the existing invoice.

‘Send Stores:’
Stores to Main or Supplementary Invoices.

Stores to One Off Invoices.

If you want stores to be invoiced straight away, select ‘Stores to One Off Invoices’ stores posted will
create or add to a one off invoice. You will then need to run the One Off Invoice routine to produce the
invoices.

If the ‘Stores to One Off Invoices’ option has NOT been selected, where the stores are posted depends
on how the main and supplementary invoices have been set up.

By default only chargeable stores are added to invoices. Ticking the ‘Post Non Chargeables’ box will
add all non-chargeables to the invoice with a £0.00 charge.

‘Invoice Header:’
1 With Site Header.
2 Without Site Header.

There are two invoice styles - with or without a Site Header.

1. With Site Header — The site name and first line of the address is printed in the Body of the
invoice. This would be used for a client with multiple sites and all sites are to be invoiced on the
same invoice. Stores would be listed under the appropriate site.

2. Without Site Header - If you chose this option you will need to put the site name as the first line
in Regular Invoicing as a site identifier. Stores will be listed under the appropriate site.

The Invoice Header is only relative if ‘Send Main Invoices to’ is set to 2 or 3.

The major point to remember is - If you select any type of supplementary invoice all stores will be posted
to the supplementary invoice instead of the main invoice, so a client would receive two invoices, one
with the regular invoicing and another with the stores. If no supplementary invoice is selected stores will
be posted to the main invoice.

Print Styles of Invoices

Print style for invoices - to choose print styles go to:
‘Setups Tab > 2. Set Up and Defaults > Formats > Invoice Format’ - and chose from the options.
This is normally set up for you.

Invoice Terms — Normally you should use the Cycle defaults; only use this if a particular Client requires
something different.

NB You may have a special invoice style where some of these features will not apply
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Add a Site

From the Main Menu:

Select ‘Client’ Tab.
(Omit if in process of entering New Client.)

Select ‘Sites’

If this is the first Site, enter as many fields as required.
Or ‘Add Site’ if adding a new Site.

T Site Info T Motes T Clozed T [C TEmergencyTDDcumentaI Ra,

) The first Site inherits
Site Name  |&bbatts Mil =—— the Client Name & -
| Address, the 2" etc. Invaice Cantrals
search Name |"f'k"EBD-|-TS MILL name only. [] Usze Site Addresz on lrw.
Address |'| 5 Surrey Docks | [ Add C/0 to Address
Surrey [T] Add FAD to Address

[7] Use Site Email for lr.

Post Cods 5wl TR House Ref [F5] |:|

SIC Mumber I:I Analyzis Code IUzed by Sage for Department B ef.
Staff Check Contract Mumber Ijl Storez Order Ref | |

Contact Mame Ivan W ontpay Tip:
| | |Jze the Contact & Tel. of the perzon

[ Contacts ][ Linked Sites

Tel Mumber |':'234'E??'433 | in charge of the Cleaning.
Fax Humber |I:I2EI?'_'“4D?254 | Hational Account
tabile Mumber |':'???EEEE'E'E":":I | [ Exclude from Fees
eMal | |

|

et ail for nvoices |
S

La

Complete Address & Site Info Tabs.
The ‘Enter’ or ‘Tab’ keys take you through the fields in order.
When you have finished, press the ‘Save’ button.

Sites are automatically given numbers the first Site will be 0001 the second 0002 etc.
You are now forced to set up Invoices and Budgets, but you can Escape and do them later.
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Site Field Explanation
Most of the fields have obvious use, below are some with explanations.

For the first Site, the ‘Site address’ and ‘Contact’ will default to the Client, and you will be positioned on
the ‘Info’ tab. If there is already a Site for this Client you will be positioned on the ‘Address’ tab with only
the ‘Site Name’ and ‘Search Name’ defaulted to the Client.

Contract Renewal Date — When entered a warning will appear 3 months before the contract is due to
be renewed.

SIC Number - Standard Industrial Classification Number. This is an EU way of classifying type of
business. If you don’t use this you could use it for an internal code.

Analysis Code — If you use Sage and have each Site as a different Department Number, enter the
Department Number here. When Invoices are exported to Sage the value will be applied to this
Department number.

Staff Check Contract Number — If you use Staff Check this is the Contract Number.
House Ref - Set up Houses in setups. It’s just a way to group a number of sites under one house, i.e. all
belonging to the xxx Building Society house. If you don’t require this use it for your own grouping, i.e.
Sales person.
Default Invoice Cycle
Defaults to the Divisions Cycle — Change in ‘Setups > 4.Divisions > Defaults’ tab. This also defines the
Invoice Cycle Stores will be added to.
Work Bank Hols — Information flag only.
Site Category -The Category is determined by the amount of the Site contribution, as seen in Budgets.
The default settings give 3 Categories:

C (Bronze) contribution up to £100

B (Silver) contribution from £100.01 to £400

A (Gold) contribution from £400.01 to £999999.99

The value of each Category can be changed or reset to the above values from Setups > 21.Site Budget
Categories.

You can override a Category by ticking the Fix Category box and entering the Category Letter. This will
prevent any changes in Budgets or Sales altering the Category, useful for Sites that are basically low
earners, but may have a lot of One Offs.

The Right '133.Modify Budgets' is required to change Fix Category.

Site Active - Denotes that this Site is Active. Remember everything is triggered from the Site, and the
Site is very important in the operation of CleanLink. No one can be paid, invoiced or stock issued unless
there is an active Site.

Lone Worker Site — A flag to identify the Site as a Lone Worker Site.

CRB Required — Criminal Records Board clearance required.

Stores Depot — Where stores will be drawn from, required even if stores are sourced externally.

Payslips Req. — Denotes that all staff on this Site require Payslips, and overrules the individual staff
setting. A default can be set in Setups>2.Setups and Defaults>Defaults tab.
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Blank Paysheet Req. — Useful if you have a Site with no Regular staff, but want a blank paysheet to
remind you. Enter the Pay Cycle number.

Allow O/Budget - If you are restricting the amount of non-chargeable stores issued to a site (by entering
an amount in Budgets of type 2. Uncharged stores) this allows a percentage over spend. If an area
manager is booking out stores and finds he has exceeded the budget for the period, the system would
not allow the issue. He could contact his superior and for a good reason the superior could give a
percentage over spend to allow the issue.

Default Pay — Hourly, Fixed Rate (Sections is a redundant feature). Control’s whether certain pay items
may be amended from within a Pay Cycle.

Rate 1, 2, 3 — Pay Rates, when the system looks for an hourly rate it first looks in Staff if empty it looks
in Site if empty it will use the Company rates.

Contracted Hours - A staffing breakdown of Areas, Hours and Rates. This will automatically create a
Budget for CONTHOURS’ and may be used for a Pay Budget.

Contracted Iltems — A table of services you carry out at this site.
Budget % - If you have mixed types of pay and apply a percentage to each the budget variance will be
managed in the pay cycle.

Budget Used — Shows the amount of Non Chargeable stores issued over the last 2 months and the
budgeted amount.

Stores Location — Found on the Site ‘Notes’ tab. Is very useful as it prints on Stores delivery notes and
Machinery PAT test reports.

i eddress | T Site Info T Motes T Clozed T oc T Emergency TDocuments T R ]
Site Mame Abbatts kil | |rwoice Controls
Search Mame |SBBOTTS MILL | [T Use Site Address on Inv.
Addrezs 15 Surrey Docks [T &dd CA0 to Address
Sumey [] Add FAD ta Address
[T Uze Site Email far Inw.
Post Code Shwf1 4TH Houss Ref [F5] :l
SIC Mumber I:I Analpziz Code |123 | Uzed by Sage for Department Ref.
Staff Check ContractNumber | 0  StoresOrderReft || Multiple Contact
Contact Name  [Ivan wontpay Tip: details may be
Usze the Contact & Tel of the person entered via the
Tel Number 0234-677-433 in charge of the Cleaning.
Ton7-anToea Contacts button here
Far Mumber Mational Account
taobile Mumber 077733533300 ] Exclude from Fe
b ail = =
cbdail For nvoices [ Contacts ’]’r Linked Sites ]
T
1 cContacts for ABBOO1 0001 ABBOTTS MILL =]

Contact Mame

mark -

Tel ‘02[1 8888 8888

Fax |

Mobile ‘07870985554

Email \mark@hmmai\.com

Job Title  [Admin

Motes

m

Last Updated 11/08/09
By mark

| pad berrs
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Skeleton Invoice Lines

Invoice lines are set up in ‘Clients > Sites > Invoice regular’.
Lines are numbered and will appear on the invoice in order.
The first time you enter this screen it will automatically go into Create mode and add line 1. The cursor

will land on ‘Product Ref’, this must be a Reference Code that exists in ‘Stock > E. Maintain Stock’.
Press F5 on this field to select the item, or if you know the Ref just type it in.

Tip: Use the Enter or Tab keys to move through the fields in order.

Example:

i Regular Invoice Lines for Site: 0001 Abbotts Mill 2
e Product # = Invoice note line Tatal VAT Budgeted
Ma. Ref [F5] Text on invoice Gy Each Charge Rate Costs

1 [poc DALY OFFICE CLEANING 1 350.00 36000 1 s I
2 1M WINDOW CLEANING 1 20.00 20000 1 s noo g
3 B ] ReorderNo12345674B0

Line: 1 Total 370.00
Your Ref  [123123 Moy DOC - 1 Mth e e
Reapiceicieass Cycle [F5] lrelldlzd B Mext e (F5) 2008 0702408
Mest review

! tar b (=] Presiously [rvoiced 2 2008 0F/01/08
Expires [Order Na.) Stpp e El m
Oddity Check.
| Ezxit | Add | | Delete | | Costings H Workshests | | Amendments | ‘ Cancel |

‘Text on Invoice’ Defaults to the description set up in ‘Stock > E. Maintain Stock’ but you can change
the text if required.

‘Qty’ - Usually 1
‘Each’ - Charge per item
‘Total Charge’- Qty x Charge. You cannot alter this field.

‘VAT Rate’ - Defaults to rate 1; F5 will give you a pick list of rates. May be selected on a line by line
basis for times when a new rate comes into force and old invoicing still to be done.

‘Budgeted Costs’ - Only shows amounts if costs have been entered through the ‘Costings’ button at the
bottom. This is a way to apply costs for this line. Normally used for items like Window cleaning by a sub
contractor. Most lines would not have costs and can be ignored.

‘Last Price Increase’ - Date this charge was last increased.

‘Next Review’ - Next review date.

‘Expires (Order No)’ - Normally only used on Order No. lines which have an expiry date.
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‘Oddity Check’ — If this box is ticked and a reason entered a reminder will be displayed whenever this
line is included on an invoice.

‘Cycle’ — Identifies the cycle in which this line is included. You can have up to 9 Invoice cycles.
Examples: Monthly in Advanced, Monthly in Arrears, 4 Weekly etc.

‘Include Every’ — How often this line is to be included. Normally 1 followed by the Cycle frequency say
‘Mth’. If windows are cleaned every 2 Months enter 2 and CleanLink will automatically add the line every
other month. The frequency must be the same as the Cycle (If cycle Monthly, enter Mth, if cycle Weekly
enter WK).

‘Supplementary No.’ - This is a way to create multiple invoices for the same Site. Any line or lines can
go to a supplementary invoice, i.e.

Lines 1 & 2 on one invoice
Lines 3, 4 & 6 on a second invoice and line 5 on a third invoice

Enter the supplementary Invoice No. you want this line to appear on.
0 (zero) & 1 (the default) are the same and both will go on the same invoice.

‘Next Due’ — When this line is to be next included. Press F5 and select the first week of the next blue
‘Required’ cycle. If this is a Monthly cycle it may show a few days before the actual month, this is ok, it is
only representative, only the Month will appear on the invoice. If you know the diary week number just
type itin.

L4 Calendar Pick Lisk x|
) . fonthly
Diary  Tax Feriod
Vear | period  Period| From /To Advance
33 Wk 20 15/05/05 | [oysesrseram L
2005 33 i s | IR

Sons | 34 Wk 21 22/08/05
09 Mih 05  28/08/05 Select the FIRST
35wk 22 29/08/05

2005 43 pMih 0B | 04/09/05 week of the BLUE
3 Wk 23 05/09/05 ‘ -

2005 | 35 mb b 1909005 Required’ Cycle.

2005 30 i be 1asoare
2005 89 i be saoane
J005 39 Wk 2 26ma/0s
05 0 ARG AT
2005 §p i b 18A0ne
2005 3% M b7 Zanone
2005 33 i o7 aooiooe

ﬁ

;l L
Cancel |

Special Lines - If you do not have enough space on a line for the text, Add a line above or below with
the buttons at the bottom and enter the special ‘Product Ref’ of #, this changes the line to a note field
with no charges printed. # lines STILL REQUIRE a Cycle, ‘Include Every’ and ‘Next Due’ fields to be
completed.

Invoicing odd periods - If you have a client who insists on being invoiced Monthly but for 4 weeks
for two months and 5 weeks for the third month (4,4,5) put them on a monthly cycle to Include every ‘1
Mth’ with a line of ‘4 Qty’ and the weekly charge. Add an Oddity Check and put in the reason ‘Change
every Jan, Mar, June & Sept to Qty 5’. Then just change in the cycle every 3 months.

If you have a client who must be invoiced for a 4 week period set up a cycle for the correct 4 week
period.
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Example of 3 Invoice Cycles:

Clients | Staff | Stock |{]

Pay |Emk5heet|l§luglity Ctl | Contacts | Query | Setups

[l Cycle 1
i 1
sogg 1wk 4D AN207
01 raer 10 0B/01/08
Jgpg 2wk 41 07/01/08
01 e 10 13/01/08
sogm 3wk 42 140108
01 v 10 20401708
sogm 4wk 43 21001708
01w 10 27/01708
2008 5wk 44 280108
02rn 11 03/02/08
sogs 6wk 45 04/02/08
02ra 11 10/02/08
Jupg 7wk 46 11/02/08 - Required
02w 11 17/02/08
ogop 9wk 47 18/02/08
02nh 11 24/02/08
sogs 9wk 48 25/02/08
03rwn 12 02/03/08
sopg 10 we 43 03/03/08
O3rwn 12 09/03/08
sogs 11wk 50 10/03/08
03n 12 16/03/08

Cycle 3

l Select ] | Exit |

Tip: It is best to standardize the invoicing to YOUR system not the clients. Most
customers will accept your system if you explain it. You don’t want to end up
with numerous invoice cycles. Try to educate the customer.

Common Mistakes

e The Next Due week is in an advanced Cycle.
To check the Next Due weeks run the ‘Invoices Due’ report from ‘Pay > H. Additional Reports
> 4.Invoices Due’.

e When the invoice has multiple lines EVERY line must have a Next Due week.

Add Site Budgets

From the Main Menu:

Select ‘Client tab
(Omit if in process of entering New Client.)

Select ‘Sites’
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Select ‘Budgets’ from the Main Function Group.

[ Maintain Site CostBudgets o B[R

se as Attached ta Budgeted Cost
Cost Ref [FA] Actuals Description Inv Line Ne. | = Budget | Apportioned to 1Mth

Mo Admin £.00 3360 -
Mo Erternal Supplier non A7 BR
[[CONTHOLS Mo Contracted Hours Holiday 7.0 25 48
COMTHOURS Ma Cantracted Hours 0.00 A64.00
IC' Mo M ational Insurance 3.20 16.64

Mo Subcontrators 0.00o 20.00 E

Mo Non Chargeable Stores 2 3.00 15.00

STORESAUNC

Blue entries are auto
generated from
Contracted Hours
and Worksheets.

You can have a % of the
Invoice line and attach it
to a single Invoice line.

ne must be edited through Contracted Hours.

JOTS
Budget Period = 1Mth
Total Regular Sales 1Mth 520.00 Division Contribution Target 0.00%
Total Budgeted Costs £ 52238 This Site -0.46%
Site Contribution (Margin) £ -238 Variance £ -238 %0.48%
Exit | ‘ Add | | Delete ‘ | Cancel ‘ ‘ Refresh Budget ‘

You will have defined ‘Cost Refs’ in ‘Main Menu > Setups > 7. Cost Codes’ where you can globally
update all Sites.

Start with a small number of budgets or just the Pay budget, how this is entered depends on the Pay
Budgets setup (see later section)

‘EXIT’ or the ‘Escape’ key will save details.
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Add a Work Sheet

From the Main Menu:
Select ‘Client tab
Select ‘Sites’

Select ‘Work Sheet Regular’ from the Main Function Group

1 Maintain Regular Work Sheets for Site DR222/0001 Drake Bros Head Office =
Cont/Emp'es | Contractar [F5] JobRef 00000218 JobType [ | Expected Time (hrs)

Contractar SUBCON SUB-COM - ‘work Sheet Cycle [F5] Monthly Order [ 0]
Contractor TEAM & INTERMNAL & Il Evem tDOeLeht:n\-g«';.;Paz:ﬂi;ed:enter

Mext Due 'wik [F5] 2008 Beginning 01/12/08

Ererens 45 2008 oS

Cost of thiz work 20.00| For 1 kth

Analpsis Code [FB] SUES Subcontrators

Controlling Branch Eranch
Regularly Invoiced Attached to lnvoice Line

Export to Mobile =
i Job Details | Work Days T Tasks ]
Clean windows to fourth floor and reception. Report to brz Smith before and after. Get work sheet signed.
[ et | [ add | [ Do | [ Ccancel

[ &ny day in period

Mon Tue Wed Thu Fri Sat Sun
Week1 @ B B B B B = (stepeimis )
Week 2 a =5 8 3B @ =9
Week 3 BB E BB B
Week 4 B B B B B =
Wweeks [0 EH EH B EH B EH

Job Details TWork Days T i Tasks | ]

Itern  |Header|Task
1 Communal Areas | - E it
2 "] Thorough Clean
Add
Copy Task

[ ea | [ A | [ opeee | [ cCance |

Complete Main Screen, Job Details and Work Days and Tasks Tabs.
‘EXIT’ or the ‘Escape’ key will save details.

Tip: Play the tutorial video ‘Work Sheets’ from the ‘Main Menu > Tutorials’ button.
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How Work Sheets Operate

Work Sheets are good for regular repeatable jobs done by regular operators, e.g. cleaning windows
every week, scrubbing floors every month. You can set up jobs, the frequency and when they are next
due. When the cycle is opened all the jobs due are collected. Whole page work sheets, which can be
signed by the client, with an option for a Time Sheet, and/or a one-line list, can be printed. No invoice is
created, as this work is expected to be present in the regular invoice lines so tick the ‘Regularly Invoiced’
box. If the box is left unchecked it is entered in the table of un-invoiced Work Sheets ‘Work Sheet >G.
WS Flagged to be Invoiced’.

If you have jobs but don’t know at this stage who is going to do them, setup a Contractor as say ‘Team
A’ and assign this contractor to the job, even though your own staff are going to do the job. You can then
print all the jobs due for, say, next week and then give them to the person doing the job.

Any ‘Cost for this work’ entered is automatically entered in the site budget under the ‘Analysis Code’
selected.
There is a Contractors Reconciliation ledger on the Main Menu ‘WorkSheet’ tab.

Worksheets — One Off — It is now possible to Create a one of worksheet and ‘Save’ this job without
printing or invoicing which can be done using the new Worksheet Maintenance program (see below). If
the raise invoice box is ticked, then the option to copy the specification to the invoice as comments is
available.

Worksheet Maintenance — This is a new program (based on the worksheets to be invoiced and sub
contractors reconcile) and is found as item D. On the Worksheet Tab, this program gives the options to:

Select a range of Worksheets to view (by Client or Sub contractor),
Re-print the document (via Maintain),
Create/Maintain a one off Invoice (or view historic Invoice) and

a
b
c
d) Reconcile the sub Contractors payments.

= — =

Sub Contractors Insurance — If this has expired then in Worksheet cycles, All sites summary and
Maintain Worksheets the sub contractor is displayed in Red.
In One Off worksheets a prompt to continue is given.

Worksheets will appear in this list until the Invoice Completed flag is set and the Sub Contractor
Reconciled flag is set. For regular cycle worksheets that are invoiced via the regular invoices this Invoice
Completed flag is automatically set. As a Worksheet is linked to a regular invoice, that invoice is
highlighted and if deleted or modified, the option is given to delete or modify the worksheet in line with
the invoice.

It is now possible to add a manual address to a one off worksheet and the specification has been
extended in size from 400 to 2000 characters. Currently the full description is not printed on the
worksheet, depending on the line length approx 800 characters can be printed. If a manual address is
added, this is copied to the Invoice should one be created.

Worksheet Tasks — This is a new extension to the Worksheets that allows you
to create a list of tasks that need to be completed. These are printed on a
special layout which is accessed from the full page worksheets report by ticking
the add tasks box. The Worksheet tasks can also be sent to a mobile (see
mobile update document). Once the worksheets are completed, if they are
returned from a mobile then the results with comments and optional photos

are stored against the job. The results can also be entered manually via
Worksheets, B. Maintain Worksheets, Returns.
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[=] Work Sheet Maintenance EI@
Client + Site Sheet Mo, |* Sub/Staff Date Invoice |lrvoice Sub Con [Sub Contractor
Require |Completed |Reconcld [Amount Date Paid
[FEE001 0001 ABBOTTS MILL MOOOEES  TEAM & BOBRY 01/01.410 < + 000 |
ABBOO 0001 ABBOTTS MILL. MO00S72  SUBCOM SUB-COM 11410410 ¥ 0.00
ABBOM 0001 AEBOTTS MILL. M0O00576  SUBCOM SUB-COM 25/10410 ¥ 0.00
ABBOM 0001 ABBOTTS MILL. MO00577  SUBCOM SUB-COM 251010 0.00
ABBOO 0001 ABBOTTS MILL. MO00S7E  SUBCOM SUB-COM 251010 el 0.00
ABBOM 000 AEBOTTS MILL. MO00581  SUBCOM SUB-COM /020 ¥ ¥ 0.00
ABBOM 0001 ABBOTTS MILL. MO00582  TEAM & BOBEY m/02M0 ¥ ¥ 0.00
ABBOM 0001 ABBOTTS MILL. MO00583  TEAM A BOBRY m./02M0 ¥ + 0.00
ABBOM 0001 AEBOTTS MILL. M000584 00001 John /0210 ¥ El 0.00
ABBOM 0001 ABBOTTS MILL. MO005S6  SUBCOM SUB-COM /030 ¥ ¥ 0.00
ABBOM 0001 ABBOTTS MILL. +000597  SUBCOM SUB-COM 0m.,/03M0 ¥ + 0.00
ABBOM 0001 ABBOTTS MILL. MO005923  SUBCOM SUB-CON 01.,/0310 ¥ £l 0.00
ABBOM 0001 ABBOTTS MILL. MO00599  TEAM & BOBEY 01/03M10 < W 0.00
ABBOM 0001 ABBOTTS MILL. MO00B00  TEAM A BOBRY /0310 ¥ + 0.00 E
ABBOM 0001 ABBOTTS MILL. rO00B0T 00001 John 01.,/0310 ¥ £l 0.00
ABBOM 0002 AEBOTTS HOUSE  MO00295 01,0908 0.00
ABBOM 000z ABBOTTS HOUSE  ®0O00311  SUBCOM SUB-COM 0m./10/08 0.00
ABBOM 0002 ABBOTTS HOUSE  M0O00323 [} 01,/11./08 0.00
ABBOM 0002 AEBOTTS HOUSE  MO00344 m/12/08 0.00
ABBOM 0002 ABBOTTS HOUSE  MO003E0 m./01./09 0.00
ABBOM 0oo2 ABBOTTS HOUSE  M0O00373 01.,/02/09 0.00
ABBOM 0ooz AEBOTTS HOUSE  MO00396 01.,/03/09 0.00
ABBOM 0002 ABBOTTS HOUSE  MO00415 01./04./09 0.00
ABBOM 0002 ABBOTTS HOUSE  MO00434 01.,/05./03 0.00
ABBOM 0003 ABBOTTS TYRES M WO0O0923  TEAM A BOBRY 01.,/06./07 0.00
ABBOM 0003 AEBOTTS TYRES M MOO0MO7  TEAM & BOBEY o./07./07 0.00
ABBOM 0003 ABBOTTS TYRES M MO00116  TEAM A BOBRY 01./08/07 0.00 N
+ Printed as a Quote * Insurance Expired
Exit ||SelectW0rksheets|| b aintait || Inwaice | Sub Contractor Fieturns | | Hiztary | | F adify Delete

Any lines shown in BLUE are QUOTES.

Regular Invoices / Worksheets - If either the frequency/period or the next due date is modified the option
to update the worksheet is available (no automatic updates take place). This is also true when a
worksheet is deleted / amended. The option to delete/amend the invoice line is available. It is now
possible to link a worksheet to an invoice line from the regular worksheets.
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Worksheet Printing
Full Page Worksheets
The system produces a maximum of ONE worksheet per week.

One worksheet will be produced for each week of the cycle providing the job is to be done each week. It
lists the day and date for each ticked day. If the job is only done once in the cycle, one worksheet will be
produced. But if a job is done every day in the cycle, a worksheet will be produced for each week.

EXAMPLES - For a 4-weekly cycle, if a tick is put in the first week only - the job is done once in the cycle
- 1 worksheet will be produced showing the applicable date of the operation.

If a tick is put in Mon Wed Fri of the first week - the job is to be done three times in the first week of the
cycle and not again until the next cycle - one work sheet is produced listing the days and dates the job is
to be done.

If a tick is placed in one day in each week of the cycle - the job is to be done once a week and four
worksheets will be produced.

If a tick is placed in each day of the cycle - the job is done every day and four worksheets will be
produced - one for each week.

If a tick is placed in one day in the first week and one day in the third week, the job is to be done twice in
the cycle and two worksheets will be produced.

One Off Worksheets

One-off Worksheets are a specialised way of handling jobs that need to be done on a more ad hoc basis
and require arranging. These can be setup with an interval frequency. An invoice is produced which can
be changed when the job has been completed. You can view a schedule of jobs to arrange, print a work
sheet and when the job has been completed, the next due date is automatically updated. One Off
Worksheets are set up from the Site.

Regular Work Sheets v One Off Worksheets

Work Sheets are good for regular repeatable jobs performed by regular operators, e.g. cleaning
windows every week, scrubbing floors every month, and the jobs are expected to be done regularly. No
invoice is created, as this work is expected to be present in the regular invoice lines so tick the
‘Regularly Invoiced’ box. If the box is left unchecked it is entered in the table of un-invoiced Work
Sheets.

One Off Worksheets are for jobs that require an invoice and the date the work is to be done has to be

arranged with the Site. A worksheet and invoice are raised, but the invoice is flagged ‘hold’ until the job
has been completed and the price confirmed.

CleanLink Support Support@cleanlink.co.uk 0844 804 2005



26

Machinery
Equipment is entered on the Machinery log from ‘Stock > G. Machines’:

Enter Type and Make of machine and under Serial Number, add the individual number of the machine.
Enter all Machines on Site: ‘Clients > Sites > Machinery’:

Enter the location of machines and dates for PAT testing ‘Stock > G. Machines’:

8
Machinery
Ref |Machine Description |Cost per Week |Total Auvailable |Dn Site |
VAC Henry 5.00 3 3 I -
E Senial Mumbers for VAC 3
Serial Mumber |Inaclive |Asset Mo |F\egistration Date |F'at Due Date ‘Chent |S\te |CostMeek |N0t9s FE wide
100 12345 14406410 30/06/11 DR222 0001 5.00 | -
200 v 12345 21708410 30/06/10 DR222 0001 5.00
300 12347 07/06410 30/06/10 CAMAS 0001 5.00
Click here to see
which site
machine was
previously at.
Bt | [ Ak | [ Deete | [ Noms | [ LatSie
[ machinery Report =3

Division [F5] Leave as 0 for al

Area [FA] Divizions Areas
Client [F5] |:| Leave blank
for all

Site [F5] 0000

In-Active Sites Action

@ Include E=clude

tachine Type [F5] == Al
kM achines due PAT befare I:I

[Leave blank for all machines]

Farmat
@ Boxed Orne Line itk Motes
Show Costs
CSW Output W | Prewview PDF Output
ak. | | E it
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Invoicing

Prerequisites:

Invoice Cycles setup. Invoice parameters setup. ‘Setups > 12. Invoice Cycles’.

Everything that is sold requires a Stock code, and is maintained in ‘Stock > E. Maintain
Stock’. Each entry can either be a Service or Stock and must have a Sales and Cost code. The
Sales code also determines the nominal code that will be used to export to Sage see ‘Setups >
7. Sales Codes’.

Skeleton invoices set up in ‘Clients > Sites > Invoice regular’. (See Skeleton invoices).
Invoices are included in a cycle when the Next Due week is in the Cycle or before.

Select Invoice format. ‘Setups > 2. Setups & Defaults > Formats > Invoice Format’.

(On Monthly Cycles still use the first week of the highlighted period — see Skeleton Invoices.)

Common Mistakes

Note

The Next Due week is in an advanced Cycle.
To check the Next Due weeks run the ‘Invoices Due’ report from ‘Invoicing > H. Additional
Reports > 4.Invoices Due’.

When the invoice has multiple lines EVERY line must have a Next Due week.

The Invoice print preview shows the invoice with style #20 ‘Plain A4’. If you use a different style the
actual printed invoice will be different to the preview in layout, but the information is the same.

Invoice Cycle Crib Sheet

Enter Invoice lines (skeleton lines) in ‘Client > Site>Invoice Regular’ button. This is only
required when a new site is added or permanent changes required.

Open the Invoice Cycle from the ‘Invoice > A. Invoice Cycles’ Select the next ‘Required’
period.

Browse raised invoices from ‘All Site Summary’ and make any amendments for the period. The
raised invoices are copies of the Regular invoices so any permanent changes must also be
made to the regular lines.

If stores are to be included, add issued stores to invoices ‘Add Stock to invoices’

Run ‘Summary’. If reconciling with an old system print the ‘Print by Site’ report at the bottom.

‘Post / Commit’ this is the final (no going back) stage, Invoices are numbered, ledgers updated
and ‘next dues’ updated. The Calendar is marked Completed.
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One Off Invoices & Credits

e Enter through ‘Invoice > B. One Off Invoices/Credits’.
e Select either Invoice or Credit Note and press F5 in the Client box to select the Client /Site.
e Go to the ‘Inv/Crd Lines’ button at the bottom and add lines.

e Post through ‘C. Post One Off Invoices/Credits’. Only the ones without a ‘Hold’ flag will be
posted.

e A mixture of Invoices and Credits can be posted together.

e There are separate Invoice and Credit Numbers. Set the next number to use in ‘Setups > 2.
Setups & Defaults > Setups tab’

Play the tutorial video ‘One Off Invoice’ from the ‘Main Menu > Tutorials’ button at the bottom of the
screen.

Adding Stock to Invoices

All stock should be issued through ‘Stock > Issue Stock’ not entered directly on to invoices.

Each Client can have Stock sent to either One Off invoices or to an invoice within the Cycle. If you
chose to post the stock to an invoice within the cycle, you then have the choice of posting the stock to
the Main or a Supplementary invoice, as set on the ‘Client > Invoice Set-Up’ tab.

By default stock is added to the invoice with the standard description. You can add Delivery Date,
Docket No. and Client Reference (could be the PO number). These details are entered when the stock
is issued. To add these go to ‘Setups > 12. Invoice Cycles.’ and tick the required boxes for each cycle.
Whichever option you choose will be displayed for each item. It is NOT possible to have a different
option for each item. The example below is to show the way each option is displayed.

Ref Doc.No. Date.
#ABCD1234/5
6278-01/03/06

How the additions will look:

[ Invoices Lines ABB001 0001 Abbotts Mill x|
Product / | Total YAT
Mo, Fief [F5] Ty Each Charge Fate
1 [boc DAILY OFFICE CLEANING 1 1.00 100 17.50 |
2 fin WINDOW CLEANING 1 1.00 1.00 1750
3 [TORK3 Paper Towels Tork 3 #4BC01 234/56275-01 /US/UV Doc. No. Date. E
4 [gE7 Elack Bags HBE278-01/03/08 ’E56278_01 /03/06 17.50
5 B white Bin Liners #5627 17.50
E Faper Towels Tork § 01/02/06 1 3200 3200 1750 J
Date only.
01/03/06 Doc. No. only.
#56278 i

The text line is 45 characters. If you use any of the above options, the number of characters used to
display them will be deducted from 45 and the basic description may be truncated.
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Sage Line 50 Export

Prerequisites:

e Ensure Sage is selected on the ‘External Links’ tab ‘Setups > 2. Setups & Defaults’. Enter a
folder path where the CSV file will be created (the folder must be created as well). This also
triggers the check for illegal Sage characters on invoice lines.

e Add Sage sales codes (i.e. 4000) to the 3rd column in ‘7. Sales Codes’.

e Add Sage VAT codes (i.e. T1) to the last column in ‘9. V.A.T. Rates’.

e The Account references in CleanLink must match those in Sage i.e. ‘ABB001’ must be

EXACTLY the same in CleanLink and Sage.
Formats

Setups T Defaults T Holidays

Accounts Package Select accounts

_ package
Clearlink Export lrvoices during
@ Sage |Fvnice Proceszing
Sage 100 Factored Invoice E=port
Sage 00 o | Allowy mult exports
DIBS
KashFlow: Ext Acc Dir_ie flaccdirl
Opera ||‘| \Exportst
Cluick Books

Sage Export

J| Post Sage az 1 line to Sales
Ledger with Multiple Maominal
Lines.

| Sage Mominal |

| Backups Required

CleanLink Exports to Sage 3 different ways:
1. Multiple lines - the default, multiple lines will appear on Sage statements.

2. One line per invoice — posts 1 line to Sage sales ledger with multiple nominal lines. All VAT (the
sum of all rates) exported from CleanLink is automatically posted to Sales Tax Control Account
in Sage (i.e. 2200). To use this method tick the ‘Setups > 2. Setups & Defaults > External
Links > Post Sage as 1 line to Sales Ledger with Multiple Nominal Lines.’ and set the

External VAT code to T1 from the ‘One Line Nominal Code’p=-
Folder where

file is produced.
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Setups for 2 - One line per invoice & Multiple Nominal’s:

Sage Export |
[ &l ruilti exports Bl (Bl Bty ,—l
] . o
Post Sage a3 1 line to Sals [Lhit Bl [ ) -
ki Ledger with Multiple Mominal Debit fes. Trpe Cs;reates single line
Lines. : _I_ age statements.
Debit &z, Sort Code 9
[ Sage Mominal ] Fayment Type HSEC I
[ NominalhVAT Codes [==]

External Code for WYAT [e.g. T1)

Sage VAT
Code.

3. One line per Invoice with ONE nominal — This option has been superceded by 2 above, but is left
for redundancy reasons. Rather than export all the invoice lines to Sage, a consolidated total is
used. Only one Sage Code i.e. 4000 can be used and this is set up on the ‘External Links’ tab
‘Setups > 2. Setups & Defaults > External Links > One Line Nominal Code’.

Setups for One line per Invoice with ONE nominal:

Bank Mame
Sage Export |

[ Allowss multi expaorts Bank Fef Mumber :l

] FPost Sagl_e az 1 Ii_ne to Sa!es Debit Acc. Mo
tac.lag;r with Multiple Morminal Deb?t.ﬁ.cc. Toms :l_

Debit &cc. Sort Code
[ Sage Mominal ] FPayment Type HSBLC b
=1 Mominal\VAT Codes =]

Sage Code for Type 4 Perodic Invoices and 4000
One Line E=portz (4000, 4007)
External Code for WAT [eq. T1]

Advanced feature:

Sage Department numbers — A Department number can be entered for each site. On the export
dialogue there is a tick box to include this on the export.

Two Ways to Create Export:

1. At the end of each Invoice Posting you are given the option to Export to Sage.

2. From the ‘Invoicing > K. Reports > 4. Export to Accounts > Invoices’.

Setup from:
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‘Setups >2.Setups & Defaults > External Links tab > Export Invoices during Invoice Processing’

E=port Invoices during
Inwnice Proceszing

Ext Acc Dir e flaccdir,
IChASageCEWvh

Tick to
Export after
each batch.

-Sage Export
[ Allows rulti exparts to Sage

[v FPozt Sage az 1 line to Sales
Ledger with Multiple Mominal
Lines.

-

[= Create Export File

From Document Mumber [F5]
To Document Number [F5] 1041

Advanced

l:ISage Department Mo.

[T Use Individual Site Analysis
[ Inchude A2

t Code in Description

Advanced -Only if
Single Department

Set One Line Code.

required.

E Advanced - Select to Use

Site Department
Numbers in Saae.

Importing into Sage

From the Sage File menu select Import and Audit Trail Transactions select Run change folders and

find the Exported file INVOICE.CSV press Open.

Select to Import
Clients.

/

i Customer Records
" Supplier Fecords
" Mominal Ledger Fecaords
£ Audit Trail Transactions

I rt Tupe
" Stock Records

" Stock Transactions

1

Select to Import
Invoices.

Irnpart File Details Run

Cloze |
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CleanLink has two Exports, Invoices and Clients. The Clients details are the Company,
Address, Tel, Fax, and Contact. All these Client details will be created in Sage if not already
there. It is probably easier to create and maintain references and client details in CleanLink and
just before exporting Invoices export Client details. This way Sage will have all the new clients
with matching references. Export Clients from the ‘Invoice > K. Reports > 4. Export to Sage’.

e When importing Invoices into Sage, Sage first checks the import file and only continues to
import if everything is ok. If one reference is not in Sage or is not an exact match, Sage will
reject the whole file. It’s all or nothing.

e |f you import the same Invoices into Sage a second time, Sage creates new invoices, so they
will be DUPLICATED. Clients imported into Sage overwrite whatever is already there.

e CleanLink exports to the same file each time (it deletes the old one first). So after every export
you must import. If you are doing several batches of invoices and want to import to Sage only
once, Exit the Export to Sage screen when offered.

e The default setting only allows you to export an invoice from CleanLink once. If you have lost the

export and need to do it again, tick the box in ‘Setups > 2. Setups & Defaults > External Links
> Allow multi Exports to Sage’. Always go back and un-tick it afterwards.

Setting Up Stock

Stock can be listed in two different ways:
1. Master list ‘Stock > E. Maintain Stock’. Mandatory.
2. Site ‘Clients > Sites > Stock List’ If you plan to use Mobile PDAs you MUST populate each Site,
which can be done globally. Services may also be set up here such as Carpet Cleaning.

A third list, Special Prices for Client ‘Clients > Special Prices’. This has been superceded by the
Site List and is left for redundancy.

Select ‘Stock’ tab.
‘E. Maintain Stock’
‘Modify’

‘Add’

Enter a Sales Code and Description then click on Stock or Service depending if this is a Service Item
such as Window Cleaning or Daily Office Cleaning.

Click into the Depot box and enter a true or fictitious level (use 9999 if unsure before a stock take is
done).

Click into Sales Code and choose using F5 from the list.

Click into the Cost Code and again choose using F5 from the list.

Enter a sales price and/or a cost price depending on whether this is a chargeable item of stock.
Enter a Pack Size of 1 unless you split your packs down.

Tick the ‘Allow on Stock Issues’ which can be used to turn on and off the ability for people other than the
stock controller to issue stock.

Tick the ‘Exclude from issue budget’, to prevent items being considered in rolling budget.
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T!nvnicing I Pay Tﬂorkﬁheelrﬂuglily CtrIT Mobile I Contacts T Query I Setups

Clients | staff |

Stock & Sale ltems - Total 27

Code D escription F1=Help Sales Code [F3) PRODUCTS 4003
. " @ Stock Cost Code [F5) STORES
BE1 Black Bags ) Service | VAT Code [F5] 17.50%
BB2 BB2 Sale Price per Pack |
BL1 [white Bin Liners Cost Price per Sales Pack 220
BLEACH  Bleach
Fack size for zelling 1
BRUSH Brush
Allowe on Stock |ssues
CLOTHS  Claths
- Excluds from |szue Budget m
ltems you normally L Ine. in Stores Order Form Ma. 1
SELL should have a i COSHH
Sales Price. ltems you Classification
USE should be Zero. .
Enwironmental lmpact
INIT Initial Clean -
Gty at Re-ord Uzual Purch F avourite
LIGHTBLLE Lightbulb Depots depat Lewvel Gity Order
MISC Mizcellaneous & M&MWCHESTER a a 0 993 .
MOPS Mops
FaINT Dulux Paint Sk
SAMNI Sanni Subcon Sery -
[ Diocuments ] [ Digplay Stack ] [ Digplay Services ] [ Digplay Mon lszue ikems ]

Cancel

Special Prices Stock Movements | |Global Cost Update

For sites who have different prices, enter a Site List in ‘Clients > Sites > Stock List’. This can be
initially populated with only the items allowed to be issued to that Site and then fine tuned to give unique
pricing for sales to that Site.

Inc on Stores order Form can be used to group items onto separate stock order forms, group 1 could be
for General items used on every site, 2 for fairly common items, 3 for less common and so on. Then you
can print a form which only includes group 1 and 2 or 2 and 3, so that an area manager never see’s
items he is not supposed to order.

COSHH, Classification and Environmental Impact details may also be entered and any documents
relating to the Stock record may be linked using the Documents button.

‘EXIT’ or the ‘Escape’ key will save details.

Adding Date and Docket No./Ref to Invoice line.
If you wish to add the delivery date and docket no. to the invoice line when stock is issue to a Client you
can do so by ticking the box in ‘Setups > 12. Invoice Cycles’ found in column 5, this must be done for

EACH cycle.
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Add New Staff

From the Main Menu:
Select ‘Staff’ tab.
Select ‘Add’ from the bottom
***At this point you may type in the Surname and re-instate a previously employed person capturing their
previous Address, Bank Details, NINO and Tax Code if you wish. The system will re-create the person
BUT UNDER A NEW STAFF NUMBER***
Complete all fields. See Field Explanation on next page.
Tip: The ‘Enter’ or ‘Tab’ key takes you through the fields in order.
‘Save’
There are 3 ways of numbering staff:
1. Automated next number (00123).
2. Automated next number with Branch letter (00123L).
3. Free Entry e.g. (JBLOGS) or (123).

The preferred method is 1 as this aids searching by number. Only use 2 if you have multiple branches.

To change the Numbering Convention use ‘Setups >2.Setups & Defaults > Staff Numbering
Convention’.

Tip: Play the tutorial video ‘Adding Staff’ from the ‘Main Menu > Tutorials’ button at the bottom of
the screen.

Staff Field Explanation

In most cases the entry into each field is obvious, below are some with explanations.

Name tab:
Status — Identifies the Status, typically Employed/Left.

Type — Defines the Type of Staff and Grade. The Grade gives Access rights to this person - what they
see and do. Also Division / Area Managers / Supervisors must be declared here before they can be
setup in Divisions.

Statuz [F5) Ermployed
Type [F5] Gen Cleaning staff 1

Branch [F5] Branch

This is the Grade.

There are 5 Grades:

Cleaning Staff.

Supervisor.

Area Manager.

Division Manager

Other Managers/Office Staff/Directors.

A A

The number of Types is unlimited. Each Type MUST be assigned one of the above Grades. To set up
Types go to ‘Setups > 18. PAYE, NI & Staff Setups > Staff Type Codes’.
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Any CleanLink user with Rights to Staff, who log in with their Staff No. will see all Staff with a Grade
lower than themselves, i.e. if the user is Grade 5 they will see Grades 1-4.

To see Grade 5 Staff, the user must be assigned the Right: ‘141.Access Senior Staff’.

Ideally CleanLink users should login as there Staff No. If you have office staff logging in with a Logon
User Id. not their Staff No., unless they have the ‘141.Access Senior Staff’ Right, they will only see Staff
with Grade 1.

Preferably change their Logon User Id. to their Staff No. and give the necessary Type/Grade.

If you require a user to Logon with a different Users Id. to their Staff No., add a new Staff with the Users
ID name. You may need to change ‘Staff Numbering Convention’ from the default ‘1 = Numeric’ to ‘3 =
Free Entry’ from ‘Setups > 2. Setup & Defaults > Staff Numbering Convention’ the button is at the
bottom right of the screen. Add the new Staff, say ‘TOM’ with only a Surname and save.

Tile b arital I vI
Statusz
Sex Mlale b Staff Mo, m

Surname ISMITH

Farenarne IT ar

Free Entry
Staff No.

They don’t need to be paid under this name it’s just a Logon name, now give them a Type with the
required Grade, and a Leaving Date before the beginning of the current Tax Year so they are not
included in EQY returns.

Remember to change the ‘Staff Numbering Convention’ back. The user ID MUST be entered in
UPPER CASE.

Branch - Identifies where Staff belong. See Multiple Branches.

Nationality — For information only, but a required field when inputting via CleanLink Mobile

Ethnic Origin — For information only

(The codes for Nationality and Ethnic Options can be seen in Setups/ 18.PAYE, N/l and Staff Setups).

Tax tab:
You should have a basic understanding of payroll to operate pay; a good starting place is
http://www.hmrc.gov.uk/helpsheets/2006/e13.pdf

National Insurance No.
Table Class

Tax Prefix

Tax Code

Tax Suffix

W1M1

If you have received a P45 or P46 from the employee enter the details in the relevant fields on the ‘Tax’
and ‘Previous’ tabs. By pressing the ‘Save’ button you will be taken to the In Year P45/46 entry screen
which is described in full in the ‘In Year Filing’ crib sheet on page 66.
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By default all new employees inherit the Tax Code, Table Class, Tax Suffix and W1M1 as set up in

‘Setups > 2. Setups and Defaults > Defaults’ tab:

Staff defaults screen:

Setups | [Defauiis] |

Staff Defaults
Bank Mame

Bank Branch

Bank Sort Code

Tax Code

Tax Suffix

WM

Payroll Cycle
Payment method [F5]
Employed Status [F5]
Staff Type [F5]

Holidays I External Links I Formats
Hour R ates
- - | Rate 1 573
603 | Rate 2 0.00
ZI Rate 3 0.00
Yes Development R ate
IEI2 Weelkly
Bacs
EIEmployed

G |Gen Cleaning staff

Department Code [F5] [CLSTAFF

Lower Warning Amount 10| Higher Warning Amount
Part Time Pay/Period 500
Default Site Pay Type H

Staff Pictures Path c\cleanlinklimages\

Staff Pictures Extension

Staff Tax Screen

Clients | .S,la"T Stock T!nvoicingI Pay

Tﬂorkﬁheet[ﬂu_alily EtrIT Mobile IgontaclsI Query I Setups

Total Staff- 98 Active Staff - 76 [Update]

Fension | | smP/sPPsseP | wehicles | Attachments | Starter Info

Staft No. [Nams Bl Mame I T Barlk TPreviousHLoarI | nfarmatian I Holidays I Qualifications
=
00002 JACKSONEROWHN Jane Emp (Bigzsiten
00002 BLAIR TOMNY Emp Mat Inzurance Mo MNH-12-34-56-2 e
00020 PEARSOM John Emp
Table Class [F&
00022 PETERSHAM Gerald Emp 17 EI -
00024 MATHERSOM Susan Emp Taw Prefis -
00026 'WATSON Anne Emp e
00027 CROWHURST Laura Emp Tax Code 35P Qualifying Days [F5] - |1
00028 DIMENT Fiobert Emp TErEHiR L ¥ ‘whark Permit Expires
00030 BARTOM Diavid Emp N Curndlat Permit Extended ta 15/08/2010
00031 REMAMN Elizabeth Emp — el 0 ot Student Visa ]
00032 HALE vl Emp |E |l Payeol F5) 2 ekl wiorkers Req
00033 BROWM Gorden Emp Scheme Ref. l:l
00034 GROANTHAM  Jane Emp Last /i o CRE  Appioved v [123456789
00036 PRIDE Angel
e H:j;‘: : E:s Department Cods [F5]  |CLSTAFF CRE Date 01700 /200G
\—D—‘. - =
QU041 PATTERSON Ein = Agree > 48 Hours Might Time Worker [¥]
0043 COOFER ST DOE  [F5] for age 01/08/1930 TUPE Transfer [ [15/02/2007
00046 DI Jim Emp Papslip Required [E
00047 KINGSTON Fiozemary Emp Start Date 15401 /2007 rly Rates
00048 KINGSTON Rl Emp _ Pay Rate 1 5.80
00050 JOMES Julie Ee Leawing Date Pay Rate 2 0.00)
00051 WATSON denier Emp Pay Fiate 3 0.00
[ Show Al ]
i [ E xit l l Add l l Modify ] l Jobs l [ P45 Pay Hizstory | [&mendments| | Motes Log | [Security Badge Cancel
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Payroll — Staff are on a Pay Cycle No. i.e. Weekly/Monthly/Fortnightly/4 Weekly.

Last Wk / Mth No. — Defaults to the last completed Cycle for the pay cycle you have selected.

Department Code — Pay is analysed by departments, create the number of departments that your
accounts package requires.

SSP Qualifying Days — Statutory Sick Pay defaults to 1, Sun to Sat pattern NYYYYYN.

Work Permit Expires — Pay Anomalies report warns if expiring within 30 days and the Warnings screen
shows date of expiry.

Permit Extended to — You can input the extended to date in the Permit Extended To field. Pay
Anomalies report warns if expiring within 30 days.

Workers Reg. Scheme Ref. — From May 1 2004, most nationals of the new member states (except
Cyprus and Malta) who wish to work for more than one month for an employer in the UK need to register
under the Worker Registration Scheme.

CRB - Criminal Records Board check. Allows tracking, processing and approval of CRB checks and
input of a filed’ date.

Agree to over 48 Hours — Information only relating to Working Time regulations.

Night Time Worker — Information only for health and safety purposes.

TUPE Transfer — Used to show that employee is a TUPE transfer and has a continuous start date input
here.

Payslip Required — Tick to print payslip (only necessary if site details are not already set up to produce
one for all site employees).

Hours Rate 1/2/3 — Preferable to use Site Rates and leave these fields blank.

Pay rates can be entered in 4 different places. When the system looks for an hourly rate it first looks in
the ‘Individual Staff at Site rate’ if this is empty it looks in ‘Staff rates’ if empty it looks in the ‘Site rates’
and if this is empty it will use the ‘Company rate’.

If you have no pay rate policy we recommend using Site rates (2 below).

The hierarchy of rates:
1. Individual Staff at Site rates
2. Staff rates
3. Site rates
4. Company rate.

Bank tab:
Type of account — Some banks require this, rarely used.
User Code - Used on Printed BACS report, supplied by your BACS service provider

Previous/Loan tab:

Previous Gross and Tax - Enter from P45.

YTD Total Pay and Tax to Date — Normally never enter or change these figures as derived from
processed data.
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Loans — Used for automatic loan deductions up to a balance figure, such as season tickets. Shows
running totals for Outstanding Balance and Amount Repaid

P11 — Can be used to view P11 details at any time.

To Date Figures — Can be used to view P14 ytd figures up to last pay cycle update.

Information tab:

All Fields — Information only

Age Discrimination Letter Sent — Date letter sent. You can report on all staff without a date that are of
retiring age.

Staff changes that effect PAYE are recorded and can be seen in the ‘Main Menu > Pay > H. General
Reports > Programs Run Log’. Other changes can be seen using the Amendments button.

Qualifications — Used to record qualifications from your list recorded in ‘Setups>25.Qualifications’. A
link to Word/Excel documents can be added here on the ‘Documents’ Tab which can be access
restricted. Based on the type of Qualification, a warning can be set up which uses a duration set up in
Setups, to flag up a number of months prior to the warning being required.

Vehicles — Information only

Pension — Used to set up a variety of types of pension scheme from drop down box.

Starter Info Tab:
Superceded.

SSP, SMP, Holidays and Attachments will be covered more fully in subsequent
pages.
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Staff and Regular Pay

From the Main Menu:

Select ‘Client’ tab.

Select ‘Sites’

Select ‘Pay Regular’ from the Main Function Group.

Select the ‘Payroll’ cycle.

™ Staff for Site DR222/0001 Drake Bros Head Office

41

FixedHour/S ection On Site Haws | total I SSP/SMP
| Elrgployeeftontractor Supervisor Pay £ MoF | weekend| Overtime | Towels [ educt Estras | Ewpenses | Holidays
H e [ooozo IR 7EO00 44604 44694 0.00 0.00 0.00 000 0.00 0.00 D.DEI 2
H E 00046 JO 2167 12415 124.15 0.00 Q.00 0.00 .00 0.00 Q.00 0.0o0
HE [00as |5 2167 12610 12610 oooooon 0.00 0.oo 0.00 0oo0 000
B97.19 £97.19 0.00 0.on n.an 0.oo 0.on 0.an 0.00
Satbae [ | ady %
Total Staff Marthiy Tatal Feg Basic Extra SSPASMP For 1 Mth
) ay Pay Payments Deduct Holidays Tot Pay E97.19
Fixed Fate Pay 0.0a 0.00 0.0a n.oo 0.00 Budgst 1266.33
Houry Pay B97.19 E37.19 0.oo 000 0.00 E—
Section Pay .00 0.00 0.00 .00 0.00 Warance BES.14
Tatal P
Total B97.19 E97.19 0.00 0.00 0.00 TR 249068
Exit | ‘ Fay tems ‘ ‘ Armendrment Log | ‘ Add Delete ‘ ‘ Cancel H Wipe Staff

Add Staff to Table using F5 button in pay no. field and if hourly pay, enter hours using double click or F5
key in Y= LL@)jycolumn.
For Fixed Rate Pay enter amount in required column. Enter the date the employee started at this site in

the Start Date field.

‘EXIT’ or the ‘Escape’ key will save details.

CleanLink Support
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Staff Pictures

1. Set up Folder where images are stored.

Enter a path to the folder where the images are to be stored. Go to ‘Setups / 2. Setup and Defaults /
Defaults’ Tab and enter a path in 'Staff Pictures Path' and the type of picture in 'Staff Pictures Extension'
like JPG, BMP, TIF (JPG recommended).
You may find that your computer cannot handle certain picture types so experiment to find one that
works and save all pictures to that format.

2. Take photo.

Save as nnnnn.jpg

Staff images must be saved with the same number the employee has been assigned in the staff file with
a .jpg extension.

i.e. staff number 00001 requires the picture named 00001.jpg.

3. Click on Show pictures.
If you have just set up the path in 1 above, exit CleanLink and re-enter for the path to take effect.
Go into the staff record and click on ‘Show Pictures’ under the picture to reveal the image. It

is not necessary to be able to see them to print. A security badge can be printed by pressing the
Security Badge button at the bottom of the screen (nine layouts are pre-supplied).

Human Resource Management

Staff Absences are logged on the ‘Holiday Log’. See Payroll Holidays section for further details or
Holiday Updates Crib Sheet in the Crib Sheets folder on your network drive.

dat
Blﬂl Pension I 55F [SMP/SPR/saP ] Wehicles | Attachments | StarterInfo

::Stat “ MName Tan T Bank TF'rewousx'Loar Infarmation I {Holidays § | Qualifications
Ei
= Setup I LDQH'3||da..'r'$]
Emp I

7 Logged Holidays for00041  PATTERSON, Richard (==
Client/Site Abzence Type Fram Ta [apto Pay  |Ded/Pay Daps &bsent |Deduct  [Add to)Mates [FE]

[F&] to Change [Amount [F5] [(Paid) from Pay [Pay
DRZ22 0001 Bank holiday 10/04/03 10404403 12404403 E017 1.0 W V| 0.00Hours i
DRZ22 0001 Bank holiday 13/04/09 13/04/09 © 159/04/089 E017 1.0 i i
DRz 000 Holiday 14/04/09 14/04/09 © 19/04/09 B7.30 1.0 i | 10,00 Hours
DRZ222 0001 - Authorized Absence 15/04/03 150409  19/04/09 5316 1.0
DR222 0001 Unauthorized Abzence  16/04/03 16404409 19/04/09 5316 1.0
DRZ22 0001 Bank holiday 22/05/03 22/05/03 24005700 5316 1.0 W #| BH-Z22/05/03 =
DR222 0001 Bank holiday /5 Log type of  |* 5318 10 @ @ BH-2505M3
DRz 0001 Bank holiday absence. a0 5316 1.0 i i
DRZ222 0001 Holiday 03/08 1] 000 1.0 v Vv
IR 222 0001 Bank holiday 30/0840 3040840 05/0940 0.00 10 @ 7] EH - 30/0810

[:S il

| Exit || Add || Delste || Accruals Log || Cancel | These notes appear on the payslip (certain formats only)
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Record other events through Qualifications. Create your own list of events in ‘Setups >
25.Qualifications’ where you can also report for any event. Any Qualification in group 1 triggers a
warning on expiry date, any Qualification in group 2 triggers a warning due within 6 months.

Docurnents ]
Qualification [F5]| D escription Granted Expire= |N0te [FE wide]
DISCP2 Second "W arning Discipline 290410 28/04411 abuze -
ErRP2 Contract of Emplayrment 01401 /08 0409490 temp
FIRST1 B azic First Aid 23A0/08 14401
SWEEFR Sweeping Lewvel Floors 101140 10120 pazsed level 1
31 qualifications | B2 |
Ref. Dezcription -
JFIRSTH E aszic First Aid 1
DISCP2 Second W arning Dizciplined 1
DISCIF1 First "»farning Disciplined 1
F4E P4E Werified a
TEST14 test14 u]
TEST13 test13 a
TEST12 test12 u]
TEST11 test11 u]
TEST10 tezt10 u]
TESTA tesztd Ik u]

Select event.
Group 1 triggers a
Warning on Expiry
Date.

Staff on Site & Regular Pay

From the Main Menu:

Select ‘Staff’ tab.
Select ‘Employee’
Select ‘dobs’ from the bottom

L4 Regular Pay for Employee 00028  Miss DIMENT

Fired Hour Sectiond— On Site Tatal

Client Site [F5] |SUP9WI Pay £ W -F Weekend | Owvertime Towels Dieclun
peoot | 0004 @ 7 3o 19893 196.95 0.00 000 000 i
ABEOTTS I

ERO01 ooz H 7% 4200 131.30 131.30 0.00 0.00 0.00 [

LERWICK 2

P ARODY 0001 H [T 4333 21583 21583 0.00 0.00 0.00 (

PARMASAN

‘F5’ and select Site

Hourly Pay:
In the “&ffgy column ‘F5° and add Hours

Fixed Rate Pay:
Enter amounts

A permanent oddity can also be added here if required by ticking the Oddity box.
‘EXIT’ or the ‘Escape’ key will save details.

Tip: Play the tutorial video ‘Add Staff’ from the ‘Main Menu > Tutorials’ button at the bottom of
the screen.
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Payroll

You should have a basic understanding of Payroll to operate pay; a good starting place is:
http://www.hmrc.gov.uk/helpsheets/2006/e13.pdf

1. Payroll Calendar.

2. Hourly Pay.

3. Pay Rates.

4. Pay Headings

5. Matching Pay Budgets.

6. BACS Reject Pay.

7. Employee Leaving.

8. P32. & Small Employers Relief.
9. Student Loan Repayments.

10. Calculation Method.

1. Payroll Calendar
o 1wk 400 311207
M rw 10 06/01/08
song £ Wk 4 0701408
01 pen 100 13/00/08
song 2 vk 42 14/01./08
01 ren 10 20200 /08
o 4 Wk 43 Z1/01/08
01 reh 100 272001/08
oggg 5wk 44 28A00/08 ! 1 sbruiary Fequired Required
02 pak 171 0302/08 '
o 6wk 45 04/02/08
02 pk 11 10402408
o 7wk 46 11/02/08 Required
02k 11 17/02/08
cong 9wk 47 18/02/08
02 ren 11 240208

Completed

Completed

Required

Completed
Tax Mth10

Calculating

Required

R equired

The CleanLink Payroll Calendar has 4 different states:
Required, In Progress, and Completed

Required: When a cycle is Required nothing has been done and the cycle has not been opened.
When the Cycle is opened it becomes In Progress.

In Progress: all the alterations you have made in Regular Pay will be brought into the Open Cycle. NB:
Any alterations made in Regular Pay AFTER the cycle has been opened will NOT be reflected in ANY
OPEN cycle. All payroll amendments are made while the cycle is In Progress. When all amendments
have been made

The calculation of payroll has been performed. If static Staff Tax/SMP/SSP details
change after the calculation has been made, right click and go to STAFF, change the necessary details
on the TAX tab, and return to the Calculation and Recalculate. If you want to amend something else,
reset the calc, amend the figure and then re-calc. At this stage the BACS, payslips and most reports can
be run. A message of up to 150 characters can be added to all or individual payslips when printing.

Completed: This is the POINT OF NO RETURN. Once the cycle has been completed no alterations

can be made. The pay has been processed and posted to History. All the period end reports can be
run. All the ytd figures have been updated.
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2. Hourly Pay
‘Setups>11.Payroll Cycles>Pay Iltems’ button

Set up Hourly Pay ltems as required.

Check that column headings exist (Headings button) and tie up with the Pay Item column number.
Hourly pay must be setup so that the first 3 columns contain a single Hourly Pay ltem.

Set up the Company default hourly rates to the minimum wage rate: (Setups / 2. Setups and Defaults),
this is a fall back value if no other rate exists.

3. Pay Rates

Pay rates can be entered in 4 different places. When the system looks for an hourly rate it first looks in
the ‘Individual Staff at Site rate’ if this is empty it looks in ‘Staff rates’ if empty it looks in the ‘Site rates’
and if this is empty it will use the ‘Company rate’.

If you have no pay rate policy we recommend using Site rates (2 below).

The hierarchy of rates:

Individual Staff at Site rates
Staff rates

Site rates

Company rate.

robp~

Regular Hours are entered from either Site or Staff.
If a site has more than one type of pay e.g. Hourly and Fixed Rate, the pay budget should be split
accordingly. Go to (Sites / Budget %) and proportion pay by percentage - it must add up to 100%

4. Pay Items and Column Headings
‘Setups / 11.Pay Cycles / Pay ltems’
Set up as many Pay ltems as necessary, then tick the 'Allowed in Payroll Column'. There are eight pay

columns, the eighth column is reserved for holidays, SSP, SMP, SAP & SPP. These eight columns are
consolidated into 4 Site columns in regular pay and cycle pay.

L4 Maintain Payroll Items =13l x|
Fived Fiate
Employes Hourly
Confractor Section Paroll ltem _|Description (il appear on Payslip
Employee Fived Riate BHOL  Bank Holiday Al ;
) HR1 - Basic Pay
Employee Fived Fate e Tax Credit
Cost Type
Employes Fined Rate HOL Holiday Pay Cost Code [F5] [BASICRAY 1 Basic Pay
Emplayes Fixed Rate SAP Adoption Pay [V Taxatle
Employee Fized Flate SMP Matemity Fay [¥ Miable
Employse Fized Rate SPP Fatemity Pay ¥ Pagmert [Blank = Deduction)
Emplapee Fived Rate gg[% Sick Pay [# Pensionable
Employee Hourly BHOL Bank Holiday [V Active
Employee Hourly COM1 (Congestion Charge Dedust J T Fiea on Anomies Repor
Ermplopee Hourly Bt s [7 Use to calculate Holiday Pay
Employee Houly HOoL Holidsy Pay [T Mates within Pay required
Employse Holy HR1 Basic Pay ]
Employee Hourly PAR1  Parking Fine Flate 1 multiplying Factor ]
Emplayee Hourly TOW1 Towel Laundering
Allowed in Payroll Column Site Total Column
. 12345 678 123 4
Hourly pay - notice columns FREOCOCCD  FOCC
1,2 &3 are ticked. || ColmnHesdings | Columns Explained |

If the Pay Item is to be used to calculate holiday entitiement check the 'Use to calculate Holiday Pay’,
the HOL Pay Item itself should also be ticked.

If more than one item is nominated for the same column, instead of a direct entry field a dropdown

selection list appears.
Hourly pay must be set up so the first 3 columns contain a single Hourly Pay ltem.
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5. Matching Pay Budgets
When setting up Site Budgets you will notice the Cost Analysis Codes are sub-divided into 4 types.

Type 0 = General
Type 1 = Matching Pay Variance
Type 2 = Uncharged Stores.
Type 3 = Sub contractors on Worksheets

Any code entered as a type '1" will be used to calculate the Pay Variance in the Site Over/Under report.
Payments through the payroll, but not to be set against the pay budget, must be Type 0, 2 or 3,
whichever is applicable.

The different Cost Codes enables analysis into different types of expense.

6. BACS Reject Pay
Sometimes BACS rejects a payment and the employee needs to be paid the amount on the next pay run
without deducting any further tax and N.1I.

1. Setup a code for reject pay (8. Cost Analysis Codes)
2. Setup a Reject Pay Item (11.Pay Cycles), NOT Taxable or N.l.'able, as a net reimbursement.

7. Employee Leaving

Enter the leaving date in the employee ‘Staff > Tax’ Tab. If the employees' leaving date is during the
next pay cycle, their pay in the cycle will be for the whole period. Print the Anomalies Report from within
the cycle and amend the pay for all employees with a leaving date during the cycle.

If the leaving date is before the first date of the cycle and the cycle has not been opened, the employee
will not appear on the site when the cycle is opened.

When the Pay Cycle is ‘Posted to History’ the final routine rebuilds Regular Pay and will remove all
employees with leaving dates. Do not put leaving dates in for staff leaving after the end of the current
period, or that employee will also be removed from Regular Pay. Don’t put a leaving date in for an
employee if they are on other Sites.

Once the cycle in which the employee has left is completed, print a P45.

8. P32 & Small Employers Relief

P32 - The period analysis of Tax and National Insurance due to the revenue.

There is a flag on ‘Setups> Setups& Defaults > Small Employers Relief when set, this will automatically
calculate the SSP / SMP otherwise add any amounts to be reclaimed for SSP or SMP, print this report
and copy the information onto the P32. You may need to add several reports together if your payment
period is longer than your pay cycle.

9. Student Loan Repayments
Student loan repayments are set up in the ‘Staff > Attachments’ tab.
Select Type 99 and enter a start date.

10. Calculation Method

CleanLink uses the Exact Percentage Method to calculate NIC, when comparing calculations to other
systems, e.g. Sage who use the Table Method, there will be discrepancies. The Inland Revenue
accepts both methods.
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New Payroll Checklist

Payroll must be set up correctly. Below is a checklist for a new payroll:

Cycles correct and number of weeks in the tax year.
Tax Tables up to date.

Pay Items and Headings set up.
Staff Defaults correct.

Small Employer Relief flag set.
Holidays Defaults correct.

Bank Holidays set up.

Staff on correct Cycle.

Budget Method.

Pay Date entered.

Pay Sheet type.

BACS type, Path and Folder set up.
Pension Provider set up.

Tax District / Ref entered.

Payslips type.

Enter Attachments types.

Enter County Court/s.

Access Rights granted.

P45s

e Batch print - 'Pay tab > G. Pay Reports > C. P45 Printing' button.
e Individual - ‘Staff > P45’ button.

When making pay amendments in the Site Summary, if the 'Last Time' box is ticked a leaving date must
be entered. This ensures Holidays are calculated; additionally the 'Leave Company' box can be

ticked. At the end of 'Pay to History’ these employees will be removed from Regular pay for the Site or
ALL Sites if 'Leaving Company' is ticked.

Batch print P45s from the 'Pay tab > G. Pay Reports > C. P45 Printing' - P45s can be printed for all

within a date range, if the 'Mark Staff as Left' box is ticked, the employee will be made inactive, and the
P45 cannot be reprinted except through Staff with show 'All' and print individually.

You require the ‘P45 (Laser Sheet)-3 part. For use from 6 April 20?7’ stationery if you are
electronically submitting Part 1 or ‘P45 (Laser Sheet)-4 part. For use from 6 April 20?7’ if you
have less than 50 employee’s and send a paper copy to the HMRC. These are available free
from the HMRC Order Line.

http://www.hmrc.gov.uk/employers/emp-form.htm

Tel: 08457 646646.
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Payroll Year End Checklist

BEFORE OPENING ANY PAY CYCLES FOR THE NEW TAX YEAR go to ‘Before Starting New Tax

Year’

Before the Tax Year End you will receive an update CD, this is a mandatory update and must be
installed before the Year End Procedures are performed.

In each year different specific instructions will be included, but generally the following is required:

End of Tax Year Checklist (for electronic filing see page 63)

1.

Run the Staff Audit Report — Go to ‘Pay > F. Check Staff’. This report will list irregularities on
Staff and Company data — This needs to be corrected BEFORE P14/P60’s are produced. This
report can be run at any time throughout the year. It is advisable that this is done as early as
possible, ideally during February. DO NOT leave the corrections or errors to the year end.
Order P14/P60 stationery. Last years’ forms will not do.

Order “P14 (LaserSheet-Portrait) (2077-77?)” they come as 3 part sets. If you are doing
Electronic Filing you only need to order Laser P60’s. These only come in Portrait form.

Complete ALL Pay Cycle(s). FOR THE CURRENT TAX YEAR.
Create P14/P60 History File.

Print P14/P60’s (this can be left until later if necessary).

Print P35 Continuation Sheet.

Ensure you have read the section in the Inland Revenue Employers Help Pack relating to Year
End Procedures.
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BEFORE OPENING ANY PAY CYCLES FOR THE NEW TAX YEAR:

(No. 2 (below) must also be done for users starting Payroll.)

The disk you installed before performing the Year end Tasks included the Tax and N.I. tables for the
new tax year. Go to ‘Main Menu > Setups > 18. PAYE, NI & Staff Setups > PAYE & NI Parameters’
and check the tables are correct.

As each year is different, specific instructions will be included, but generally the following is required:

1.

Ensure you are using the correct version of CleanLink and the new Tax and NI tables are

present.

Update Tax Codes and Clear Down.

Go to the ‘PAY > E. YEAR END AND UPDATES> Update tax codes and clear down’.
Adjust the tax codes as specified by the Inland Revenue.
In the ‘Clear Downs’ box (the middle section of the screen) check all 4 boxes — this is VERY

important, it changes all:

e  Wk1/M1 to ‘No’.
e To Date figures to Zero
e Sets all last tax Wk/Mth to zero.

[ Giobal Update of Pay Codes

Adjust Codes

Increaze Suffiz Code L by
Increasze Suffix Code P by
Increaze Suffix Code v by

Clear downs

Clear Vear to D ate accumulators

Change ALL "/ 1k1 to MO

April 2010 - There are no changes.
Leawe Oin all boxes.

Fleaze remember to zet pour default tax
code to B47L

[Setups, Setups & Defaultz, Defaults)

For EOY check these
[
[

Zero Ll Previous & To Date Figures [T
Set all 'Lazt Tax wikMths' to Zera =

To clear selected groups only - [Leave blank for all Staff}

Only for Tax Code
Only for Tax Suffi=
Eranch [F5]

Change the Default Tax Code to ???L in ‘Setups > 2. Setups and Defaults > Defaults’. All new
Staff will have this code assigned, unless you enter something different.

CleanLink Support
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Electronic Filing

(Current for the 2008/2009 Tax Year)

Register with HMRC.

Enter Internet Parameters.

Finish ALL Pay Cycles

Check Staff.

Create P14 File.

Create XML Transmission file (P35).
Send.

Check response has been received.

ONo>GA~WND =

1. Register with HMRC.
You must register with the HMRC and be issued an Activation PIN, when activated you will have the

necessary User ID and Password. (Last year’s registration is still valid; you do not need to re-
register).

2. Enter Internet Parameters.
Go to ‘Setups / 18. PAYE, NI & Staff Setups / Internet Parameters’

In the example below the Tax District Ref is 943/2345612:

[ P14 Internet Parameters (I
User ID fdsfgfgdags
Password ssssssnss
Tax Office livingston

Tax District 943
Tax Reference 2345612

Agents ID [ |

Contact Il i Only these 5 fields

Company Mame require entries,

Address unless you are
acting as an agent

3. Finish ALL Pay Cycles
All Pay cycles must be completed and Posted to History.

4. Check Staff. (See page 60)

Run the Staff Audit Report — go to ‘Pay > F. Check Staff’. This report will list irregularities on Staff and
Company data — this needs to be corrected BEFORE the P14/P60 file is produced. This report can be
run at any time throughout the year, so you need not leave the correction of errors to the year-end.

5. Create P14 File.

Go to ‘Pay > E. Year End and Updates > A. Create P14/P60 History File’. This may have been done in
the Year-end routine. It's OK to do it again it will just overwrite the original — BUT if you have made
manual changes these will be lost (The P35 details in 6. below will remain).

If you have some staff i.e. Directors who have been paid outside of CleanLink you can manually add
them into the Transmission through ‘M. P14 Alteration’.
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Important — only one transmission to the Revenue is permitted so ensure any
information needed from your accountant has been manually entered onto the system.

6. Create XML Transmission file (Electronic P35).

You will need to enter some information on the transmission form, an electronic P35; this can be done at
anytime, as the form will hold entries as you collect the necessary information. When complete you can
send or go to 7 below and send.

Create XML Transmission file (Electronic P35) Screen:

[ Create EQY XML 22

This process creates the End of Year XL for forward transmission to the Inland Rewvenue.
Flease ensure all questions are answered accurately before proceeding

Tax Wear 2008 |/ 2009 Cessation date: l:l

Contact Title: Farename: Surnarne:
I Il |

[T] Free of Tax Payments

FlExpensas of Bensfits SSP & SMP Funding Recovered
SkP Compensation: Recoverad

O Out of UK Emplayees 5PF Compensation: Fecovered

[ClAre They Included? SAF Compensation: Recovered

[ Any Payments ta Third Parties | Incentive Payment

[T Are They Included? Fecv'd Tax Refunds: I}
Subcontractars Deds.

[ 8ervice/Partnership Rules
[[] Are They Included?

TaNIC e
FIP11d's due CIS Deductions

Transmizsion Details

[] Trarsmit on Completion ["] Use Desktop Checker

[ 0K ] [ Exit ]

Tick the Desktop Checker option above which will check for any errors before transmission.

|2 g5l Desktop Checker for PAVE- 2.8 s I % P | S (=] =1 | 8=
__FiIr: Tax Year Window Hr:_Ip_ i ) -e -

File Name: |C:\CLeanLink\Data\Data\HMR.CEOY. XML SelectFie || validate | -

Submission I XML Responsel Results | Help Select the Validate
Submission was processed using business rules for tax year 0809 |zE bUtton once YOU haVe
Validation took 350 milliseconds entered the file path
Submission contained 36 Pl4s Correctly to Where your

Submission has 10 errors.

HMRCEQY file sits

Business rule wiolated: EarningsiboveETRule. Code 7150
Value in error <2884.00>

m

Business rule wviolated: EarningshtLELRule. Code 7130
Value in error <3950.00>

Business rule wviolated: EarningsLELtoETRule. Code 7140
Value in error <63.00>

Business rule wiolated: EarningsfboveETRule. Code 7150
Value in error <270.00>

Business rule wiolated: EarningsAtLELRule. Code 7130
Value in error <30.00>

Business rule wiolated: EarningsLELtoETRule. Code 7140
Value in error <15.00>

\Validation completed in 350 ms. | Auto || Lo

7. Send.
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If you have not transmitted from 5 above or it is necessary to resend, go to ‘J. EOY Transmission’

8. Check response has been received.
Through ‘K. EQY History’ you can see a log of Transmissions. Check HMRCREPLY for errors.

Advanced Payroll Options

e Controlling pay budgets over more than the current period.
e Partial Calculation
Controlling pay budgets over more than the current period.

This control is useful if junior staff or staff at remote branches enter the pay amendments. It provides a
more stringent budget control. Payment is prevented to staff, if the amount takes the whole site pay for
this period and the number of previous periods over budget, e.g. the site budget is normally £100 per
period but on the last 2 periods you had only paid £90 per period, the operator would be allowed to pay
£120 on this period. If the total Site pay for the last two periods had been £110 per period, then only £80
could be paid this time.

To go over budget you would require the operator to enter a special password (a bit like a checkout
person in a supermarket having to call a supervisor to alter an amount).

Note -The check for Over Budget is only carried out if the amount is changed and is higher than the
original figure. No check is carried out if the amount is reduced but still over budget.

This feature could also be used to report over budget for multiple periods (In a Pay Cycle “10. Reports /
K. Multi Cycles Over Budget Report’).

Leave the Over Budget Password blank and you will not be bothered with the Over Budget screen each
time.

Go to ‘Setups / 2.Setups and Defaults / Over Pay Budget button’.
Enter the number of back pay periods, excluding the current period, you want the check over.
Enter the password to override the budget control.

Partial Calculation
This is useful if you have several thousand staff and just need to re calculate one or two. With less than
a thousand staff it is just as quick to use the reset button on ‘7. Calculate’ screen.

Calculating over more than one period for advance pay or spreading NI, is also done from the Partial

Calculation screen by entering the number of periods in the far right column e.g. where a starter has
back pay.
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[ select Staff

Locate Staff whoze pay needs editing and pressz the
‘Edit Staff Pay' button ar re-calculate by clearing the
calculated box.

===

Advancing the Pay Period by ' O periods’ but calculating
ower '2 periods’ would calculate for the prevaoius period as
well only use if emploges not paid in the previous period

Calculate

Staff Murnber Mame Calculated Sdwance Pay Faw Periods o

Feriod by Calculate M| Ower
jooss Fred BROWHN 7 z | -~
oo101 kA1 Grant FELLOM v 3

m

Edit Staff Fay
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Pay and Budgets

There are 3 Ways to balance Pay to a Budget:

1. Regular Pay as entered on a Site or through Staff working on a Site. CleanLink will calculate
number of days and which days of the week are used to arrive at an accurate budget for the Pay
Period (Cycle).

2. The Fixed Amount entered in Budgets.

3. Contracted Hours entered on the ‘Contracted Hours’ Site screen can be automatically added to
‘Budgets’ with a ‘CONTHOURS’ Cost Ref. By ticking the ‘Update Budgets’ box. The Monday
thru Sunday rates in ‘Contracted Hours’ will be used as the Pay Cycle budget figure. CleanLink
will calculate number of days and which days of the week are used to arrive at an accurate
budget. Any amount in MISC will be excluded.

If there are no Contracted hours entered for a Site or the ‘Update Budget’ is NOT ticked the
Fixed Amount will be used.

The Budget method is triggered from:

Setups >11.Pay Cycles >Budget Types.
R= Regular Pay

B= Budget Figure
C= Contracted Hours
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Pay Crib Sheet

1. Enter new employees and attach to Sites.

2. Add SMP, SSP and Attachments (this can also be done after opening the Cycle, but BEFORE
calculating).

w

. Open Pay Cycle (this creates a new set of Cycle files for this period from Regular Pay).

S

. Run report ’10. Reports > M. Holidays in Period’ and check if any staff with Holidays entered in
advance require adjusting (See Creating Forward dated Holidays).

5. Make amendments. The easiest way to give Holidays is from the Hours screen, press F5 on the
Rate 1 column, or from the Staff at Site screens ‘Holiday’ button.

(o2}

. Calculate. (You can calculate as many times as you like)

7. Browse Calculation — look for any coloured symbols at the end of each line, they are explained on
the screen. Look at these employees thoroughly and ensure you are happy with the
adjustments that have been made.

(o]

. If alterations need to be made go to ‘7. Calculate > Reset’ make the alterations and then Re
Calculate by '7. Calculate > Calculate'.

©

At this stage you can print reports send the BACS and print Payslips. Then wait until the staff
have received their pay, if any alterations need to be made go back to 7 above and reprint the
necessary payslips. (Other reports can be printed to give control figures, but if you recalculate
you MUST redo reports.)

10. If you need to calculate over more than one period, go to Partial Calculation and enter 2 (for two
periods) in the 'Pay periods to Calculate NI over' column, leave the 'Advance Pay Period by’
column blank.

11. From Reports, within the cycle run through the ‘Routine Functions’ 1-8.

12. Reprint any reports if you have recalculated.

13. When pay is completed, and before opening the next cycle, close the current Pay Cycle by ’9.
Post to History’ this is when all the temporary cycle files are written to the Staff files and
history. Do not close the payroll until Staff have received their pay, then, if any alterations arise,

you can still recalculate and correct the current period. After posting to history P45s will be
available.

Note
Sites will NOT be included in Pay if the Termination Date is before the period.

Sites made inactive after the pay is opened will not be paid; A ‘Gross Error’ will show on calculating and
on the Anomalies report. These staff should be deleted from the site in the Cycle.

Sites with Termination or Start Dates during the period WILL be included with FULL PAY but will have a
flag saying ‘Stops 01/01/06’ or " you must make any amendments.

Closed periods during the period WILL be included with FULL PAY but will have a flag saying *
’ you must make any amendments.
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Staff with leaving dates before the period, will not be included. Staff with leaving dates during the period
WILL be included and CleanLink will automatically calculate the days due paid to them, using their
regular hours and leaving date.

Leaving dates will be marked as ‘Leave Date’ in ‘8. Browse Calculation’ whether in the period or in the
future.

Any changes to Staff Tax Codes, W1M1, Last Week No., Previous and YTD Figures or new bank
details, will be used on the NEXT CALCULATION / RE-CALCULATION, even if the calculation is within
the current cycle. Ensure any changes made are required in the CURRENT Cycle or wait until the Cycle
is Completed. Changes to Regular Hourly Rates are not used until the next cycle is opened.
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Holiday Pay
Setups:

Iommoowp

The number of day’s holiday.
Accrue Holidays on ALL or Regular jobs only.

Print Holidays Accrued on Payslip’s (Full Page only).

Defaults- that new Staff inherits.
Days worked on Site.

Auto Bank Holidays.

Pay Items that will accrue Holidays.
How to calculate Payment.

Process:

PUOZErxer

Paying Holidays.

How Accruals are calculated.

Clearing Holidays (EOY clear down)
Adjusting Staff’'s Accrued Holiday amounts.
Accrued holidays ‘don’t look right’.

Floating or Irregular Staff.

Forward Dated Holidays

Retrospective Holiday Pay.

Taken Report.

57

Holidays must be as per your Terms of Employment, and be fair and consistent. A good place for
information is ACAS http://www.acas.org.uk and Search for Holidays.

Holidays in the cleaning business, with staff on different sites at different times, can be very complicated.
CleanLink tries to help you by recording days and amounts, site by site, and you can choose what
constitutes a holiday payment.

All Holidays are entered manually. No holidays are paid automatically, unless you opt to automate Bank
Holidays.

A. Setup the number of day’s holiday.
Take the standard 20+8 days holiday allowance: Decide whether the holiday days total includes
or excludes Bank Holidays. To answer the employees question ‘How many days holiday do |
have left?’, it is best to use ‘Exclude Bank Holidays’ and make the number of days holiday 20.

By setting up Staff with 20 Days Holiday and making the field ‘Inc Bank Hols in Days Taken’
='No’, the new field ‘Days Outstanding’ easily shows the number of days holiday still to be taken.
(Note — bank holidays are still added to the ‘Holiday Log’ tab and shown on reports when paid.)

Change the default in setups to reflect the above. ‘Setups >2.Setups and Defaults >Holidays’

tab. All new employees will inherit the defaults. See D. below

To include Bank Holidays see the following section ‘F. Auto or Manual Bank Holidays’.
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B. Setup to Accrue Holidays on ALL or REGULAR jobs only.

[ Maintain Payroll Details (23]

Wariable weeks per period

Days Offset

Mumber Columns Daily Rate

Use Daily Rate for Bank Hols. Fixed Rate Only
———— — Only Regular Jobs Accrue Holiday
Add Holidays to Payslips

Import Cycle Data

HDDHDQQD

Company Address on Payslips

only applies to plain paper payslips

From the ‘Main Menu > Setups > 11.Pay Cycles > Details’ button there is a tick box ‘Only
Regular Jobs Accrue Holiday'. If this is NOT ticked, ALL jobs will accrue holiday. Irregular or
roaming Staff can be individually overridden on their Staff record Holidays tab.

C. Setup to Print Holidays Accrued on Payslips (Full Page only).
From the ‘Main Menu > Setups > 11.Pay Cycles > Details’ there is a tick box to ‘Add Holidays to

Payslips’. If this is ticked, accrued, taken and outstanding holiday will appear on the payslip, site
by site.

D. Setup Defaults- that new Staff will inherit.
When a new employee is entered onto the system they will inherit the defaults set up for the
company. To set the company defaults ‘Main Menu > Setups > 2.Setups and Defaults > Holiday’
tab. Defaults for an individual employee can be changed: ‘Staff > Holidays’ tab.

The way Accruals are Setup for Individual Sites determines the figures used in ALL
calculations. This allows for instances when different sites work a different number of days a
week.
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T Log Holidays ]

Haliday Year Starts [Mth]

Acciuals

Dayps £ Del

Sites Accrued | Taken |Davs 045 Accrued | Paid elete

DRZ>2 000 23333 RO000  2EEEF 3573  R7a0| . .
Overmide

Higtary

m

“Work Bank Holidays Mo
Inc. Bank Hols in

7 MTWwWTFSS v
otk Days [ & V][IV Days Taken. Bw
Entitlernent in D ayz 28.00
Dayz Acciued Each Cocle ) ¥ -
2 933 Adjuztment D aps Q.00
Days Taken 5.00

2 Dutztanding 23.00
Accrualz Log | Takeg/ it Staff Defaultz

/
| Individual Site Settings |
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Holiday Adjustment - This field is used to adjust the amount of day’s holiday received without
changing the annual entitlement. The main use of this is for pro-rata holiday allocations in the first
year, i.e. if some is entitled to 20 days and joins half way through the holiday year then this field
would be set to minus 10. The field can also be used for additions (i.e. carry forwards on TUPE
transfers). Currently this data is manually set. The data is set to zero during the “Year End, Clear

Holidays’ routine.

E. Setup Days worked on Site.

From the ‘Main Menu> Staff> Holidays’ tab. See the area of the screen headed ‘Accruals’ this

shows all the Sites this employee has worked on. The details below relate to the site

surrounded by the thick black line. This is the most important part; as each Site is handled

individually, these are the figures that are used for each calculation.

If Bank Holidays are included in the annual entitlement, the day’s money will show on the pay
slip as 'Bank Holiday(s)". A full days holiday pay will be paid, even if the accruals to date are not
great enough. The Holiday Pay record will show negative figures until enough entitlement has
been reached to cover the amount paid. This allows you to pay the full weeks money when there
is a Bank Holiday in the week, and hopefully stop a lot of phone calls as to why the Bank Holiday

was paid at less than the daily rate.
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Below are 3 examples of different setups:

1.

16 Days Holiday.

In this example Bank Holidays are EXCLUDED in Taken Days.

T Log Holidays ]

Haoliday ear Starts (Mth]
Accruals
Days E
Sites Accrued | Taken |Days 0/5)] Accrued ] Paid
S 23333 50000 -2 BEEEY 2529 5730 .
ERIO01 000 Q0000 00000 0.0000 0.00 0.00
AMNGO0Z 0001 S 0.0000 0.0000 0.00 0.00

m

Each Site must be set

individuallv.
“whork, Bank Holidays
5 M Tw TFSS Inc. Bank Hols in
“whork Draps (W)W 1[5 Dravs Taken.
/ Entitlernent in D ays

Set the days this employee
works on each site. Default’s
to Site days. This changes
the ‘Entitlement in Days’ and
‘Days Accrued Each Cycle’.

Daps Accrued Each Cucle

1.3333 Adjustrnent D ays

Daps Taken
Daps Outztanding

Delete
Owerride
Hiztong

Mo

-

60

Mo

-

0.00

0.00

Inc. Bank Hols in Days
Taken = No.

Bank Holiday NOT
included in Taken Total.

| Taken Report |

[ Staff Defauls |

Accruals Log

2.

24 days holiday with Bank Holidays included (16+8)

In this example bank holidays will be INCLUDED in Taken Days.

Haoliday 'ear Starts [kth)

I Log Holidaps ]

Accruals
Drap= £
Sites Aocrued | Taken |Davs O/5) Accrued ] Paid
DRz22 0001 23333 bO000 -2 BEEY 35.29 57.30 .
ERI001 0007 0.0000 00000 0.0000 0.00 0.00
AkGO002 0007 0.0000  0.0000 0.0000 0.00 0.00
Work Bank Holidays =No.
“wiork Bank Holidayps
5 MTwTFSS Inc. Bank Haolz in
whork, D aps W[ V[V Days Taken.

Entitlernent in Days
Drays Sccrued Each Cucle

2.0000 Adjustment Days

Days Taken
D ays Dutstanding

Delete
Override
Hiztar

Mo
e -

—
0.oo
000

-

| T aken Repoit |

[ 5taff Defauls |

Acciuals Log
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‘Inc. Bank Hols in Days
Taken’ = Yes.

Bank Holiday is a
day’s holiday and days
outstanding are
reduced.




3. Employee works Bank Holidays.
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In this example ‘Auto Bank Holidays’ will NOT be processed because they work on Bank Holidays:

T Log Holidays ]

Haliday “'ear Starts [Mth]

Mate - This iz uzed for All sites,

Accruals
Days i |
Sites Aociued | Taken |Davs 005) Acced | Paid Elete
AMGODZ2 0001 100002 10000 90002 11468 1
BRIOOT 0001 G0 Override
DR222 000 118 The Site is cleaned on the Bank Holiday,
‘Work Bank Hols = Yes'. Hiztary
‘wiork, Bank Holidays -
5 MTwWTFSS N
whark, Days ||V V[V o
Entitlement in Daps 20.00
[Drays Accrued Each Cocle ) v -
1 BEET Adjustment Days Q.00
Days Taken 1.00
Days Outstanding 19

| Taken Report |

Accruals Log

[ Stalt Defaults |

F. Setup Auto Bank Holidays.

To pay Bank Holidays automatically:

e Flag Date in Diary as Bank Holiday

e |n Staff record ensure ‘Work Bank Holiday = NO’ for each site. As shown in E. examples

1 and 2 above.

Flag Bank Holiday days from ‘Main Menu > Setups >15. Diary Dates’.

Diary Diary | Diary | \W/E Date Tax Tax Bank Holidays

ear Week | Manth Week Manth JW 7 w T F 5 5§
2006 13 03 020406 Sun 52 27 CTrrrrrr &
2008 14 04 090405 Sun m m CECCCCELCELC
2006 15 04 1E/D4/06 Sun i} CrCrcFrCcrC
EEEE Friday 14h April and El i ; F F F ; F

Mondav 17" selected.

2008 TS LR e = ) 02 rCrccrcrcrc
2006 13 05 14/05/06 Sun '3 wm CCrCrCcrcrcr J
2NNAR on e MARMR S Sun n7 n2 rrrrrrrrmnr

Tick any day you want to be treated as a Bank Holiday. This will create an entry in every Staff's
Holiday Log for each Bank Holiday. The Bank Holiday will only be applied if the days worked on
site and the site settings call for it to be paid. See ‘E. Days Worked On Site’ above. By un-
ticking a Bank Holiday it will be removed from each Staff's log and New Staff added after ticking
a Bank Holiday will inherit ticked bank holidays. Both of these procedures must be done

BEFORE a Pay Cycle is opened.

CleanLink Support
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G. Pay Items that Accrue Holiday Pay.
You need to decide which Pay ltems accrue Holiday Pay. Regular Pay and Holiday Pay should
accrue holidays.
It is your decision if Overtime, Cover, Towels etc are included. Holidays are accrued by ticking
the box in ‘Main Menu > Setups > 11. Pay Cycles > Pay Items > Select ltem > Use to Calculate
Holiday Pay’

H. How to calculate Payment.
There are 3 ways to calculate the amount to pay:

1. Daily Rate (which you must maintain) normally for Fixed Rate Pay.
2. Last 12 weeks / 3 months average. ‘Staff > Average Pay’ button.
3. Accrued amount.

l. Paying Holidays
Before the cycle is opened:

Go to ‘Staff Holiday Tab > Log Holidays’ — Do an Add and double click on the Client box and
choose Site they are taking holiday/absence from. Double click on the ‘From’ date field and pick
the first day of absence, then do the same for the ‘To’ date. Make a note in the ‘Notes’ field if
required on the payslip. Bear in mind the settings of the tick boxes with reference to the type of
absence you are entering. They should already be set to their correct defaults in ‘Setups’.

= Legged Holidays for 00020 PEARSOM, John

Client/Site Abzence Type Fram To Last Day |Ded/Pay Daws dbsent [Deduct [Add to |Motes [FB]

of Pap  |Amount [F5] |[Paid] fram Pay |Pay
DR2z22 0001 Bank holiday 03/05/10 030810 3105490 11.46 1.0 v Y 200Hows
DR2z22 0001 Holiday /050 044060 2340640 57.30 5.0 v Y 10,00 Howrs
ANGOO2 0001 Holiday 05/07/10 05/0710 3107400 11.46 1.0 v V| 200Houws In Lieu
ANGOO2 0001 Holiday 12/0710 1240770 3107490 0.00 1.0 v ¥
BRIOOT 0001 Holiday 07/07/10 070770 3107400 11.46 1.0 v V| 200Houws
DR222 0001 Authorised &bsence 2040710 204070 3107400 11.46 1.0 v V| 200Houws 3
ANGOO2 0001 Holiday 26/07/10 2B/0710 230840 11.46 1.0 v V| 2.00Houws E
ANGOO2 0001 Holiday 13/08/10 17/0840 30/09.400 0.00 5.0 v F
ANGOO2 0001 Bank holiday 28/12/10 2841210 310101 0.00 1.0 v F
BRIOO1 0001 Bank holiday 28/12/10 2841210 310101 0.00 1.0 v Fl
DR222 0001 Bank holiday 28/12/10 2841210 310101 0.00 1.0 v Fl
BRIOO 0001 Holiday 06/09/10 10/09/10 EMLEEEATY 0.00 5.0 7 7

| E xit || Add || Delete ||AccruaIsLog|| Cancel | .
Deduct from

Pay’ Ticked.
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REMEMBER: By default — the box ‘Remove Cycle Hours’ is ticked — this means regular pay is
removed for Holiday days. If you want to pay Holiday Pay in addition to Regular Pay un-tick the
box AND enter an amount and number of days. This is could be used when you owe back
Holiday pay.

Salaried Staff on Fixed Rate pay.

Salaried staff on Fixed Rate will be paid their normal pay unless an amount is entered in the
holiday pay box. Entering an amount in the Holiday Pay box will result in that amount being paid
in addition to the normal pay unless the Deduct from Cycle Pay box is ticked. The holiday
payments appear on payslips.

When the cycle is open:

THE BEST METHOD OF ENTRY:

Go into the Pay Cycle and by using either ‘1.Site Summary’ or ‘2. Pay by Staff’, select the
employee and go to the hours screen, press F5 in the Rate 1 column on the first day of the
holiday (even if there is no Rate 1 pay for that day). A holiday screen will appear — complete all
boxes as required. This will create an entry in the Holidays Log with date(s). If the days are not
consecutive or you do not want to log weekend dates make several single entries.

If an employee is working on multiple sites it is probably easier to go to ‘2. Pay By Staff’ Select
the employee and press the ‘Holiday’ button on the bottom Right of the screen.

If you leave the side panel blank, normal pay will be removed and put in as Holiday pay. The
normal days worked will be logged as Holiday Days. If you want to pay a specific
amount for each site. Enter the amount and the No. of days in the side panel for each site.

REMEMBER: By default — the box ‘Remove Cycle Hours’ is ticked — this means regular pay is
removed for Holiday days. Note: If any amount is entered in the Side Panel it will override the
amount calculated through Holiday Pay.

s

F5 on the FIRST Hours
column (always use the
lefthand column even if no
hrs in it) to create a
Holiday.

Tue 25/02/2008 200 | | | =7 Holidays 00002 £2
[ zm | | | ABBOTTS MILL
| 2m | | || Accrued 123334 Entitlement 20,0000
’ Taken _ 00000 Adjustrments __0.0000
Fri 28/03/2008 | 200 | | | 005 secued 133334 0/5 Enlitlement 20,0000
Sat 23/03/2008 | | | | Total Days Aweay Inc[b'end:
Sun 30/03/2008 | | | | No. Days Holiday
Mon3t/03/2008 | 200 | | |

Additional Holiday Pay | | \p.0D

Bank Holiday

| Paid Holiday

Enter O to exit without creating 4

-

Enter the no. of days away
(including weekends).
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To change the days or money, just modify the figures.

To delete a Holiday use the ‘Delete’ button. This will remove the holiday from all sites. To
remove a holiday from an individual site — click on the Site on the Sites Side panel — select the
Site and remove the 'Paid Days Away' and 'Holiday Pay'.

Then click on the ‘Remove Site’ button (you can only remove a single site by zeroing the days
and holiday Pay). If the Holiday is already in the cycle it will be removed.

We allow accrued holiday minus taken holiday to be negative. This is necessary, because, if you
pay Bank Holidays at the full day rate and the employee hasn't accrued enough money to cover,
the amount owed will be negative until enough money has been accrued.

To see the accrual position at any time press the ‘Accruals Log’ button on the Holiday tab. This
will list all Sites and include any open cycle.

You cannot enter Holiday directly in Column 8.

Leavers Holiday

CleanLink will calculate holiday pay due to staff that are leaving. Clicking on the tab ‘Leavers Holidays' in
the Pay Sites for Employee screen will show how much holiday has accrued, how much has been taken
and how much pay is due for any excess. The ‘Pay Holidays’ tab will add the cash amount to the leavers

pay.
[=1 Pay Sites for Employee 00050 Ms Julie JONES =]
T
Lazt Tirme S5P/SMP
Site On Site Supe[viso[l | Total Pap £ M -F Weekend | Owertime | Towels Deduct Eutraz  [Expenses | Holidaps
TURD0 0001 1o Lo | [V] 2740 275.50 0.on .00 0.0 .00 0.on 000 o.oo) -
WELLY 0005 pooiegoe || 0] 24360 24360 0.00 0.00 .00 0.00 0.00 0.00 .00 ;
) L
3 Accruals Ldf for 00050 Ms Julie JONES (=)
Client " Site 7 on Clent for Breakdown |4 oo Daps | b Days [Taken Days| 078 Accruedi‘ bfE  |Takent ‘ TESE R
UX001 D001 TUR LIGHTING 92169 00000 30000 G216Y 22814 0.00 3480 1933 z013) -
WELLY  000SPOOLE SHOP 0000 00000 127500 208139 0.00 380 17339 9.94
elow e Cunrent Cycle 0.00
0.00
/ _ ‘ . 0.00
Tick the ‘Last time
box and enter a
leaving date at the
bottom right of the
screen. Then click -
‘ Totals 436,34 0.00 B9E0  36E.74
on .Leayers 58 [ Frirt J I Pay Hals
Holiday’ button and
press the ‘Pay > [15/08/10
Cols’ button. o
I Exit ‘ l Add ] l Delete [ Cancel ‘ Begular Pay | | Payroll lterns [F5] | | Amend Stat Pay Holidays Leavers Haols

For each site being left, tick the ‘Last Time’ box, enter the leaving date in the ‘Last date at this Site’ box,
then press the ‘Leavers Hols’ button. This will pay out the balance of the holiday due as shown in the
O/S £ column for each site ticked. If the employee is completely leaving the company ensure you tick the
‘Mark as left Company’ box.
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J. How Accruals are calculated.

Calculation of Days is relevant to all three methods of payment, but the money amount is only
relevant to ‘3.Accrued amount’. See ‘C. Decide on method of payment.’

As an example - take an employee with a 5 day a week job, entitled to 20 days holiday a year
which includes Bank Holidays. Paid every two weeks

An employee earns £200 in a 2 week cycle.  Therefore daily rate is £200 divided by 10 (days
worked) = £20. Multiply £20 by .7692 (days accrued per cycle) = £15.38 amount accrued per
cycle.

All Holiday Pay should be accrued over 52 weeks, so the ‘HOL and ‘BHOL’ Pay Item code
should also be ticked for 'Use to calculate Holiday Pay'.

Monthly Paid Employees - An average of 4.33 weeks worked each month. So if the site is
worked 5 days a week they will accrue 1.6667 days per cycle.

An employee earning £100 a week on a monthly cycle earns on average £433.33 per month.
The amount of holiday pay accrued is:
100 divided by 5 x 1.6667 = £33.33 per cycle.

K. Clearing Holidays (EOY clear down)
This must only be used to completely restart the Holiday Year, for all employees.
From the ‘Main Menu > Pay > E. Year End and Updates > 5. Clear Holidays’ can be used to
clear b/fwd or to COMPLETELY CLEAR ALL holiday accruals (to start again). CleanLink
automatically does a 'Holiday Year End' at the end of each Staff's holiday year.
The setups, Days per year, Work Bank Holidays etc. are held, but all accruals are cleared.

L. Adjusting Staff’'s Accrued Holiday amounts.
From the ‘Main Menu > Staff > Holidays > Setup’ tab and on the bottom table ‘Accrual for
Individual Sites’ on EACH Site that requires adjusting press the ‘Override’ button and adjust as
necessary.

M. Accrued holidays ‘don’t look right’.
Check the individual accruals from ‘Main Menu > Staff > Holidays’ tab go to the table of Sites at
the bottom. On each Site, press ‘Ctrl + L’ for a cycle-by-cycle breakdown log.
If necessary you can change the accrued/taken amounts by pressing the ‘Override’ button.

N. Floating or Irregular Staff.

If Staff work on numerous Sites for just an hour or two it is going to be unwieldy to use individual
Site Holiday Pay. You will have to do it manually. We suggest you set up an additional Site
‘Holidays’ as this keeps all holidays in one place, then through the Staff Holiday Log, pay the
days and amount required against this Site. Here you can monitor amounts and days paid. Use
the Employee Default to store the number of days due etc. as there will not be a Regular Site.

O. Forward Dated Holidays
From the ‘Main Menu > Staff > Holidays > Log Holidays’
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Enter the dates for the holiday, unless you want to pay ADDITIONAL amounts, leave the Site
side panel EMPTY, don’t even click on it. If you have mistakenly added Sites to the Side Panel
delete them. At this stage we can’t be sure that this staff member will still be working on the
Site(s), when the Pay Cycle is opened. Every Site they are currently working on will have their
normal pay removed, and paid as Holiday pay.

It is good practice after opening the Pay Cycle to run the report '10. Reports > M. Holidays In
period’ and check holidays entries.

P. Retrospective Holiday Pay

From the ‘Main Menu > Staff > Holidays > Log Holidays’

Clients ] r Stock I Invoicing ] Pay Iﬂolkﬁheet I RQuality Ctrl ] Query I Setups
Total Staff- 85 [ Perwion | 55P  [SMP/SPP/SAP]  Veicks | Attachments | TanCredts |
SiafiNo. [Sumame status - - ——

Mame I Tax Bank IF‘rewous/LoanI Infarmation I i Holidays ¢ [Quahflcatlons]
ooot HEREERT e 2l il 7
00002 JACKSON
k B 31 0oged Holidays for 00031 REMAN, Elizabeth x|
00003 BLAIR: Emj Huliday Log | Sites
oocza PEARSON Emg | Type of &bsence From To Hol | Last Day Faid
Paid af Pay Days
00021 PEARSON Emg. Client Site [ Away [Holiday Pay|Hous
onozz PETERSHAM Emg [Hefiday 01106 0141108 U406 | | PWELLY 001 1.0000  30.50 [ =
onoz3 DIMENT Emp
00024 MATHERSON /
onos BAAND
|

1. Enter Date Ignoring

Messages about a 2. Press F5 on ‘Last :

closed period. day of Pay Cycle’. 4. Enter Holiday
Days &Pay.

oles to app
00032 HALE Emp ‘
00033 BROWN Emg Remave Site
Load Sites
All I Mame order | Statu: |
E:it | Add | Madif
Exit | Add | Delete Acerl  |Log | Cancel

Vel - E3 Pension | 55P | oMPeSPPrSaP| Wehicles | Atachments | TaCiedts |
StlfNo,_[Suname [pr] Name | Tar | Bak |Previoustloan] Infomaion | {Holdaps, | Gualficstions |
oo HERBERT emp A= e
oo JACKSON - [4 Calendar Pick List x| =
00003 BLAR Emp . Diary Tax | peipg | Steff Monthb = |

eal | period Period| Fiom / To LD
o020 FEARSON Emp T e
| I A
o022 FETERSHAM Emp 20590 M DB 201105 B|
no0z3 DIMENT Emp E A A Show Sites
00024 MATHERSON Emp o005 8k 3 2D
o0zs MANN Emp e | 3wl & a6

12 Ml 09 1141208
00028 WATSON Emp oops | 50 Wk 37 1212/05
0027 CROWHLURST Emp é12 w: gg lgﬂgjgg
.,
00028 DIMENT Emp 05 92w D9 2E205
i 52wk 31 26205
[ STAINER 2005 13 Mk 03 01401708 3. Select the
01wk 40 D2A01/06 .

o030 BERTON Eme 2006 g b A5 DEEeE Current perlod
oozt REMaN Emp 02wk 41 D316 a

06 @ owin 0 16/01/06
0032 HALE Eme 03wk 42 16ATIVO6 =
e —— | = U1 M 10 22401706

Cancel
Al Mame order St | Ad|
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Q. Taken Report

In addition to showing holidays taken since a date this report also lists all future holidays entered
into the system. If Bank Holidays are not included in the days taken, select ‘All Absences’. For a
list of all staff holidays booked in the future go to Pay/Pay Reports/K. Staff Holiday Report.

R. Bradford Factor Report

Bradford Factor — A new report has been added to the Pay Reports menu. This report scans all
staff calculating the Bradford Factor based on the last 12 months absence. The sick absence is taken
from the SSP history; other absences are taken from the holiday/absence log. The absences to be
included are set up via the Setups, 18. PAYE, NI & Staff Setups, Absence Types.

In Year Electronic Filing

The electronic filing of P45/P46’s is compulsory for companies with more than 50 staff from April 2009.

The P45/P46 in year filing is in two stages. Stage one is the collection of data and stage 2 is the
transmission of this data to HMRC.

Data Collection

Leavers P45’s — As it is still necessary to print a P45 to give to the staff leaving, CleanLink updates the in
year movements file at the time of printing the P45 and no further action is required.

Starters P45/P46’s — These are entered in two ways, either when adding staff via the staff tab or if
CleanLink Mobiles are in use, via the new staff feature on the mobile.

Adding new staff via the staff tab - When entering staff at the time the save button is pressed the
P45/P45 data entry program is invoked. | would recommend that after entering the first screen of data (or
as a minimum after entering the Surname and Forename) the save button is pressed and the P45/P46
data entered.

Data entered in the staff record is carried forward to the P45 /P46 entry and any data entered via this
screen is transferred back to the staff record. By entering the details via the P45/P46 screen the starting
Tax Code is automatically set.

The first field to be entered is either P45 or P46, once this has been entered then any address data not
already entered can be added, followed by the NI Number, which is validated for a correct prefix and suffix.
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[ P46/P45-3 Information =
Staff Mumber | Surname Fiddress T Tax Detajls ]
0o0gs TOOK -
00089 PARCHMENT
00090 KING Pag
00ogt EROWWN |E|ARRY
J Date of Birth 15/06,/1964
Enter P45 i
ress
or P46
NI Murmber MNH-65-43-21-4
This information is I-
. . essed =
maintained by the system
and should only be FTHCESS HET L g
amended if instructed by Pracess Date
CleanLink Support.

Following these entries the tax tab is selected. The appropriate fields for either the P45 or P46 are
displayed and entered as shown below.

[ Pa6/P45-3 Information =l
Staff Mumber | Surname Address T o Dl et
00088 TOOK |~
00089 PARCHWMENT e [P
e | o ]
§ [_og] L]
Enter A, B Iw | |
Fram P46
or C e Declaration (4.8 or C)
Student Loan
Mew Start Info
start Date Enter Start Date,
Mo Pay before April Tax COde WI”
Tax Code lsed -543 L -Yes
L] appear based on
n: declaration letter.
B ] [ Maodify Add Delete
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[ P46/P45-3 Information =]

Staff Mumber | Sumame Address I TaxDetails ]
00041 BROWMN I o

From P45

Frevious PAYE Distict
Frevious PAYE Reference

Leawving Date StudentLoan
Tax Code on Leaving l:l l:l

Wkfhith Number weekly/honthly| |
Prev Gross 6750.00) Prew Tax 14856.00

Frorn P46
- 1
Information entered Mo |

from received P45 T

m

Start Date [13/10/2008

[[1No Pay befare April

Tax Code Used l:l l:l
P11 TaxAmountif diferent|  0.00]

Exit ] [ Modify ] [ Add ] [ Delete ] [Exclude F'rm:essed]

If after having added any information you need to review or change it, the data can be accessed via ‘Pay >
C. In Year Movements menu >B. P46 Maintenance’

Entry via CleanLink Mobile

CleanLink Mobile has the option to add new staff. Part of this option is to enter the P45/P46 data. Once
this has been received from the mobile and the data checked, the new staff member is transferred into the
received data area and can be accepted into the staff file. At this stage the P45/P46 data is added to the
movements file. Photos of immigration documents may also be sent from the mobile device to base
CleanLink.

Data Processing

Before transmitting any data to HMRC it may be necessary to ‘mark’ any paper p45/P46’s you have
already sent. To do this, use the P45 and P46 maintenance programs. Select the records that have
already been sent and tick the processed box.

The processing of the P45/P46 data is accessible via the ‘Pay >C. In Year Movements >B. P46
Maintenance’
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Clients I Staff T Stock I!nvoicingT TEmkSheelTﬂuglity CIIII Mobile Tgonlactsr Query T Setups ]

In year Movements

’ A, P45/P46 Check ] Check P45/P46 Data

’ B P46 Maintenance ] Maintain P46/P45 Part 3's

’ C. P45 Maintenance l Maintain P45's

’ D. XML Creation l XML Creation

’ T ———— l XML Transmission

’ E. XML History l Transmission History

’ G XML Status Check ] Transmission Status Check

’ H  P45/P46 Report Reports on either documents not sent to HVIRC,

or documents sent for a selected date range.

E it

Menu explanations:

A. P45/P46 Check
This entry on the menu checks the validity of the data. Any errors reported will need to be corrected using
‘B. P46 maintenance’ or ‘C. P45 maintenance’ prior to transmission.

B. P46 Maintenance & C. P45 Maintenance
These options are used to view/amend data waiting to be transmitted and should be used with
care.

D. XML Creation

The XML creation/transmission process is similar to the EOY transmission. That is it validates the data,
creates the XML and transmits it to HMRC. The data validation is as in A. above. The XML creation will
ask for the contact details then give the option to transmit. If this is selected, then option ‘E. XML
Transmission’ is invoked.

E. XML Transmission
If this is invoked from D. above the only options are OK, which proceeds with the transmission, or Exit. If
OK is selected the file is transferred electronically via the internet to HMRC.

F. F. XML History
This entry is used to look at the status of past transmissions should there be any queries with a
transmission. Simply click on display file to check your Output file or the HMRC Response file.

G. XML Status Check

This process passes a data request to the HMRC via the Internet. It then processes any incomplete
transactions
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[=] ¥ML History Enquiry ==
SeqgMo. Type Date Timne Uzer Tranzsmizzion
Successiul
| 15 Response |28/04/09 14:26:25 rmark Mo | -
15 |[Dutput 28,0409 14:26:25 rmark Mo
14 Response [02/04/09 11:54:11 rmark o
14 |Qutput 0z/04/09 11:54:11 mark, Mo
13 [Response [02/04/09 11:53:19 rmark o 3
13 |DOutput 020409 11:53:19 rark Mo
11 |Response [17/03/09 15:02:48 rmark Mo
11 |Qutput 17,0309 15:02:48 rmark o
g [Response [11/02/09 11:54:28 mark, Mo -
[ E it | | Displav File [ | [

G. XML Status Check

This entry is used to tidy up any incomplete transmission to the HMRC. These may occur if a machine fails

to complete the process.

Attachments

Attachment types are set up in Setups>18.Attachments and Student Loans. Click on Modify then Add,
enter a Type of Fixed or Variable (for percentages), then the description. If it is a variable deduction, click
on the rates button and enter the rates as provided by the Court. There is an example below, where the
first band is 0-300 gives a 0% deduction of net earnings; 301 - 550 gives a 3.00% deduction and so on.

E Attachrment Rates

3

Pay Period |Banu:| |Net Earnings Limit  {Deduction Rate %
M 1 300.00 000% |-
M 2 B50.00 300%
b 3 740.00 5.00%
i 4 300.00 .00%
i 9 1420.00 12.00%
M G 2020.00 17.00%
M 7 39399.99 B0, 00%
W 1 75.00 noox  |E
W 2 135.00 300%
W 3 185.00 5.00%
hd 4 225.00 .00%
o 9 355.00 12.00%
o G 505.00 17.00%
W 7 39399.99 B0, 00%
Edt || Modfy || Add || Delete
CleanLink Support Support@cleanlink.co.uk
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QC is typically used to schedule Site or Client contact and produce Instructions. Each instruction has
the facility to log a Response. Contacts can also be logged for ad hoc Sites.

The log produces a history of contacts with each site, or perhaps more importantly the lack of contact.
The report ‘Report Visits’ can report Sites contacted or NOT, within a date range.

Site QC Tab
T Emergency IDDcuments T R, ]
Visits/Communications
Date | Who Marked | b ark, |Type| Motes [FE Wide)
010101 MHAIMES oo 3 | «
02401407 Mr Smith 117 0 rlonthly Audit
19/01/07 oo 2 Plet Staff on Site
050207 Mr Smith 183 0 rlonthly Audit
240707 MORMAM B3E 3 Diwerall Ok,
12412/07  Morman 000 0 Audit
07A1/08  Fred 00 0 Audit E
04/08/08  Jeff ooo o1 iFsdklgjFdls
04/02,/08  Jeff nooo1 meet client
|Di$|:ula_l.J Marks”DispIa_l,l Nu:utes” Frint 5heet ” Email Sheet | GPS Loc. | bd odify || Delete |
- = Inchude in QC [ L*
|Hegular"-"|3|ts ” Select Areas ” Enter b arkz || Complaints | ] — ;
Marking System  Traffic Lights -
| I arks Shest ” I arks Higtory ” Report Wisits | Trigger % a0

b air Functions

The Table shows a history of Visits or Communications relating to the Site. These entries can have been
made either through ‘Enter Marks’ (which is the ad hoc way of entry) or Responses, which is from QC

Cycle response button.

‘Include in QC’ - Include this Site in the Batch marking.

‘Marking’ - Declares this Sites marking system —Traffic Lights, 1-5 or 1-10. (Mobile does not have 1-10)

‘Trigger %’ — Percentage figure of a Site Audit that triggers a Warning.

CleanLink Support
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‘Regular Cycle Visits’ - Set up scheduled instructions in Cycles and print QC Instruction Sheets.
Typical use could be to visit Client every month or inspect Site every week.

E Maintain Regular QC Sheets for Site ABB001,/0001 ABBOTTS MILL

GC Task

Meet Client

Sevice Review

Audit -

2

AC Cyele [FE) Marnthly
Include Every
Wk Year
Mest Due [F5] 01/01/01
Last
Send to Mobile v
Mobile El
Audit Type l:l
Inztructions
tdonthly Audit

Tick box if you want this
sent to the Managers
Mobile and enter the
mobile beneath.

| Esit | | fdd | | Delste

Cancel |

‘Select Areas’ button - Select the Areas to use for this Site (Only for Full Marking). The Master list of
Areas are setup from the ‘Main Menu > Quality Ctrl’.

‘Enter Marks’ button — Record a visit or contact with the Site, this is added to the Visit/Contacts table.
Entries can be made in batches from the Main Menu Quality Ctrl tab.

‘Print New Marks Sheet’ button — Print a form to visit the Site and record marks. All the Sites for a
Manager can be printed from the Main Menu Quality Ctrl tab.

‘Print Marks History’ button — Print history of Visits / Contacts. As above, but with no column for

entering marks or signature lines.

‘Report Visits’ button — Comprehensive report with options to add Complaints and Manager totals.
Same report can be called from the Main Quality Ctrl tab.

CleanLink Support
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Main Menu Quality Ctrl tab
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Clients |  Staff

I Invoicing I Pay

Cycles

Reports

OC Cycles
Responze

Open Cycles.

Record Responzes.

Pritt Site areas and form for
ficpodblarks entering barks or Past Marks.
- Print notes and average
Rapotaeils seore for Sitefs).
: : Pritit wigits that are
RepollipgeLDeiais underfover the tigger
w p Contact, Addrezs, and
Report Wigit Detailz Telbame i S
Detailed Report Pritat it wisit/Site B eview
rezul.

Exit

Setups

Setup Templates
Setup Wisit Typez

Select Marking Systems

Exit

LContacts I Query

I Setupsz ]

Setup list of templates for
Creating Site Audits.

Setup the wisit type
dezcriptions.

Select which Marking System iz
to be used at each Site.

‘QC Cycles’ button — Opens the QC calendar to run predetermined instructions i.e. Visit Site, Contact

Client. See QC Cycle Setup below.

‘Response’ button — Log Responses from Cycle Instructions. Responses are added to the Site

"

Visits/Communications table.

[ visited Sites 2
Site Location |E_l,lc:|e [Date |Freq. |T_l,lpe ‘E!C Mo, |Elosed | Responze -
ABBOOT 0001 ABBOTTS MILL SITE 01/04/08 1 th 0 Blank MOO000052 Respanse] | «
ABBODT 0001 ABBOTTS MILL SITE 01/04/08 1 Mth 3 visic Sire MO0000053 Flesnonse
ABBOOT 0001 ABBOTTS MILL SITE 01205408 1 Mth 0 Blank MOODODDED Resoonse
ABBOOT 0001 ABBOTTS MILL SITE 01/05/08 1 Mth 3 MO0D000EZ Fesnonse
ABBOOT 0001 ABBOTTS MILL SITE OA05/08 1 Mtk 3 visit Site MOO0O00E3 Resoonze
ABBODT 0001 ABBOTTS MILL SITE 0106408 1 Mth 0 Blank MOO000070 Resoonse
ABBOOT 0001 ABBOTTS MILL SITE O1/06/08 2 'k 1 Mest Client MO0000071 Fesnonse
ABBOOT 0001 ABBOTTS MILL SITE 0106408 1 Mth 3 MO0000072 Fesnonse
ABBOOT 0001 ABBOTTS MILL SITE OAG/08 1 Mth 3 visit Site MO0000073 Fesoonse
ABBODT 0001 ABBOTTS MILL SITE 0107408 1 Mth 0 Blank MOO000096 Response | | =

€J\.nnnn< Lalalatl ARPOTTS LA e Eala B alaltalel LR I IR U [N o Ta T e tatu ) L=y 1 -
‘Report Marks’ button — Prints a form to visit the Site and record marks.
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‘Report Visits’ button — Prints forms for marking or history of marks for a Manager. Same report is on
the Site QC tab.

‘Report Trigger Details’ button — Prints details over / under Audit trigger % level set up on each Site.

‘Report Visit Details’ button — Prints Site Name, Address and Contact details by Manager.

‘Setup Templates’ button — These provide ‘lists’ of items that can be copied into site audits. A template
should be set up to cover a discrete unit of an audit. It is possible to copy as many templates as you like

into an audit.
(o PR P S I PP [ T .
il Quality Control Templates x|
Code ITempIate Description ltern  |Description
00100 Entrance |« 1 Braszz Plate -
00200 Offices 2 Stairg
Q0300 Tailets 3 Reception Area
01000 Schools 4 waste bing

‘Setup Visit types’ button — Setup the 8 visit types used in QC Cycles.

H

[ visit Types
Visit Types
Code® |Descripti0n
0 At -
1 eet Client
2 Meet Staff
3 Wigit Siter
4 Contact Client
5 Contact Staff
6 Client Contact Us
T PaT Test
8 Return From Mabile
9 Service Feview -
*Only codes 0 to 7 are configurable
Exit || add || Delete || cCancel
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‘Select Marking Systems’ button — Select Marking System Site by Site from the drop down list.

[ Select Sites required £3
Site M arking Type a
ABBOOT 001 ABBOTTS MILL Traffic Lights - | =

| &BBOOT 0002  ABBOTTS HOUSE 15
] ABBOOT 0003  ABBOTTS TYRES MW {5
7 ABBOOM 0004 ABBOTTS TYRES 3 Tiaffic Lights
ABBOOT 0005  ABBOTTS LAST Traffic Lights
) ABBOOM 0005 ABBOTTS Traffic Lights
_ ABBOOT 0007  ABBOTTSO0OO7 Traffic: Lights
| &BBOOT  0O0D3  ABEBOTTS 15 i
ABBOOZ 0001 ABBOTSBURY HS.  Traffic Lights
&BBOOG 001 ABBOTS BEDS 15
1 ABC123 0001 ABC CLEAMIMNG Traffic Lights il
] P

Cycle Setup

1.

2.

3.

4.

Rights

Setup Cycles - ‘Setups > 14. Reports & QC Cycles > QC Cycles’.

76

Assign Control - ‘Setups > 3. Branches > Functions Controlled’ add QC function for EACH

Cycle required.

Declare cycle on Event Calendar - ‘Setups > 16. Event Centre > QC’.

Create individual Site instructions - ‘Client > Sites > QC’ tab.

#181 QC Setups — Required to Setup QC options.
#182 QC Open Cycles — Required to open and Close cycles.
#176 Site Quality Control — Required to access Site QC Tab.

CleanLink Support
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Traffic Lights System

The Traffic Light System is a simple way to see quality at a glance.
The Traffic Lights format is only available across the Company, not Site by Site.
It still uses the marking system 1-10, but displays the results in colour.

1-3 = Red,

Examples of QA when Traffic Lights selected:

and 8-10 Green.

Guality Audit Form

Contract Brake Brothers Foods

Siter

Received Last Audit:

Draka Bros Drate of Last Audit: 20,09/2006

Completed By: Agreed Audit Frequerncy: 1 Mth

Date: Immediate Improvement Arcceptable
Action Required Standard
Meeded Achieved

Entrance

Brazz Plate

Stairs

Reception Area

(Offices

Aghtray

Wate Bing

Carpets

Toiletz

Floors

Top Cleaning Co

DR222 0001 Drake Bros

Entrance Entrance

Entrance Brazz Plate

Stairs EN:- EN
Reception Area -
Offices Offices
Offices Ashiray [4 7 |5 [=
Wtz Bins [
Carpets (8 1T T T ]
Toilets Tailets %
Toilets Flaors Il @ EE
Total Marks 28 24 | 2 1
b awimum M arks 70| &0 50 =]
Average Marks 400 |4.80 |4.20 |4.20
CleanLink Support

Marks Report

20403 20403 26405 04/03 15702 22/

Date 20/09/2006
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QC Crib Sheet

Prerequisites:

Assign required Rights to users to gain access to main QC tab and Site QC tab.

Decide if you want Marking 1-5,1-10 or Traffic Light system. ‘Setups > 2. Setups and Defaults >
Formats tab > QC Marks Sheet Format’. Remember if you use Mobile pda’s you cannot use
A 1-10 marking system.

Create Master list of Templates.

Apply Templates to individual Sites.

Declare individual Sites marking system Traffic Lights, 1-5, or 1-10.

Set up Cycles — From Setups.

Create Cycle Instructions — From individual Sites.

QC Cycles — Scheduled Instructions:

Open QC Cycle — Main Quality Ctrl tab.

Post to History.

Print Cycle QC Instructions and distribute.

Enter QC Response and Marks - Main Quality Ctrl tab > Response button.

Ad Hoc Visits/Communications:

From the ‘Client > Site > QC’ tab ‘Enter Marks’ button enter details.

Reports:

From the ‘Client > Site > QC’ tab ‘Report Visits’ button.
From the ‘Main Menu > Quality Ctrl’ tab ‘Report Visits’ button.
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Complaints

To show Complaints ‘Right Click > Complaints’
This shows all current complaints (not closed).

The Complaints Screen is a hag screen. It shows every time you log on, and at 30 minute intervals.
Managers will only see the Complaints relating to their Sites, unless they have the ‘Access All Clients’ Right.

[ Complaints [= = ][=2]
Site Logged Area Manager Mote Mo, 1
DR2zz 0001  HEAD OFFICE  07/03/07  TELAR oy Missed last night.
FREOOT 00 FREEDOM EMERGY16/09/08  TELAIR
GEMOOT 00 GEMERAL MOTORS12/03/07  TELAR |
GEVTS oom GRAMD WERMOMT 09/03/07  TELAIR
Grade dcute - Time (11:00
Who Complained Logged By
\ohn Doe | [SUPERVISOR
Action Aeguired
£| |Get hold cleaners. ||31/08/05 |
Rezponze By
[ Cloze ][ Higtory ][ Plicture ]
E uit ] ’ Add Complaint l ’ hdodify ] ’ Repart ] lF'rint thiz Eu:umplaint] ’ Export to Mobile ]

When adding a Complaint you can tick an ‘Internal Memo’ box which adds an entry as ‘Memo’ but will only
show on the Due date, useful for those odd reminders. Only users with access to All Clients can read
the Memos.

Right 161 ‘See Complaints’ is required to see Complaints.

Only users with the 160 ‘Close Complaint’ Right can close complaints.
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Risk Assessment

From the Main Menu:
Select ‘Client’ tab.
Select ‘Sites’

Select ‘RA’ tab.

CleanLink comes with 50 standard RA clauses; before using the Risk Assessment module, check through the
clauses, and add, delete or modify as required.

On the Assessment Tab log the Next Assessment Date. A list of previous assessments, with comments is
listed below.

The ‘Hazard’ Tab lists all the Hazards for the Site.
They can be picked from the ‘Master List’ and altered or new ones added.

Each Risk on the Master List can have a Group Number, at the bottom right.

L=

2 | This Risk is
2 included in
groups 1, 3, &9

Cancel | ¥ Active Include in Group T35, ...

Group 1 could contain a set of risks that apply to all sites and Group 2 all risks relating to Window Cleaning.
Other risks could be added individually as required. On the ‘Assessments’ tab the ‘Load Hazards’ button
gives you a way to import a Group of Risks to the Site, import groups one at a time.

E Risk Assessments

T Site Hazardz ]

M emt Azzezment
01/01/08

Previous E Load Hazards to this Site ==
[ate [fszessor

01405405 Fred Smith
01/02/08  Bill oddie
0109408 Fred Smith

Enter Group
No. to load.

Load Group

Load Hazards Exit Load

L

(1] 4 b cudify Add | Repart |TE|:|a|:I Hazardz || Cancel |
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Each Hazard (Risk) has:

Likelihood
Unlikely
Improbable
Likely
Highly Probable
Certain

abrowN =

Severity
Minor injury
Injury/lost time/lliness
Serious injury/Disablement
Death/Fire

AOwOND=

The Likelihood x Severity = Hazard Rating

Hazard Rating Action
1&2 Not Significant No Action
3&4 Very Low Risk 6 Months
5-7 Low Risk 1 Month
8-10 1 Week
11-14 High Risk 24 Hours

15-20 Very High Risk NOW
On the Site Hazard table the line will be coloured as above to show the high risks.

The Report button on the first screen enables reports to be printed.
e Assessments of a Site.

Hazards on a Site by Category.

Hazards on a Site by Rating.

Next Assessment date.

PPE required by Site.

List of explanation notes as above.
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Active Warnings are shown when you log in, every 30 minutes (by nag screen) or by right click and select
Warnings. The nag screen timer can be adjusted via Setups/Setups and Defaults/Formats.

Warnings 2
T Complaints T PAT Due T Staff T Rizk Aszes. T Stares T Order Ref TCIient FleviewT Suppliers T ehicles T Credit

Site/Staff/Stock |Message |D ate

AEEO0T 007 ABEOTTS0007 Bl = W e pkes 150808 |

DR2z22 001 HEAD OFFICE % marks are below the get tigger level 16703409

DRZ22 001 HEAD OFFICE ‘washing up nat done. 07403407

FREOM 001 FREEDOM EMERGY — Contract Ends 30.09.08 16409408

GEMOO 001 GEMERAL MOTORS  Missed last night 1240307

GYTS 001 GRAND VERMONT Tailet floor very bad. 09/03/07

DRZ22 001 HEAD OFFICE D51 4 14402407

ABBOOT 001 ABBOTTS MILL D51 1 1401408 E Legend

CAMAS O CAMASTERTON TYR  DYS1 5 0240108 Em;i'?'”ts

ABBODZ 001 ABBOTSBURYHS.  DYS1 10 02/05/03 o

ANGOOT 001 ANGEL HOTEL DYs1 3 02/05/08 Risk

DR222 001 HEAD OFFICE 500041 A1 06/06/03 Stares

ANGODZ D01 AMGLE CONSTRUCT 50461 A2 12/07/08 e st

ABBOO 003 ABBOTTS TYRES W Dis1 11 14412408 STFRIET

ABBO02 001 ABBOTSBURY HS. DS 2 14412408

00001 HERBERT. John EMPZ  Contract of Emploprment 01402408 - Credit

Exit

Warnings cover the following:

Complaints — The user will only see Complaints for their own sites.

PAT Due — Lists machinery where PATs are due or overdue.

Staff — Lists those items still outstanding for staff e.g. 1° employment letter.

Risk — Provides details where risk assessments are due.

Stores — Warns of stock items below re order levels.

Ord. Ref — Advises of order numbers expiring.

Client Review — Lists invoicing requiring review from ‘Next Review’ date entered against  invoice

line.

Supplier — Advises of insurance expiry dates.
Vehicles — Warns when tax, MOT, insurance, warranty, contract expiry or next service is due.
Credit — Lists all credit control warnings not actioned.

Each Warning requires a Right:

185

186w arningz - Complaints
187 “warningz - PAT Testing
188 “Warnings - Staff

189 “Warnings - Stock

190 “Warnings - Risk.

191 “Warnings - Orders
132 “Warmnings - Supplier
133 “Warnings - Vehicles
134 “Warnings - Credit

195
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This is a new feature for CleanLink and works in conjunction with the Warnings system. The object
of Actions is to notify other users of any changes to a site. Initially go to Setups>Advanced>Action
Types and define groups you think may need notification (an example is shown below):

E Advanced features

Mizcelaneous lhems

Staff and Sites Pay Rates

Sites Days Cleaned Browse

Update Haoliday Entitlzment

|
|
]

==

Thesze optionz are special options that zhould narmally not
be reguired. Only uze if you are sure you know what the
routing does.

[ Change Client Reference

[ Change 'S Cost Codes

Staff Check Contract Mumbers

Frice Increases

EBudaet Dupes

Mailing Lists

Set Site Clozed Dates

Browse Site 5ICs

Browse Houses

Client Owver Yiew Report

Imnpart Payrall Cleansing D ata

l
l
l
|
|
l
l
l
l
l
l
|
l

Action Types

|
[ visit Types =]

Action Types

Code* |Descripti0n
Staff |-

Area Managers

Drirectors
Office Staff
HR/Payrall

Accounts

.
2
3
4
5
5

Group number of ‘View Actions’
Right user will require to view the
action

=

You can then add actions by right clicking and selecting Site Actions or via Clients, Sites, and Notes Tab. You
will need to give your Users the security rights to View/Create Site Actions, depending on which Groups they
are allowed to view a ‘View Actions Right X’ must be assigned. (See Maintain Users crib sheet in the
Cleanlink\Crib Sheets network folder for help on adding Rights).

CleanLink Support
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T Staff T Stock T Invoicing T Pay Tﬂolksheel T Quality Chrl T LContacts T Query T Setups
Sites - Abbotts Tyres

Site Mo |Search M ame Address I Site Info I i Motes § T Clozed T ac T Ermergency T DncumentsT R ]

0007 ABEOTITS MILL ] -

0002 ABBOTTS HOUSE [ Motelog | [ Actions

0003 ABBOTTS TYRES N

0004 ABBOTTS TYRES § Site Note

0005 ABBOTTS LAST :
e Press to enter Actions

o007 ABBOTTS0007

Cleaning Details Site Contact
E Site Cleaning Time Bprn-Bam
Mo, Computers cleaned 0 Contact|lvan wWontpay
Mo, Phones cleaned 0 Tel 0234-677-433
Mo. “washing Up 0 Mobile |077733533300
Fiubbizh D' ay/Flace Fax 02077407254
Stores Location | Ermnail
b ain Functions
I Irvoice Regular I I ‘wiork Sheet Regular I I Fay Regular J I Budgets I I Stock List I
S I Invaoice Curent I I ‘work Sheet Current I I Pay Current J I Machinery I I Specification I
I Irvwoice Histony I I “wiork Sheet Histony I I Pay Histom J I Mates Log I I Site Report I [
[ Eit || addsie || Modiy | | [inveies Onedit | [ wok Sheetonedit | [ Paysheets | [ Sec Badges |
3 Actions for ABBOO1 0001 Abbotts Mill g2
Cormments [FE wide] |F|aised 11 Attachment
sekly Staff Check. of Ylsa's eto mark + [C:\WUsers\mark\DesktopWISA CJ|
10/08/09
12:53 Mtify
[C] staff
Area Managers
[7] Directors
Double click here to
access and link to a [ Office Staft
document. e .
Predefined Groups from
[7] Aecounts Setups>Advanced>Action
types
=l
O
[l
=l
| e || medy || am | \Viswatachmert| | SendEmail | | IncdsCosed | | Fim |

Once you have entered a description, you may tick the required Group needing notification and if necessary
link to a specific document in any folder on your network by double clicking in the ‘Attachment’ box. You may
also send an email using the ‘Send Email’ button to the required recipients, remembering to attach any
document at this point.

To close an Action, right click your mouse and go to ‘Warnings’, then go onto the ‘Actions’ tab and tick the
‘Mark as Actioned’ box. Press the ‘Action Marked ltems’ button. The line will then turn red and disappear from
the Warnings and Actions tabs.
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ETCompIaintsT Credits IDrderHef I PAT Due T Reviews IHiskAsses.I Staff T Stores I Suppliers T Yehicles ]

Client |Message |Atlachment |Date |Mark as Actioned
ABE OO0 0001 Staff - Test for Clazing Action b 10/08/09 | -
ABBOOT 0001 Area Managers - Test for Closing Action b 10408409

ABBOOT 0001 Directars - Test for Clazing Action b 10408409

ABBOOT 0007 Qffice Staff - Test for Closing Action ] 10408409

ABBOOT 0001 HRAPayroll - Test for Closing Action ] 10408409

ABBOOT 0007 Accounts - Test for Cloging Actio ] 10408409

Line will turn red once
Marked as Actioned

m

Already Actioned

| Action Marked ltems | | Digplay Motes | |3isp|a_l,lgttachmenl| | Send Email | | Frint | | Exit |

=7 Actions for ABBOO1 0001 Abbotts Mill ==
Comments [FE wide] |Haised by

Attachment

Test for Closing Action mark » |Cc\CLeanLink\Cabinets\CleanLir|
10/08/09

15:01

Muotify
| Staff

mark 10/08/09 15:53
| Area Managers

mark 10/08/09 15:55
| Directars

mark 10/08/09 15:58
/| Office Staff

mark 11/08/09 14:55
| HRAPayroll

mark 11/08/09 14:54
| Accounts

m

| B || Moty | Add |ViewAttachment|| Send Emai || Include Closed | | Fiint |

In the Site Actions button area you are able to see to whom and when you or any other user notified each
defined Group (Staff, Directors etc) of a particular Action.
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Contacts

Clients I Staff I Stock T Invoicing I Pay IﬂolkSheet T Quality Ctrl I

Contacts

T Query I Setups ]

Frozpective Clients Prospective Staff
| Contacts | Maintain Contact Data [ Prospective Staff ]Maintain Prospective Staff
l Call backs ] S L [ Prospective Staff Report ]

Scheduled Call Backs

Reports on who Prospective

l Appointments ] Manage Appointments [ Passed To ]staﬁ info has been passed
to for processing
l Quotes l Manage Quotes [ Convert to Staff Convert Prospective Staff

to actual staff

Convert Contact to
Client/Site

l Convert Contact

l Reports General reports

l Setups General Setups

Job Costing Setups

l Job Costing Setups

Exit

Shown above is the Contacts Main Menu screen which can be used to create a database of prospective
clients, contacts, appointments, callbacks and quotes, allowing you to co-ordinate your business more
effectively, without having to use a separate system like Outlook. Access must be added via a ‘Rights’ entry
(of ‘Contacts’ to view only or ‘Contacts Manager’ to add new contacts) using the Setups> Advanced> Maintain
Users function.

Contacts

Use the Contacts area to set up and maintain contacts, appointments and a quote database for each client.
Once the main contact is created you can begin adding Appointments, Quotes and Callbacks. This offers an
extension to the contact information held in the main client area, where you want contacts within several
accounts departments or a facilities manager for example.

Please note that each Contact may be viewed by a number of users using the ‘Change User’ drop down box,

but the owner of the Contact will remain as the person who originally added that Contact, unless given access
rights to ‘Contacts Manager’. With these access rights, the user is able to amend the ‘Owner’ details by using

the Edit button.
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Callbacks

A schedule of callbacks created can be viewed via the ‘Callbacks’ button once entered in the Contacts area.
These are displayed with the most recent at the top.

Appointments
A list of appointments can be viewed and edited in the ‘Appointments’ area with the most recent at the top.

Quotes

A list of quotes can be viewed and edited in the ‘Quotes’ area with the most recent on top.

il Cleanlink Software Ltd |

LChents Invoicing Setups
[ Contacts by MARK =]
Company Postoode Sumare [ i Contact | T Appointments T Quotes T Paid W
[ New Record ==
=5
Cio Marme " |
Address1 [ |
Address2
Address3
Addressd State ||
Fost Code Source
| [C] (ke Closed
Title b
: Cotogoy | Mo
umame Owner __MAF!K 2
Forename
Salutation | Closed  Callback Ref
E [04411/08 B -
Tell |
Tel2
Fax
Mol E
Ermnail
Owner MARK
Categary - e
s z AddNote | [ Carcel | i
Source b
)
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Compary Postocode |Surname Contact I Quates T Faid ]
; -
Cleanlink, Pyle 101208 LY MNote ol
E?benze e Title br Categary
Cibenze Klama z Forenamne Morman
Cibenze Flpud = Sumame  Haines Sales Exec
Harrods Fayed Lead By MAREK Cloged | Doc |
Cibenze i
Bobby Brown
Abbotte tyres
ak. ” Add Appaint ” Delete ] [ Cancel ]
Created By Closed  Callback Ref
04H102 €32 MARK [ |paA1.08 @ E] |~
[ Exit ][ Mew Record ][ Edit ] [ Cancel ] Z
[ ok | [ addNoe | [ Cancel |
[ Clozed only ][ Change Owner ][ Change User ] [ Docs ]
1 contacts by MARK =]
Company IPostcode ISumame Contact I Appaintments r ! Paid ]
Cleanlink Haines -
Cleanlink Pule 02207202 @ poc cihguotes e
Eibenze Ken Quote Mo 6 Closed [ Posted 02/07/08 (0D
Cibenze Klama Freq Price 1 50.00 per 1
Iy Times Avrea [FE] =
Harrods Fayed Access Sale Ex
Cibenze
Bobby Brown 0z/07/08 (3 Docc\quotes2 |_
Abbatts tyres Quote Mo.6 Closed [] Posted 02/07/08 (]
Freq Price 1 4500 per 10
Times Area [FE]
= Access Sale Ex iy
QK ] [ Add Quate ] [ Delete ] [ Cancel ]
Created By Clozed  Callback Fef |
OGO 1410 MAFRK n4/0708 1Y -
Dian't forget to take the install disk.
260808 1238 MARK =T
[ E xit ][ Mew Record ][ E dit ] [ Cancel ] =
[ T3 ] [ addhoe | [ cancet |
[ Cloged only ][ Change Owner ][ Change U ser ] [ Doaocs ]
M
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CleanLink Software Ltd

Clients ici P MWorkSheet | Quality Ctrl

Contact reports

[ Appointments

[ Contacts

[ Callbacks

[ Quotes

[ Stats

=71 Report Apcintments

==l

Category Lead By Sales Exec

- - [ ~  From [11/12/08

C:hCleanLink reportsiappoints. bt iz also produced.

teeting D ate

To [11/12/08

[ ok ] [ Esit

J

I

89

Various reports are available, as above, and specific ranges can be chosen for these. A text report will also be

produced in the CleanLink Reports directory.

Setu ps Users will show current User
ID’s, which can be ticked to
add them as Sales execs

[™ Maintain Pick Lists

Categony

Sales Executives

State Admin

Souice Update all lists

A number of Pick Lists can be added here representing your own company sales and marketing data.

CleanLink Support Support@cleanlink.co.uk

[ Edit Users (Called)

lzers |Sales E:-:eu:|
00003 Il | ~
00027 [

00033 =

CHRIS [

Jo 3
LETMEIN [

MALCK, I

MARE
SUPERVISOR [ i
| Eit | [ Modiy |
[ Delete ] [ Cancel ]

0844 804 2005



Prospective Staff

A new feature is available whereby you may wish to track your staff recruitment by entering potential

90

candidates, from application, to employment. They can then be easily converted into a Staff record using the
convert function, being given the next staff number, depending on your numbering convention.

Frozpective Staff

in Contact Data [ Prospective Staff

] Maintain Prospective Staff

¢ and Maintain [ Convert to Staff

aled Call Backs

Convert Prospective Staff
to actual staff

E Prospective Staff

[[n] |Sumame
5 _PARTRIDGE | -

Prospect Sctive

Forename [slan

Title  mdr -

Sex Male -

Date of Bith [15/05/1955 Age

:

Address | Travelodae

South kimmns

[ T

Tel Mo (020 7542 2456

kobile Ko |07123456783

E mail

157062003

Application Date
Aevailable From

014072003 N

Midlands

Location

= E uffer =

Experience

Mates Irritating knove-all.

[ Ewt [ add

] [Display Cnnvelled] [ Dizplay [n-Active ]

[* Convert Prospects to Staff

Suhame Faorename

DOB/Age

Carmments

FARTRIDGE Alan

157051355

54 liitating know-all,

Convert ]

| Ext

CleanLink Support

Support@cleanlink.co.uk
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Reset Calendar

From the Main Menu:

Select ‘Setup > 17. Reset Calendar’

Relevant to Invoicing, Pay, Worksheets and QC

If resetting to 1. '"REQUIRED' - all amendments will be lost. Including any Stores posted to Invoices.

If it is necessary to reset the Invoice Routine to 'REQUIRED' and the Stock Posting routine has been run,
rzr;r:]tut;ﬁ/-report offered when resetting. This lists all stock and amendments and then you must re-enter all

If resetting the Pay Cycle to 2. Y{\ PROGRESS'— any alterations applied in ‘Browse Calculation’ will be lost.

Once routines have been ‘Posted to History’ resetting is not allowed.
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Multiple Branches

(Advanced Feature)

A Branch in CleanLink is a physical place like London, Liverpool, and Bristol. Normally you will have only one
Branch.

If you have other Staffed offices, say London and Bristol, you may find it beneficial to have two Branches.
Head office must be Branch No.1.

The advantage of Branches is it prevents or assigns permission for a sub Branch to perform specific
functions. It also identifies where Staff belong.

There are 12 functions:
e (Clients
Staff
Areas
Invoice
Pay *
Work Sheets *
Stock Sold
Stock Setups
Gen Setups
Machine
Budgets
QC *

*

* The functions, Invoice, Pay, Work Sheets and QC can be also assigned on an individual Cycle basis.

The Users’ Branch is set when logging into CleanLink. By default the Branch is No.1 and the Branch Letter
‘M’ (Main). The Branch Letter is used internally to prefix Invoice, Pay, Work Sheets and QC numbers, and is
printed on Stock Issues.

Setting up Users’ Branch No. and Letter

The Branch No. defaults to 1 and Letter to ‘M.

The individual users’ Branch No. is maintained on the Users Property page from ‘Users Ids’ by pressing
‘Ctrl+P’ on the Users line. The second character is the Branch No.

The Branch Letter is set in ‘Setup > 3.Branches > Branch Identifier’.
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Actual Site Margin Report

The Actual Site Margin report shows actual Sales and Costs for a period.

If you have mixed Invoice and Pay cycle periods i.e. 2 Weekly Pay, 4 Weekly and Monthly Invoicing, it is

93

impossible to make direct comparisons. If the report period is i.e. a calendar month, the pay cycle inputs will

be apportioned. The percentage of the inputs included is printed at the end of the report.

The report can be for any period, if heavily apportioned the report will be more useful over a longer period say

3 or 6 months.

The report shows:

Sales Service — The sales from Invoice Cycles and One off invoices with Items that are set up as ‘Service’

(Stock > E. Maintain Stock)

Sales Stores — The sales from Invoice Cycles and One off invoices with ltems that are set up as ‘Stock’

(Stock > E. Maintain Stock)

Labour Costs — The gross pay. (Pay > A. Pay Cycles > 10. Reports > 4.PAYE Period Report)

NI ER’s — Employers NI costs. (Pay > A. Pay Cycles > 10. Reports > 4.PAYE Period Report)

Store Costs Charged — The cost of the stores. (Stock > E. Maintain Stock)

Store Costs Non-Charged — The cost of the stores. (Stock > E. Maintain Stock)

Work Sheet Costs — The WS Costs entered on Regular WS and included in Completed WS Cycles or Costs

entered on One-off WS.

Machinery Cost — The cost of Machines on Site. This is stored as a weekly figure and is factored for the

report period.

Gross profit £ and %.

Demo V10 SITE MARGIN REPORT Date: 1041272008
ForPeriod  01/01/06  To  31/01/08

Branch: All

Division: All

Area: All
Sales Lakbour &} Stores Cost V'orksheet tdachine Gross Profit

Client  Site Petiod Services Stores Costs Costs ’Eame Mon Charge Costs Costs Value %
ABBOOT 001 Jan 2008 370.00 36.00 267.72 34.27 9.00 41.83 2300 1.95 2823 E.95
ABBO01 002 Jan 2008 400.00 42.00 267.72 34.27 2250 0.00 0.00 0.00 11751 2659
ABBOOT 003 Jan 2008 100.00 32.00 75.66 0.00 18.00 0.00 3300 1.95 339 257
ABBO0T 004 Jan 2003 400.00 0.00 336.00 18.23 0.00 0.on 0.00 0.00 4577 1144
ABBOOZ 001 Jan 2008 0.00 24.00 0.00 0.00 4.00 233 0.00 3.40 877 3654
ABCTZ3 00 Jan 2008 220.00 0.00 138.00 0.00 0.00 0.on 0.00 0.00 gzoo 3727
ABC123 002 Jan 2008 625.00 0.00 181.58 0.00 0.00 0.00 0.00 0.00 44312 7080
AMNGOOT 001 Jan 2008 E00.00 0.00 6G69.30 17.499 0.00 0.00 16.00 1.95 -l0d.24  -17.37
AMNGO0Z 001 Jan 2008 700.00 0.00 401.58 9.497 0.00 0.00 0.00 21.67 26678 3811
ANSO0T 007 Jan 2003 1000.00 0.00 80316 12.00 0.00 0.on 0.00 0.00 18484 1848
APPO0T 001 Jan 2003 200.00 0.00 0.00 0.00 0.00 0.on 0.00 0.00 20000 10000
CAMAS 001 Jan 2008 1000.00 E7.00 0.00 0.00 33.00 466 16.00 1.95 101139 9474
CAMAS 002 Jan 2008 300.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 30000 100.00
CROO0T o001 Jan 2008 500.00 0.00 229.89 0.00 0.00 0.00 20.00 0.00 26011 E0.02
DR22z2 001 Jan 2008 450.00 40.00 401.58 0.00 15.00 20.33 20.00 2362 9.47 143
DR222 002 Jan 2003 100.00 0.00 7566 0.00 0.00 0.on 0.00 0.00 2434 2434
DR222 003 Jan 2003 50.00 0.00 3492 0.00 0.00 0.on 10.00 0.00 508 106
DR22z 004 Jan 2008 200.00 0.00 13386 1713 0.00 0.on 0.00 0.00 44.m 2451
DR222 005 Jan 2008 100.00 0.00 75.66 0.00 0.00 0.00 0.00 0.00 2434 2434
FREDOZ 001 Jan 2008 105.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 10500 100.00
GEMNODT 001 Jan 2008 500.00 0.00 0.00 0.00 0.00 0.00 20.00 0.00 48000 96.00
GEMNODT 002 Jan 2003 1325.00 0.00 0.00 0.00 0.00 0.on 0.00 0.00 132500 10000
GYTS 00 Jan 2003 0.00 0.00 13386 0.00 0.00 0.on 30.00 0.00 -163.86 n0.on
LEROOT 002 Jan 2008 444.00 0.00 30264 .21 0.00 0.on 0.00 0.00 13315 29594
LUCoo1 oot Jan 2008 400.00 0.00 267.72 0.00 0.00 0.00 0.00 0.00 13228 3307
LUCoo1 ooz Jan 2008 140.00 0.00 13386 0.00 0.00 0.00 0.00 0.00 E14 439
KMARPODT 007 Jan 2003 1250.00 0.00 0.00 0.00 0.00 0.on 0.00 0.00 125000 10000
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Setting Up and Maintaining Users

In any organisation, you will need to give access to individual users, in relation to their duties, bearing in mind
data privacy and their day to day tasks. For example you may want the Payroll Manager to have full access to
the Payroll details, but want to exclude the Payroll Administrator from seeing the Directors payroll. We will use
this example below:

Go to Setups> 27.Advanced>Maintain Users

Here you can create a User Login ID and User Name, give them a secure password, and add a security
Group to their record. Please note that you must be logged in as a user who is a member of the supervisor

group.

il CleanLink Software Ltd [_ 7]
WorkSheet | Quality Ctrl

Lontacts

Invoicing

LChents

il Advanced features 9 [=]

Miscellaneous lkems These options are special options that should narmally ot I
be required. Only uge if you are zure you know what the
Staff and Sites Pap Fates | routing does

Sites Days Cleaned Browse | o & oo |

Il User Maintenance n

Update Holiday Entitlizment

Login 10 Lser Mame FPasswoid Still Group  [Mame
Staff Check Contract Number a/orking
Jo [T | - 4 Payroll Operator o
Price Increases — 5  Payrall Manager

Budget Dupes

Mailing Lists

Set Site Closed Dates

Browse Site 5ICs

Erowse Houses

Client Owver View Feport

Import Payroll Cleansing Data

Ok Add User Delete User aintain Groups

Runtime: CL |Mark |Modify |zooM |wIDE  [INS

A number of Groups are pre-loaded, which you may want to amend to suit your needs. For example the rights
for a Payroll Administrator can be tailored by giving access to a Payroll Cycle or to view only Directors non-
pay data. Similarly the Payroll Manager group may include rights to run the Directors payroll, but not view the
Invoicing area. You would then not add the Invoicing group to the Payroll Manager Rights and they would not
be able to go into the Invoicing tab.

Some groups will have Rights which are also in other Groups, for example the Payroll Admin and Payroll
Manager. You will need to add both Groups to Payroll Manager if you want them to have all the Rights, as
they do not automatically inherit the Payroll Admin Rights. Below is a suggestion of Rights/Groups for a
Payroll Admin setup:
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[ Group Maintenance £2
Group [0 |Gr0up M arne Right ey |Name
1 Wiew Drily _ +  [ALLCLIENTS Acoess All Clients o
g ifea ma"age' gfs'c COMPANTT Comparny 1
- P;Z?D” —— I COMPANT2 Company 2
5 Fapioll Manager COMPAMY3 Company 3
g 21l Pights PAYAMEND Payrall Amendments
7 Ihvaicing PayROLLT Access Paproll 1 Staff
g Stack PayTab Pay Main Tab
3 Staff FegPapimen Amend Regular Pay
10 Clients STAFFAMEMD  Staff Amendment
N Pay STAFFCAL Madify Staff while Calculating
12 Workshests STAFFMU Staff Main Meru
13 Quality Contral L ;
14 Contacts 3 StaffHolls Staff Holidays [Cycle) E
15 Query VIEWHREG Wiew Feg Pay for Allowed Sites
168 Setups
17 Contacts Manager

Example 1

An Area Manager you want to issue Stores and look up Pay Queries only.

If the Area Manager is not already on Staff - add him to Staff as an Area Manager - if he is already on Staff
change the Staff Type to Area Manager.

In ‘Setups > Divisions > Area Managers’, add the Area Manager.

In ‘Users Ids’ (Adding Users — above) add them as their Staff number.

If they are in staff as 00123 their User Id MUST be 00123.

Give the employee the predefined Area Managers Group of Rights.

Now the Area Manager will only be able to see the sites controlled by him.

Example 2

Give a senior member of staff View only access to ALL clients and sites.
The easiest way is to add them as a user (play the ‘Add User / passwords’ tutorial) Not enter them in Staff.
Assign Rights:

Access Company 1
Access all Clients.

Example 3

Allow employee to add new Clients, Sites and regular invoicing.
Assign Rights:

Company 1 (or 2, 3, 4,...)

Access Invoice Cycle (or 2, 3, 4,...)
Access All Clients

Clients Modify Data

Client Modify Invoice Data

Clients Add

Modify Regular Invoices

Site Amendment
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List of Rights

Headerl =
STAFFMLU Staff b ain Menu
Irw T ab Invoice Main Tab
PapT ab Pay Main Tab
WS T ab Wwhork Sheet Main Tab
CREDIT Credit Contral
PURCHLED Purchasze Ledger
SALESLED Sales Ledger
BaCKUP Backups:
QuemnT ab Queny Tab
QCTAR Accesz Quality Control Tab
COMTAE Contacts Tab
Headerz - Company Access - |
COMPARNYT Compary 1
COMPAMNY2 Compary 2

COMPANY3

COMPAMYA Compary 4
COMPANYS Compary 5
COMPANYE Caompary B
COMPAMYY Comparny 7
COMPANYS Compary 8
COMPAMYS Compary 9

=

EEEESEEISEEEEEE

COMPANY Create/amend All Companies
Headerd - [Fieice -emeeeemeeees
INWOICET Access Invoice Cycle 1
INVOICEZ Accezs lnvoice Cycle 2
INWOICES Access Invoice Cycle 3
INVOICE4 Access lnvoice Cycle 4
INWOICES Access [nvaice Cycle 5
INWOICEE Access Invoice Cycle B
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IMNWOICET veoice Cycle 7
INVOICER Accezs lnvoice Cycle 3
INWOICES Access Invoice Cycle 9
INWVOICEQAC Invoice Cycle OpendCloze
OMEDQINY Madify One OFf Invoices
CURIMY Modify Current [nvoices
Headerd - Payrall -----veeeeeee- ]
PAYROLLY Access Payrall 1 Staff
P&YROLLZ Aocess Payoll 2 Staff
PavyROLL3 Accezs Payroll 3 Staff
PAYROLLY Access Payrall 4 Staff
PavyROLLE Accezs Payroll 5 Staff
PAYROLLE Arccess Payall B Staff l}
PaYROLLT Access Payoll 7 Staff
PavyROLLE Accezs Payroll 8 Staff
Fas'ROLLI : Payroll 9 Stalf
ParAMEMND Payroll Amendments
ParROLLOSC Paproll Cycle Open/Cloze
YIEWREG Yiew Reg Pay for Allowed Sites
Paytd anage Payrol kManager
Headertd - Wiark, Sheets ---eeme- |
WORKSHEET1  Access Woaorkshest Cycle 1
WORKSHEETZ2  Access Warksheet Cycle 2
WORKSHEETI  Access Worksheet Cycle 3
WORKSHEET4  Access Warksheet Cycle 4
WORESHEETS  Acces:z worksheet Cycle 5
WORKSHEETE  Access Worksheet Cycle B
WORKSHEETY  Access Woaorksheet Cycle 7
WORKSHEETE  Acces: Workzheet Cycle B
WORKSHEETY  Access Warksheet Cycle 9
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WORKSHTO/C el e el o e
CURWIORE. b odify Current work, Sheetz
WS Del Wiark sheets Delste
Headert - Report Cycles ------ o
REPORT Aocess Beport Cycle 1
REPORTZ Access Report Cycle 2
REPORT3 Aocess Report Cocle 3
REPORT4 Access Report Cycle 4
REPORTE Access Report Cycle &
REPORTE Access Repaort Cycle B
REPORTY Access Report Cycle 7
REPORTSE Aocess Report Cocle 8
REPORTA Access Report Cycle 3
REPORTO/C Report Cycle Open/Cloze
Headerd¥ - (e Centrg - [l
LCPAYSTAFF Cuery Centre Pay by Staft
[CPAYSITE Cluery Centre Pay by Site
GACINVOICEM [luery Centre [nvoichy Mo
QCINYCLMT (uery Centre Iny by Client
HCWSHEETS [luery Centre Work Sheets
Header? - Stock, - [
STOCKISSUE Basgic Stock lesue
STOCKSUPER  Stock Supervisor
STEOVER Overide Stock [ssue Prices
STKPOST kodify Stock Postings
SUPPRAIM Suppliers Maintain
STETRAMSHD  Stock Transfer SEND [M/U)
STETRAMREC  Stock Transfer RECENME [M/U)
STOKPURCH Stock Purchaze/Recy
Headerd - Setups - [
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SETUPS Setup benu b
COMPAMYSUP  Compary Setup
DIVISMSUP Divigion Set Up
SUPAPRWSUP  Suppliers Approval Set Up
SCTRACTSUP Sub Contractors Set Up
MOMCODSUR Mominal Codes Set Up
WATRATESUP  WatRates SetUp
MACH'RYSUP t achinery Set Up
PAYRCYCSUP  Payroll Cycles Set Up
INWCYCSURP [nwvoice Cycles Set Up
WESHCYCSUP  Work Sheet Cycles SetUp
DIARYDTSUR Diiary Dates Set Up
EVMTCALSUP Event Calendar Set Up
GEDAREASIUFP  Geographical Areas Set Up
SYSTEMSUF Systerm Set Up
R ezetCycle 1ezet Cycle Calendar
STAFTYPSUP Staff Typez Set Up
STAFSTTSUR  Staff Status Set Up
COSTAMLSUP  Cost Analysiz Set Up
SBUDCATSUP  Site Budget Categanies Set Up
LUALIF [ualifications
TanMIStaff Tawn Ml & Staff Tables
Header1D - Clients & Sites ------ [
ALLCLIENTS Access All Clients
CLMTMODDAT  Clients Modify Data
CLMDIMWDAT Client bModify lrvoice Data
CLIENTADD Clients Add
CLTSPPRRMOD  Clent Special Prices Modify
SITEAMEND Site Restricted
SITEMODD Sites Madify Data
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SITEADD |
BUDGETS Modify Budgets
REGIMNY b odify Regular Invoices
REGWORE, Modity Regular Work, Sheets
OMEDWIORK b odify One OFF Work, Sheets
Search Search
Documents Site Documents [
Alarm Code Alarm Code
SEECHARGES  See Charges [for Area Man]
SiteConHrs Client/Site Contracted Hours
SiteConltm Client/Site Contracted ltemns
SiteDocHid See Hidden Site Docs
SiteDocHes See Restricted Site Docs
RizkSetuo Rizk Azsesment Setups
Fizktodify Rizk. aszeszment Modify
Sitekd ach Site Machinen |
SitelJC Site Cluality Control
SiteEmerg Site Emergency
SiteClozed Site Clozed
ACTVE b odify Active Client/Site
CCOMPLAIM Cloze Camplaint
MOCOMPLAIM See Complaintz
WhHiotelog Yiew Site Mate Log
QACSetups [AC Setups
[ACCycles [C Open Cycles
LCDelete [IC Delete
b obdudits b obile Audits
Clienth ote Client Motes
Stafftote Staff Motes
Header1l - Staff - |
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SEMIOR enior Staff
STAFFAMEND  Staff Amendment

STAFFT A Staff EOY Routines & Expart
STAFFACCES Staff Accezs Rights Button
F45 F458z and Leavers
STAFFCAL Modity Staff while Calculating
STAFFIMP Staff Tels

StaffDocs See Staff Docz

StafDrocHid See Hidden Staff Docs
StafDocRes See Resticted StaffDocs
StaffHolls Staff Holidays [Cycle]

ReagPayimen Amend Regular Pay
Headerl2 - Special -
IMPE=P Irnport Export

ExPORTLST Ew=part Files List Maodify
LOGIMPLURGE Purge Persons Logged In

OEEESEEEEEREESEONNIEE O S EEEEEEEEE

TESTREF Chairmans Reportz
ADMIN Admin

Headerla - A ETIFEe-neeem oo
W arnComp Warnings - Complaints
W arnPat YWarnings - PAT Testing
W arnStaff Warnings - Staff

Wi arnStock, YWarnings - Stock

W arnRizk, YWarnings - Rizk

Wt arnOrder YWarnings - Orders

W arnSupp YWarnings - Supplier
Warmy'eh W arnings - Wehicles
WwiarnCred YW arnings - Credit

W arnF eview YWarnings - Mest review
Headerld Contactg--—--—--—-
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ContCont
ContCall Cont - Access Callbacks
Contdpp Cant - Access Appointments
Conttuate Cont - Access Quotes
ContRep Cont - Access Reports
ContSet Cont - Access Setup
ContDocs Cont - Access Ext Docs
ContChoOw Cant - Change Ower
ConthdanCtl Cont - Mangement Control
ContClzRep Cont - Clozed on Reports
ContCloze Cont - Cloge Contacts
ContDisPai Cant - Dizplay Paid
ContlC55et Cant - JCS Setupz
Cont]C5Def Caont - JC5 Definitions
Header15 --Site Actiong ------ |

ctCreate
Aot Wiew Actions 1
Actiewd Wiew Actions 2
Acthfiew3 Wiew Actions 3
Achiewd Wiew Actions 4
Acthfiewd Wiew Actions B
Actfiews Wiew Actions B
Acthfiew? Wiew Actions 7
Actfiewd Wiew Actions 3
Actviewd Wiew Actions 3
Actfiew]0 Wiew Actions 10
ARClssue Archive Stores lssued
ARCWSheet Archive Work Sheets
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Data Backups

You must make regular data backups. Remember each backup copies ALL THE DATA. You cannot backup
Pay or Invoices separately.

Multi User systems

These should be backed up from the server, which should have a backup system already. Ensure that the
CleanLink folders are included in this backup.

Single User systems
Use the CleanLink backup. (Only Company 1 is backed up)

1. Turn on Backups from ‘Setups > 2. Setups and Defaults. > External Links > Backups Required and
tick the Backups Required box.

2. On the Main Menu there is a Backup button in the bottom right of the screen. Follow on screen
instructions.

Check the Data Backup is Valid.
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Adding a New Computer

1) Load Pervasive database. This can be done be either loading the Pervasive CD
which will auto start or by accessing the Pervasive folder on the server and selecting
autorun.exe. You will be presented with the following screen

gl Pervasive PSOL w10 5P2

Install PSOL w10 SP2 Serves for Windows [32-bt]

Install PSOL v10 SP2 Server for Windows (E4-bit)

Imztall PSOL w10 5P2 Client for Windows (B4-bit)

View the Release Naotes

o
#

What's Mesw in PSOL »10 SP2 Guide

Install PSQL w10 SP2 Client for Windaws [32-bit] |

PEVATYE
PSQL SUMMII' Getiing Started with PSAL 10 SF2 Guide

Take the Install Client for windows, 32 bit option. Select defaults for all options.

2) Map CleanlLink drive. From Windows Explorer, select Tools, Map Network
Drive. Set the drive to N, then browse the folders and select
CleanLink\CleanLink

BN ——

) ‘3 Map Metwork Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drive: [N-‘ '] Browse For Folder

Folder: Select a shared network folder

Example: \\server\share

[¥] Reconnect at logon 4| . CleanLink o
. Bacs
> 4 Cabinets
. Crib Sheets
> g Data
DataZip
. Images

Connect using a different user name.

Connect to a Web site that yvou can ug

|

. Import

. Magic
DA

[ Make New Folder ] [ OK ] [ Cancel ]

raining

Make sure the reconnect on logon is ticked and then select ‘Finish’. This will set
up the mapping and open Windows Explorer in the N: Drive.
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Special Keys

Saves and Exits

Help

Cancel

Delete current line/record
Add Line/record

Pick List, Zoom, Drill Down, more information.

Wide - Shows whole field if truncated.

Range from

Range to

Calendar and Diary

Calculator also Retype and Save Passwords.
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Crib Sheets & Tasks

Basics

e (CleanLink operates in 3 modes:

o Query- View only no amendments.
o Modify — Allows the alteration of an existing record or deletion.
o Create — Adds a new record.

¢ Right Click / b Main Menu saves changes. Close all screens and makes the Main
Menu active.

e If stuck in a screen F2 and Escape. Any changes that have been made to the record will
be lost. Also check the report viewer WnBrowse is CLOSED, it may be minimised and in
the bottom tray.

e At the very bottom of the screen there is a status line, this shows the User, Mode, and
ZOOM'. If Zoom appears a drill down or pick list is available. This is on the F5 key.

e Look for message on bottom line of the screen.

¢ Incremental Search.
e Right Click — [:> ‘Jump to:’
¢ Right Click — [:} ‘Search’

Special Keys:
Esc Saves and Exits.
F1 Help.
F2 Cancel.

F3 Delete current line/record.

F4 Add Line/record.

F5 Pick List, Zoom, Drill Down, and more Information.
F6 Wide - Shows whole field if truncated.

F9 Calendar.

F10 Calculator, also Retype and Save Passwords.
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Payroll Tasks

Adding Staff:
‘Staff > Add’ button.

Staff Qualifications / Notes:
‘Staff > Qualifications’ tab.

Attaching Staff to Sites:
‘Staff > Jobs’ button.
‘Client > Sites > Pay Regular’ button.

Staff Pay Enquiries:
‘Staff > Pay History’ button.
‘Pay > Pay Cycles’ button.

Paysheets:
‘Pay > B. Regular Paysheets’ button.

Starting a Pay Cycle:
‘Pay > Pay Cycles’ button.

Pay Amendments:
‘Pay > Pay Cycles’

Holidays:
During Cycle - ‘Pay > Pay Cycles > F5 on Hours screen’
Before Cycle - ‘Staff > Holidays > Log Holidays’ tab.

SSP, SMP and Attachments:
During Cycle - ‘Pay > Pay Cycles > 2. Pay by Staff’
Before Cycle - ‘Staff > SSP / SMP/ Attachments’ tab.

BACS:
‘Pay > Pay Cycles > 10.Reports > 5.BACS & Cheques’

Payslips:
‘Pay > Pay Cycles > 10.Reports > 6. Payslip’s
‘Staff > Pay History’

PAYE Reports:
‘Pay > Pay Cycles > 10.Reports > 4. 7. & 8’

P45s:
Batch - ‘Pay > G. Pay Reports > C.P45 Printing’
Individual - ‘Staff > P45’

General Pay Reports:
‘Pay > G. Pay Reports’
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Invoice Tasks

Amending Regular (Skeleton) Invoice Lines:
‘Clients > Sites > Invoice Regular’ button.

Report of Regular Invoice Lines:
‘Invoicing > H. Additional Reports > 4.Invoices Due’ button.

Opening an Invoice Cycle:
‘Invoicing > A. Invoice Cycles’ button.

Issue Stores:
‘Stock > A. Issue Stock’ button.

Add Stock to Invoices:
‘Invoicing > A. Invoice Cycles > Select Cycle > Add Stock to Invoices’ button.

Preview Raised Invoice:
‘Invoicing > A. Invoice Cycles > Select Cycle > Preview Invoices’ button.

Complete Invoices:
‘Invoicing > A. Invoice Cycles > Select Cycle > Post /Commit’ button.
This numbers the invoices and allows you to print.

Print Invoices:
Within Cycle - ‘Invoicing > A. Invoice Cycles > Select Cycle > Print’ button.
Batch - ‘Invoicing > F. Batch Print Invoices’ button.
Individually - ‘Clients > Sites > Invoice History’ button, then tag those you require using the
‘Tag’ button.

Create Sage Export:
‘Invoicing > K. Reports > 4 Export to Sage’ button.

One Off Invoice:
‘Invoicing > B. One Off Invoice/Credits’ button.

Credit Notes:
‘Invoicing > B. One Off Invoice/Credits’ button.
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Export to Sage

CleanLink has two Exports, Invoices and Clients. Clients is the Company, Address, Tel, Fax, and Contact
for every client. These Client details will be created in Sage if not already there. It is probably easier to create
and maintain references and client details in CleanLink and before exporting Invoices export Client details.
This way Sage will have all the new clients with matching references.

Export Clients and Invoice from the ‘Invoice > K. Reports > 4. Export to Sage’.

El:reate Sage Export File |

From Document Mumber [F5]I143

To Document Number [F&] 148 Select the From/To
Advanced by pressing [F5].
Sage Department Ma.
jmdvdua Site Analysis

Advanced -Only if
Single Department
required.

Advanced - Select to Use
Site Department
Numbers in Sage.

Importing into Sage

This is a two step routine:

1. From the Sage File menu select Import > Customer Records. Select Run change folders and find
the Exported file Clients.CSV (Check it is the correct date) then press Open.

2. From the Sage File menu select Import > Audit Trail Transactions select Run change folders and
find the Exported file INVOICE.CSV (Check it is the correct date) then press Open.

File Impork |
=l rt Tupe

" Stock Fecords

% Customer ords

" Supplier Recards " Stack Tranzactions

" Mominal Ledger Recaords

= Adit Trail RQECHDQ

Impat File Details | \,\‘@ Close |

Select to Import
Invoices.

Select to Import
Clients.
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When importing Invoices into Sage, Sage first checks the import file and only continues to import if
everything is ok. If one reference is not in Sage or is not an exact match, Sage will reject the whole file.
It's all or nothing.

e If you import the same Invoices into Sage a second time, Sage creates new invoices, so they will be
DUPLICATED.

Clients imported into Sage overwrites whatever is already there, so will not be duplicated.

e CleanLink exports to the same file each time ‘Invoice.csv’ and ‘Clients.csv’ (it deletes the old ones
first). So after every export you must import.

e The default setting only allows you to export an invoice from CleanLink once. If you have lost the

export and need to do it again, tick the box in ‘Setups > 2. Setups & Defaults > External Links > Allow
multi Exports to Sage’. Always go back and untick it afterwards.
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Mobile (PDASs)

Overview

Each Mobile (PDA) is assigned to a specific person. It depends on the persons’ Managerial Hierarchy
which sites and staff are available on their PDA i.e. A division manager will receive all the information
for his division and a Area Manager will receive details of his Sites. Only Staff of Grade 1 — usually
‘Type G - Gen Cleaning Staff’ are sent to the mobile.

A new Mobile device may be with its owner who is not in the office. To obtain a relationship with Base
CleanLink it requests a Link by entering your Company Code and selecting an available (Non Linked)
user, this is normally displayed as the Staff number. From Base CleanLink you then need to ‘Approve
Link’. This creates the relationship between CleanLink Base the Web Server and the Mobile. If you
later want to issue this Mobile to another person Reset it in Base CleanLink and Re-link the Mobile
(see below). Swapping the SIM card has no effect on the link; it is just a means of communication.
The devices internal machine number is used for the Link.

The Site must be present on the Mobile, before other site related items are displayed. The same
applies for Staff. If a new Site is added just send a new Site list.

Lists contain a fairly small number of bytes, but photographs can be large, so the PDA can be set to
Only send photographs when synced to a PC with an internet connection.

Your Server polls the web server every 15 minutes to collect files, likewise when CleanLink Mobile is
running on the PDA. The PDA polls the web server every 15 minutes to exchange files. The Server
can be forced to Get Data, and the PDA can be forced to Send/Receive. Each time files are sent to
the Mobile, they are placed in separate folders. Your server will wait 30 seconds after the last creation
before it sends it to the web server.

Mobile Setup

Set up Server:

1. Run MobileServiceSetup.exe

From within CleanLink:

2. Enter Mobile Code and PIN number.
3. Assign Mobiles to Managers.

On the Mobile (PDA):

4. Install CleanLink Mobile on the PDA / Device.
5. Link Mobile to User.

From within CleanLink:

6. Approve Mobile Links.

7. Export Information to Mobiles.

8. Lists and requests available on the Mobile.
9. Import Information to CleanLink.
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Installation — PC /Server Side

Ensure you are running base CleanLink v 4.17.04f or later.

1. Run CleanLinkMobileServiceSetup.exe
Install the CleanLink Mobile Service on your server or PC, this allows the exchange of files with
the web service. This should be installed on the same computer as CleanLink. There must be an
Internet Connection. It requires Microsoft . NET Framework’ to be present. If not it will install
automatically. Your anti-virus will ask for permission ‘Always Allow’.

We have not registered this program, as we are continually updating, so you may be asked for
permission to run program ‘from unknown publisher’.

This program should be installed in the same folder as CleanLink. On a standalone or the actual
server, the default is probably correct. If installing remotely you may have to change to a mapped
drive i.e. ‘L:\". If you cannot install to the mapped drive install on the server to the CleanLink
folder, then change the MAGIC_LOGICAL_NAMES to the correct mapped drive so it looks
something like: PDADir=L:\Cleanlink\Pda\CleanLinkMobileService\DeviceFiles\

When installed check the service has started by going to ‘Control Panel > Administrative Tools >
Services > CleanLinkMobile’ and if not START the service’.
End of Server side.

From within Base CleanLink
2. Enter Mobile Code and PIN number.

Right Click and go to ‘About CleanLink’ and select ‘Update Mobile’.

[ enter Company Mohbile PIN [(E=

Activation

Company Maobile Code | (L//Enter your Company Code )
and Pin Number.
Enter PIN Mumber | | L
/
"wiipe' Settings .
Enter the number of incorrect

PIN No. attempts attempts, and number of days of

Days of no use. ‘al\:g \LIJVis;;,dafter which the Mobiles
7

2K, | | Cancel |
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3. Assign Mobiles to Managers. From ‘Setups > 4.Divisions’ enter the mobile number against the
Division / Area Manager or Supervisor’. You may also set up ‘All Sites’ by entering them straight in the

‘Mobile’ tab.
Setups T Budgets ]

Mo, |area Mame Stalf W M obile
01 Tory's Ji7 BLAIR TOMNY Mr 1 |
02 Gordon's 3 BROWM Gordon 2

Enter a Mobile Number.
Enter Staff number The Manager YVi” only
direct on to the Mobile receive their Sites.
tab for ‘All Sites".
| E xit | | Add | [relete Superizorns | | Cancel | |Sites.-‘-‘-.ttac:heu:|

On the PDA

4. Install CleanLink Mobile on the PDA / Device. First ensure the PDA is synced to a computer. Install
CleanLink Mobile from www.Cleanlink.co.uk ‘User Area / Mobile’ and select either Mobile 5 or 6. Un-
sync and then re-sync the mobile and follow the on screen PC instructions.

Accept all defaults.

When you re-sync the device, 3 items are installed:

1. .Net CF 2.0. (Already on device if running ‘Windows Mobile 6)

2. Microsoft SQL Mobile. (Already on device if running ‘Windows Mobile 6)

3. CleanLink Mobile — (accept to install from unknown publisher)
It doesn’t matter if CleanLink Mobile is installed on the Device or Storage card. It is said that programs
run faster if installed on the ‘Device’. This has not been tested. After installation the Device will
require restarting.

Install Screens:
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iy

Choose a location to install "Microsoft
MET CF 2.0"

{® Device

() \Storage Card

Space Meeded: 5462 KB
Space Avalable: 15784 KB

v
(Choose a location to instal "Microsoft
SCL Maobile 2005";

{® Device

() \Storage Card

Space Meeded: 1576 KB
Space Available: 12565 KB

i
Choose a location to install “CleanLin
Software Ltd, CleanLinkMotile":

{®) Device

() \Storage Card

Space Meeded: 1071 KB
Space Avalable: 15855 KB

5. Link Mobile to user. The Device must be Synced, and Wi-Fi or GPRS must be available, then, on
the Device start ‘CleanLink Mobile’ by tapping the icon. The screens below will appear. If the icon is
not showing go to ‘Start > Programs’

and Validate.

ie 1
Cient Ref:  |clean1234 | Client Ref: |
i 7
[ valig Enter Password
ke PIM: |**** (4 NumenC)
Confirrn PIM: | ?_Iel’lli?t User and
Enter the Select User: | NG
‘Company
Mobile Code’ Lo

Linking of this device to
Liser 00003 successul.

If the Linking is UNSUCCESSFUL check you have a connection by going to the PDA’s Internet Explorer
and entering www.bbc.co.uk (this site recognizes PDA’s and displays correctly). Try linking without being

synced, or if synched try while synced.

This will send a request to the Head office for a Link, Head Office then needs to Enable the Device by
sending a ‘System Command > Approve Link’. Then the Device is available to Login.

From within Base CleanLink

6. Approve Mobile Link. When the Mobile Device has been linked to a user (see ‘Mobile
Installation — Mobile Side’) there will be a request sent to Base CleanLink, this must be approved
by sending back an ‘Approve Link’. This will ensure that the device is assigned to the correct

person.
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[ Export All Sites to Maobile =]

This Process issues the selected system command.

Use with extreme care

Command

(") Reset Device

After linking the
PDA.

() Bpprove Link,

1 Wipe Mabile

1 Dizable Device

") Enable Device |G AR R

. Clear PDAs InBox, leaves the PDA warking with any Site, Staff
() Clear POy et lists.

E xit ] [ Send Command

7. Export Information to Mobiles. Right Click and go to ‘Mobile’ and select the user from the
‘Select Mobile’ button. Then export the Sites with the ‘All Sites’ button. This exports the user’s
sites to the Mobile. The mobile requires the Sites as a source to display other functions e.g.
Audits. ‘All Staff’ button will export all the Staff on Regular Pay for the users’ sites.

Clients |  Staff

Stock | Invoicing | Pay IEorkSheel |I]uglily [erll Contacts | BQuery |

Exparts Irnparts

1 - BLAIR TONY

Select the Log of Sent items.
individual Mobile.

Site Request | Site Requests. _ Polls the Web Sever for any
- oot Dlaia outstanding data, takes 30 secs.
Site Audit Site Audits.

View and Process the imported data
Site Stock Stock Lists. eceed ala currently held in the working file.

Lists to send to
Mobile.
or Display the location of Mobile's.

Select Mobile | Selec

Site exports for selected mobile:

All Sites Sites.

Site Contracts | Contr

Site Staff Staff at Site.

Site Machinery | Site Machinery.

Staff ewports for selected mobils; Conbols
All Staff ALL staff. New Staff Form | Set up the New Employer Form.
Staff request Staff Requests. Maintain Mobile Parameters
) Creates a system command to
Send Al All the abave. Riem Comnads control the selected Mobile.
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8. Lists and requests available on the Mobile:

All Sites — Sites the user looks after. The Site must be on the Mobile for other lists i.e. Stock,
Machinery to be displayed on the PDA

Site Requests — Ad hoc requests

Site Audit — Ad Hoc Audits automated by QC Cycles

Site Stock — List of Stock available for EACH Site ‘Client > Site > Stock List’ button.

Site Contracts — Contracted Hours for the site

Site Staff — Staff on Regular Pay with Hours, Rates and Holidays Taken/Accrued

Site Machinery — Machines on Site

All Staff — Name, Address, and Tel. for managed Sites, and optional Photo.

Staff Requests — Ad Hoc Staff requests

New Staff Form — A Staff Starter form. This can be customized, and is sent to all Mobiles

9. Import Information to CleanLink. The ‘Get Data’ button imports any information into a
temporary file to await processing. The ‘Received Data’ button shows the data received.
Changes can be made and decide whether to process into CleanLink. The GPS Locator
shows the position of the PDA at a given time.

The Received Data Screen:

[7] Select Imports to Process £
Function |Heference |HECV- Date  |Cliart/Staff Request Process
System Commanc 2 BLAIR TOMY RequestLink -
Site Worksheets  Incoming LERDOIDO0Z  LERWICK, INFO 1911707 20:43. washed kitchen walls,
Site Audit 537 AT MAPO010001 &PLE GREEN CO
SiteRequest  Incoming TUADI000 TUX LIGHTING Site update 26/11/07 0345,

Inzoming ABBOOTOO0Z ABBOTTS Stores Qrder 19/11/07 20:45, P |

Inzoming SMITH John \/
Tick wanted items

and press the
‘Process’ OR
process Stores’
button to update
CleanLink.

m

Process the ticked
itamg

Exit H Wigw/Modify ‘ Process ‘ Process Stores Discard

View the details.

Delete unwanted

imports.
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View/Modify screen:
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Esite Information for 503 ﬂ

Received Data N CleanLink Current

Site Mame M Foole Shop

Address 56 walace Road 56 'walace Road
Foole — )
Doreat From the PDA. CleanLink’s

current data.

EM7 SN BM7 9N

Telephane  |01234-56789 0123456783

Contact b argret 'worthy I argret ‘warthy

Stores

Rubbish

Cleaning Tirme {10-124M T0-1240

Cleaning Days {MonT uetwedT huFri tonT ugw'edT huFri

Wwashing 0 0

Fiate 1 0 0.00

Rate 2 0 0.00

Fate 3 0 0.00

Emr MName [aidrey

Emr Tel 1 7722987644 *KAnything in RED has been

Emr Mob | changed by the PDA. You

Ermr Mame can change it here before

Ernr Tel 2 updating CleanLink.

Emr tob 2

E xit Audit Dretails Fied = Data haz been modified.

Using CleanLink Mobile on the Device (PDA)

The PDA / Smartphone device transfers files to/from CleanLink Base (the Head Office where the normal

CleanLink system is installed) in 3 ways:

A. Docking with any Internet connected PC (Microsoft ActiveSync on your home PC).
B. Wi-Fi either to your PC or from a Hotspot.
C. GPRS system via a SIM card (telephone).
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By default pictures are only Sent / Received by
WI-Fi or Docking. To include pictures while

"

Photos are the largest items transferred
to/from the phane. ‘Yaou can restrick phata
transfer so that it does not use wour

data connection:

@ Always bransfer (use phone connection)
O Cnly kransfer when connected bo a PiC

Phokos can be automatically resized so that

roaming, set the device to ‘Always transfer (use
phone connection)’ from ‘Menu > Options’.

Options

\?

For the best photo quality, select ‘Original Size’.
Other settings will degrade quality.

they are smaller and cost less ta transfer, Start and stop GPS tracking. (For PDA’s with
Use this photo size: / GPS). When tracking shows Lat/Long position.

|Original size

QPS5 Status:
> GES Time: 0771LF07 14:04:33%

This will wipe all data, to enable a re-link. Typical
use would be to change user of the device.

A

L

/\

With a SIM card, and CleanLink Mobile running, the Device will contact the Web Service every 15 minutes,
to Send and Receive any files that need transferring. A Send/Receive can also be forced from the Menu.

After a short period of no activity CleanLink Mobile will go back to the PIN number screen, but continue to
poll the Web Server.

Sites must be on The Device to display other functions e.g. Quality Audits, and Staff to display Staff
functions. The Site must be on the PDA before an Audit will appear in the Inbox.

The only way to receive a Site is to export ALL the Sites for the user from CleanLink Base. If a new Site is
added just send a new ‘All Sites’ list. The same process goes for Staff.

The functions available are:

Sites — List of sites with information.

Staff — List of Staff who are on Regular Pay for the above Sites.

Quality Audits — Audits sent from CleanLink Base.

Site Requests — Request for action/information sent from CleanLink base.

Staff Requests — Request for action/information from CleanLink base.

Site Create Task — A PDA initiated action/information to be sent to CleanLink Base.
Staff Create Task - A PDA initiated action/information to be sent to CleanLink Base.
Work Sheets - Sent from CleanLink base.

Work Sheets - PDA initiated Work Sheet to be sent to CleanLink Base.

Contracted Hours.

Staff on Site.

Machinery on Site.

Stores Ordering.

The CleanLink data held on the Device will be wiped if:
A. The PIN number is entered incorrectly the preset number of times.
B. CleanLink Mobile on the Device has not been used for the preset number of days.
C. CleanLink Base sends instruction to ‘Wipe Mobile’.
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Should this happen accidentally, to reactivate the device you need to:

1.

‘Reset’ the Device from CleanLink Base.

2. Re Link the device, by entering Company Code.

3.

‘Approve’ the Link request from CleanLink Base.

4. Export Sites and Staff from CleanLink Base.

Menus

CleanLink Mobile opens displaying the Inbox. Simply select any item.

The ‘Menu’ in the bottom right hand corner is explained below.

‘Tap and Hold’ any item to show a sub menu.

In the Outbox if you ‘Tap and Hold’ there is the option to ‘Unsend Task’, putting it back in the Inbox

further editing.

Menu options

for

SRR :]

= 1 The C

=\ Drake
=y S Vancoy

=
i&
EFreednm
== 1 Charlotte 5

=\ Freds Cafe
== 55 Beaucha

ol

":__T.. General M
61 Parkway,

i

=\ Grand Yerr
== 1753 Camder

Yiew Site
Create Update

Create Stores Order
Create Worksheet

dd Mew Sta

Inbox
Outbox
v Sites
taff

Send/Receive

/

/

Opens a Task in the Inbox. You can tap
the item directly from the Inbox.

Displays the relevant data on the main

different lists.

>

screen. This is the only place to select the

_

;:es a Send/Receive.

ﬂange PIN number.

Change PIN...

=
=) Lew Options...
Bavnd
Lew Status

| 143 Charinn d

| =rgqLm

Menu Af\

Options - see screen shot above.
Status check the PDA is
communicating correctly.
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PDA Tasks

Set up Users: ‘Setups > 4.Divisions’.

Status of PDA: ‘PDA CleanLink > Menu > Synchronization > Options’.

Sending data to PDA: ‘Right Click > Mobile > Select Mobile’.

Receiving Data from the PDA: ‘Right Click > Mobile > Select Mobile > Import Data’.

Photos: By default pictures are only Sent / Received by WI-Fi or Docking. To include pictures while
roaming, set the device to ‘Always transfer (use phone connection)’, from the PDA’s ‘CleanLink > Menu >
Synchronization > Options’

Resetting a Wiped PDA:
1. ‘Reset’ the PDA/Device from CleanLink Base.
2. Re Link the PDA/device, by entering Company Code on the PDA.
3. ‘Approve’ the Link request from CleanLink Base.
4. Export Sites and Staff from CleanLink Base.

Clear PDA and link to a new manager: (deletes all data on PDA) from the ‘PDA CleanLink > Menu >
Synchronization > Options > Link Device'.

This will require an Approve Link from base CleanLink: ‘Right Click > Mobile > Select Mobile > System
Command > Approve Link’.

The PDA must have Sites to be able to provide Site functions,
and Staff to provide Staff functions.
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Set up New PDA

1. Set up User on base CleanlLink: ‘Setups > 4.Divisions'.

2. Linking PDA: 'Start CleanLink on the PDA’.

e I
Client Ref: h==a Client Ref: | |
[Wataate |
e PIMN: | |
Confirn PIMN: [+++* \L\/
Select User | Enter Password

Enter the T (4 Numeric).
‘Company Linking of this device to Select User and
Mobile Code’ sueeessl ‘Link’.

and Validate.

This will send a request to the Head office for a Link.

3. Approve Link on base CleanLink: ‘Right Click > Mobile > Select Mobile > System
Command > Approve Link’.

4. Send Sites and Staff to PDA: 'Right Click > Mobile > Select Mobile > Send Sites / Send
Staff’.

Mobile Common Errors

Problem Error messages:
‘Error occurred while contacting web server. ‘Device status unavailable’
‘Action cannot be performed at this time. Please try later.’

Answer The PDA is not communicating.
Check the PDA is communicating by opening a web address on the PDA through Internet
Explorer. Try ‘www.bbc.co.uk’. If you reach the BBC web site the PDA is communicating.
Retry CleanLink.

If you get the message: ‘Page cannot be found. Check the name and try again’ your PDA is
not communicating.

If you are connected through Active Sync, disconnect and try through the SIM card. If you are
trying through the SIM card, check Active Sync is not running. (Start > settings > system
>memory>running programs).

Problem Files are not flowing.

Answer a. Check status of the PDA from ‘Menu > Synchronisation > Status’
b. The PDA requires a ‘Link Approved'.
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The local server/PC that’s running the CleanLink Windows Service is looking at a different
folder to the Base CleanLink.

Where are the Base CleanLink files being produced?
If they are not disappearing in 30sec the Windows Service is looking at a
different folder.

Check the folders are correct. From Base CleanLink ‘Right Click > Mobile > Select Mobile
(any will do) > Help’ at the bottom it will show the folder paths. (See image below). It is not

unusual on initial setup to get these wrong.

"
I¥ Klfyou are using a Server )

Error Mesages:
‘Action cannot be performed at this time. Flease try later. th.ese mUSt.be a Mapped
drive letter i.e.

'Error occurred while contacting web server. Dewvice status unawail
L:\ NOT C:\

Problem:
The Pda is not communicating

1 These two lines

Answer:
Canfirm the Pda is communicating by opening a web address an the should be the same
Internet Explorer, try e blbc.co.uk! (this site recognises mohile = up to the end of
correctly). If the you getthis message: 'Page cannot be found ame R R
\DeviceFiles\

and try again' vour Pda is not communicating. Try Active S

-\

Problem:
Files are not flowing.

Answer:
Check the status of the PDA from
Most probably the Pda requir
The local serverfPC that,
different folder to the
wwhere are the B
in 30secthe

kohbile: MG mobile selected
Service: chcleanlinkiPdalCleanLinkkobileServicelDeviceFilesh,

Synchronisation > Status'.

ing the CleanLink Windows Service is looking at a
CleanLink.

leanLink files being produced? Ifthey are not disapp
dows Service is looking at a diferent folder.

Close |
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