CleanLink Site Manager Changes for V5.04.039

Changes

1) QC Detailed Audit Report - The option to select a form type has
been added.

2) Backups - When using the option that allows you to choose which
files to backup, the previous option that allowed automatic
selections of files ‘Modified from this date’ has been improved - it is
now ‘Modified since date & time’. This option defaults to the date &
time of the last backup which makes it easy to do a backup of
everything that has changed since the last backup was done.

Fixes

1) Mobiles - New Staff Import - The payslip delivery method is now
set to the system default when creating the staff record.

2) Timesheets - Exports to Spreadsheet - Multi-tab. The problem with
the odd tab not being correctly named has been fixed.

3) QC Report Visits - The problem with not selecting a single form
type has been fixed.

4) QC Export to mobiles - The problems with the audit items
disappearing on the mobile has been fixed. This fix has resulted in
the temporary removal of the ‘send latest site information’ option.
If you normally select this, it would be better to use the ‘send all’
option on the mobile menu before exporting the Audits.

5) Payslips - Previously, if someone with a Student loan also had an
Attachment of earnings order, the student loan could appear twice
on the A4 payslips type. This has been fixed.



6) Pensions - Opt outs / Opt ins: Previously, if someone who had
opted out of a workplace pension was subsequently opted back in
again, the system would not respond automatically to the newer
opting back in request. This has been fixed.

7) Backups - Previously, any changes to the backup location that
were made via this screen were not retained. This has been fixed.

CleanLink Site Manager Changes for V5.04.038

NOTE — HMRC has started to issue NI codes with a KC prefix. This is a new code. You will need to add

this to your NI Prefix table. This can be done by selecting >Setups, >19.Paye, NI & Staff Setups. >NI
Prefixes. To add a record you will need to enter Ctrl M, then F4 to add. Enter KC then Exit.

Changes

1) Invoice Production — The In Cycle invoicing has been modified to
allow staged invoicing within a cycle. Invoices can be marked as
hold and released in stages. For more information see the [F1] help,
Invoice, Regular Invoicing, Invoicing in Stages section).

2) EPS Report - a new report that can be found on the Pay, In year
movements menu. This report will list the data transfer to HMRC for
the selected tax year.

3) Multi-page Spreadsheet Timesheets — The spreadsheet
timesheet export/import programs have been modified to allow all
sites for an area manager to be in one spreadsheet as different
books. The option to the name the books (or individual
spreadsheets) by site search name as opposed to site number has
been added. There are no visible changes to the import routine to
process this format of spreadsheet.

4) Mobile Timesheets (out) — The creation of the XML’s sent to the
mobiles has been added to the Regular Timesheets program. This is
initiated by selecting mobile export on the new layout for this
program.
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As each week is sent separately to a mobile you will also need to
select the week you want to send. For monthly sheets this can be
between 1 and 6, for weekly sheets it is limited to the number of
weeks in the cycle.

Before using this you will need to mark the pay items you want to
be available on the mobile. This is done using Setups, Payroll Cycle,
Pay items and has to be done for each cycle. NOTE there is only one
pay item file held on the mobile which is not pay cycle dependant.
Therefore it is necessary to ensure that the items you want
available are common across all pay cycles.

5) Mobile Timesheets (in) — Timesheets from mobiles are

transferred using the same process as other information from the
mobiles. To import them into Site Manager it is necessary to use the
‘Received Data’ option on the mobile menu. Once imported the
timesheets will not be viewable from this screen. To view them you
will need to select either the ‘Timesheets Processing’ option on the
Pay menu or if you are also using the Ezi-tracker interface the view
data option on the Ezi-tracker menu. More information on this
process can be found at ..........



6) Forms to Portal — A new field has been added to the forms screen
if the portal is available. This allows specific form to be directed to
different folders on the Portal. If the field is blank the forms will go
to the Audit folder as present.

a5 Forms Set Up 22

Code Description Destination (0=5ite, 1=5taff)  Poral Destination Folder
Mew Staff 1
Site review 0
Staff Review 1
Job Induction &Training 1
Photo Testing 1]
Selection Photo 0

Folder 1
Folder 2
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Euit H Muodify || Add || Delete H Question Clauses Send Form

7) Pensions - Cyclical Automatic re-enrolment. You must re-enrol
eligible jobholders into an automatic enrolment pension scheme if
they’re not already active members of one, every three years after
your staging date.

Cleanlink will now automatically re-assess this for you and if
necessary, re-enrol those workers meeting the eligible jobholder
criteria, back into pension saving. More details on Cyclical
Automatic re-enrolment and employers’ duties can be found here.

To ensure Cleanlink operates according to your needs, you should
review the following 2 screens and make adjustments as necessary:

15t — Verify that the next cyclical automatic re-enrolment date is
entered correctly: See...

Setups -> 18. PAYE, NI & Staff Setups -> Workplace
Pensions Parameters


http://www.thepensionsregulator.gov.uk/en/employers/automatic-re-enrolment.aspx

2nd — Decide whether you wish to auto re-enrol workers back into
the original scheme that they were previously in, or whether to use
the current default scheme for the worker’s cycle:

o

Staging Date (01092013

Mead cyclical automatic re-enrolment date 01/08/2016

For re-enrolment, use the orginal pension scheme instead of the cument default for the worcer's cycle?

lUse DB/Hybrid Transitional Pefod? [ End of DB Transition |30/09/2017
Effective From Employes’s Contribution % Employer's Contribution % Total Contribution %
06/04,/2013 | 1.00% 1.00% 2.00%

Mext Cyclical Automatic Re-enrolment Date

The first step for cyclical re-enrolment is to choose a cyclical
automatic re-enrolment date. This is the date an employer needs to
assess whether to re-enrol certain workers.

The employer can choose only one cyclical automatic re-enrolment
date for the assessment of their workers. This date must fall within
three calendar months before or three calendar months after the
third anniversary of the employer's

staging date.

Thresholds Maodify Cancel Ext

CL Workplace Pensions (Global) Parameters @

-

3rd - Decide whether or not you wish to auto re-enrol workers who
have only ceased being members within the last 12 months: See...

Setups -> 18. PAYE, NI & Staff Setups -> Pension Schemes -
> Schemes



CL Maintain (3w

TPP Pension Schemes

SR = Pension Type |‘.".n'u:|rk|:ulace Pension ﬂ
17345 Scheme MName |The People’s Pension
Worker Group |The People’s Pension
Payment Source |
Defautt Worker P/Pone Days IE @ 'EI @ Contractbased scheme? [

Calculstion Basis |Qual'rh'ing eamings
Employer's Contribution %
Employes

-

1.00%  Pension Relief A Source® 20.00%

2.0

Re-enrol workers who stopped their pension within 12 months of automatic cyclical re-
enrolment?

An employer may choose whether to automatically re-enral any eligible jobholder who:

+ opted out or ceased active membership of a qualifying scheme [or a scheme that would have been a qualifying
scheme] at their own request within the 12 months befare the automatic re-enrolment date

+ was paid a winding up lump sum within the 12 months before the automatic re-enrolment date whilst in
employment with the employer and then during the 12 month period that started on the date the winding up
lump sum payment was made:

- ceased employment and

-was subsequently re-employed by the same employer

+ has given in their notice to end their employment [resignation

or retirement] or been given notice of dismissal by the employer

+ has Primary, Enhanced, Fixed or Individual protection from tax charges on their pension savings

+ holds the office of director with the employer

« is a partner in a Limited Liability Partnership which is the employer, and is not treated for income tax purposes as

Add

Delete | Modify ‘ Exit

Salary Sacrfice [needs Employee approval) [ Gross Deduction? N

m

-

Once you have ensured your Setups are correct, then Cyclical
automatic re-enrolment will operate without further intervention.
When the Cyclical auto re-enrolment date occurs in a Pay Cycle that
is being calculated, previous eligible jobholders who opted out or
ended their pension saving will be automatically re-enrolled, if they
are an eligible jobholder in the period in which the cyclical re-
enrolment date occurs.

8) Pensions - Periodic export files. The naming of the export files has
been changed to enable better identification of files pertaining to
particular schemes and periods and to prevent users either
overwriting each other’s files or not actually creating a file when a
file of the same name was already open (in Excel for example). The
new file names will include the Pension Scheme, Worker group,




Payroll, Calendar Year & Period, the computer user’s username
together with the date and time of file creation.

9) Browse Calculation Screen - This has been modified to show
Salary Sacrifice.

10) PAYE Period Report — This has been modified to show Salary
Sacrifice.

11) Staff Report — This has been modified to include a Tax Regime
option.

12) Staff Update from Mobile - This process has been modified to
include changes to bank details received from mobiles. Note - if the
fields are blank the existing staff data is not over written, therefore
if you do not want to apply certain changes sent from a mobile,
clear those fields.

13) Reset Pay Cycle - The option to delete holidays for the period
being reset has been added. This is particularly useful when
electronic timesheets are in use.

14) Backups - The interface has been revamped to enable better
control over what specifically is backed-up (including whether or not
to back up static settings & the Cleanlink program itself) and to
(optionally) exit the system after a backup has completed.



€L Backup CleanLink Data

Company ACME Cleaning Company plc

Principle data directory for this company N-\Data\Data\

Path to backup location - [F5] to search | Z\
Allow me to choose which files to backup? W
Backup data only (not settings or programs)? [
Exit System afterwards? v

MNote about this backup (optional) ‘ End of day: Tuesday
Exit
Backup Log

Action Location Date |'I"|n'|e | Made By | Mote File Mame | -
Backup z D8/08/16 173 James End of day: Monday ZNCL1608081732.ZIP |
Backup z 08,0816 15:63 James Before changing pay rates ZMCL1608081554 ZIP
Backup z 08,0816 12:36 Beatrice Before leavers & new starters ZMCL1608081237 ZIP
Backup z 05/08/16 1715 Bianca End of day: Friday ZNCL1608051716.2IF
Backup z 05/08/16  15:44 Viola Before calc ZNCL1608051545.ZIP —
Backup z 04/08/16 1719 Jack End of day: Thursday ZMNCL1608041720.ZIP 3
Backup z 04,0816 11:25 Viola Before timesheet import ZMCL1608041126.ZIP
Backup Z 03,0816 17:09 Mustapha End of day: Wednesday ZMCL1608031710.2ZIP
Backup z 02/08/16  16:59 Peter End of day: Tuesday ZMNCL1608021700.2IP
Backup z 02/08/16 13:59 Viola Before opening monthly cycle ZMNCL1608021400.21P
Backup Z 0/08ne 1707 Lucy End of day: Monday ZMNCL1608011708.2ZIF -

New options include:
Allow me to choose which files to backup?

Selecting this option will bring up the following screen when
you press the Backup button:




CL Select files for backup

Total Files 4707

Selected Files: 4707

C:\Cleanhink\Settings\V2500\usr_sia.eng o 0Kb [10/12/2014
C:\Cleanlink\Settings\V2500\usr_std.eng 19Kb 19/11/2014
MG [=anlink|Settings\V2500\usr_dev.eng SKb 18/01/2016
C:\CleSiglink\Settings\V2500\test bt 0Kb 20/06/2016
C:\CleanlinkWigttings\v2500\progressCircle.gif 3Kb 13/08/2012
C:\Cleanlink\Se il 2500\ irmark.bd 0Kb 04/05/2016
C:\Cleanlink\Settings\V2g0\hash.bxt 0Kb 27/05/2016
C:\Cleanlink\Settings'\V2500 Wy . gif 303 Kb 20/08/2015
C:\Cleanlink\Settings\W2500\nt_miSigeng 19Kb 13/02/2015
C:\Cleanlink\Settings\V2500\int_mteng 40Kb 12/08/2015
C:\Cleanlink\Settings\v2500\file XML 3216 Kb 04/05/2016
C:\Cleanlink\Settings\W2500\clr_mteng 41Kb 24/03/2006
C:\Cleanlink\Settings\V2500\ajax.gif 12Kb 20/08/2015
C:\Cleanlink\Settings\v2500\act_rmteng 23 Kb 08/08/2014
C:\Cleanlink\Settings\V2500\act_dev.eng 23 Kb 04/08/2014
C:\Cleanlink\Settings\v2500\YellowDot bmp 7Kb 09/04/2007
C:\Cleanlink\Settings\V2500\ Thumbs.db 46 Kb 24/03/2016
C:\Cleanlink\Settings\v2500\Star bmp 3Kb 10/06/2007
C:\Cleanlink\Settings\V2500\S T OP.EMP 2Kb 02/01/2003
C:\Cleanlink\Settings|\V2500\55LSha256.exe 47Kb 09/04/2013
C:\Cleanlink\Settings\V2500\SSLFast Exe 58 Kb 24/07/2014
C:\Cleanlink\Settings\V2500\SHg BMP 1Kb 11/08/1997
C:\Cleanlink\SettingstV; ~ights1.jg RKb 05/07/2005
C\Cleanlink\Sefg@®V2500\Re d@Tbmp 7 KW09/04/2007

T
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Manual | None Modffied today Modffied this week

Modffied from this date 02/072018

21:38:24
15:59:06
17.10:38
12:07:25
15:18:06
15:58:45
11:48:51
00:03:47
135751
14:28:09
15:03:31
11:30:08
00:11:45
11:07:0
14:55:65
13:40:42
11:2317
12:14:58
16:28:44
17:16:50
11:48:52
21:36:50
08:44:50
13:39:50

m

Backup

Each column is sortable (by clicking on it). It works as a toggle, so
each click will alternate the sort from (say) lowest-to-highest or

highest-to-lowest.

The buttons on the bottom are to enable easy selections. A red line
shown underneath a button is there to make it clear which choice is

currently in use.

All: This will ‘tick' all of the files so they are selected for backup

Manual: If you change any of the ticked boxes yourself, this button
will become active - denoting that you are manually choosing which

files are to be backed up. Note, pressing this button in itself does
not make any changes to the files previously checked for backup,

but again, it denotes that manual changes may be made.

None: This will uncheck everything. Very handy if you want to have

a clean slate before making some subsequent manual selections.
Use this in conjunction with the sortable columns to help you find

what you wish to backup.

Modified today: This will auto-select only those files that have

been changed today. Note, you may need to toggle on the ‘Back me




up’ column after using this button, so that the files selected appear
at the top of the list.

Modified this week: This will auto-select only those files that have
been changed in the last 7 days. Note, you may need to toggle on
the ‘Back me up’ column after using this button, so that the files
selected appear at the top of the list.

Modified from this date: This will auto-select only those files that
have been changed from the date shown to the right. You can
change this date as required, and your choice will affect the display
immediately after you move off the date field. Note, you may need
to toggle on the '‘Back me up’ column after using this button / date
field, so that the files selected appear at the top of the list.

These new features will allow you to introduce a smarter & faster
backup strategy / regime into your regular processes by enabling
you to more easily implement full, incremental & differential policies
for backups should you wish to do so. Please note however that
Cleanlink will perform the backup according to your choices but it
does not ‘know’ what your strategy is and thus it is still for the
users to annotate and store their backups in a way that is
meaningful, such that restores can be carried out in a sensible way.

Finally, support has also been added to enable backups to be
carried out on 32 bit as well as 64 bit versions of Microsoft™
Windows™ operating systems. Please note however, that 32 bit
systems are more limited than 64 bit systems in their ability to
handle very large files so you should take this into account and
avoid using 32 bit systems if you believe you data volumes may
mean you are affected by such limits. More information on this can
be found here

Fixes

1) NIable pay / Taxable pay - Previously, if someone with a non-
workplace, non-qualifying pension scheme was subsequently opted
out of workplace pensions (to prevent them paying into both
schemes), then - in the period that any opt-out refund was
determined, the NIable pay was set (in that period alone), to be the
same value as the Taxable pay. If the remaining pension deduction
was of a type that reduced gross pay before tax (giving tax relief on


https://en.wikipedia.org/wiki/2_GB_limit

the contributions), then the effect would be to also give NI relief on
that period’s contributions too, resulting in a reduced NI
contribution in that period.

2) Pensions — Better warnings when adding someone to a pension to
avoid some common errors regarding TUPE'd workers.

3) Pensions - Periodic Member Enrolment extract files (e.g.
NEST_ME.csv file). Previously, workers who were TUPE'd into the
pension scheme (Contractual enrolment rather than Auto-
enrolment) - these workers were being output to the Member
Enrolment (ME) file each period instead of just once in the period
that they were Contractually enrolled. This has been fixed.

4) Pensions - Periodic Contributions files (e.g. NEST_CS.csv).
Previously, leavers could be repeatedly output to the file rather than
just once (for the period that they left in). This has been fixed.

5) Pensions - The problem with Salary Sacrificed contributions not
reducing Gross Pay upon calculation has been fixed.

6) Mobile Forms - The problem with the photo’s being duplicated has
been fixed.

7) Student Loans - The problem with the stop date being ignored on
student loans has been fixed

8) Staff Reviews - View Details has been amended to allow parking
on comments and the use of F6 to display long comments

9) Payslips — The problem whereby the Net Pay shown on the A4
printed payslip was incorrect when pension deductions were taken
from Gross Pay has been fixed.

10) Holidays Taken Report — The problem with the accrued figure
not including any brought forward balance has been fixed.



Additional release notifications for v5.04.038

Pensions: Previous Opt-Outs & re-enrolment.

In accord with updated guidance from the Pensions Regulator (available here), we have changed the
way that Opt-Outs are assessed to provide better assurance that they are ‘Valid’ Opt-Outs.

The relevant section of the updated guidance is copied below for your convenience.

'

When a jobholder can opt out

10. Before a jobholder can choose to opt out of pension scheme
membership, they must:

*  have become an active member of the pension scheme under
the automatic enrolment or opt-in provisions, and

*  have been given the enrolment information from their
employer.

11. The latter is important to ensure the jobholder will have been
provided with sufficient information about the effect of the
enrolment, so they can make an informed choice about whether to
opt out.

”»

To ensure better compliance with this guidance, Cleanlink Site Manager will no longer allow previous
Opt-Outs (or otherwise ‘ended’ pensions) to continue to prevent automatic enrolment into a
workplace pension, where such opt-outs or ended pensions were effected solely via an ‘Assessment’
record. This is because these records are not indicative of any actual active membership of any ‘real’
pension scheme.

The effect of this change will be that some previously opted-out workers or workers who have
otherwise ended their pension savings, will become enrolled (because Cleanlink Site Manager has no
valid record of them ever opting-out or otherwise ending their membership of a ‘real’ scheme).

If — following enrolment, such workers subsequently wish to genuinely Opt-Out or otherwise end
their pension saving, they may of course do so - by following the prescribed methods as notified to
them when they actually achieve active membership of the scheme.


http://www.thepensionsregulator.gov.uk/docs/detailed-guidance-7.pdf

* Important: Data take-on situations
Please note: If you have enrolled sections of your workforce into workplace pensions in a past data
take on situation, then there may be situations where Cleanlink Site Manager will only have an
‘Assessment’ record to denote those workers who opted out of pensions (perhaps before you were
even using Cleanlink Site Manager) — and, as explained above, such Opt-Outs will no longer be valid.

In most cases the number of workers affected is likely to be quite small and the best option may be
to simply accept that they may become enrolled again - particularly if you are already nearing your 3
yearly cyclical automatic re-enrolment date which involves a mandatory re-enrolment of opted-out
workers in any case; but if you are unsure or require further assistance, please contact support in
the usual way.

CleanLink Site Manager Changes for V5.04.037.2

Changes

1. Attachments - Attachment Types - Following the addition of the
‘Banded’ attachment a further attachment has been added. This is
called a DWP type. The difference between this and a variable
payment is that a variable payment deducts 50% of the upper band
whereas the DWP payment upper band deducts a percentage of the
whole earnings.

2. Stock Report — The option to create a CSV file for the Un-invoiced
report has been added.

3. PAYE Period Report — The alternating line shading introduced in
v5.04.037 to enable easier reading across the rows of this report,
has been made optional as per each logged-in user’s pc. The
shading has also been slightly lightened to aid legibility.

4. Payslips — The A4 printed payslip has been amended to display
Taxable & NI-able gross pay values.

Fixes

1. Student Loans - The occasional problem with student loans being
incorrectly deducted has been fixed.



2. Timesheet Import — The problem with Absences not being added
has been fixed

3. Staff Check - This no longer reports on in-active sites

4. Pensions — The YTD values were not reset at the commencement
of the 2016/17 tax year. This has been fixed and the YTD’s
recalculated.

5. EPS - The problem with some Cycles’ periods not being included in
the correct HMRC period has been resolved.

6. GPS - The problem whereby the Google map was not showing the
labelling of the mobile users and was defaulting to a London
location rather than the actual location of the mobile has been
resolved.

CleanLink Site Manager Changes for V5.04.037.1

Fixes

1) PAYE/NI Tables - For multi-company installations, these tables
should have been coped to each company, but sometimes were not.
This has been fixed.

NOTE - When updating to this version the 5 tables are copied to
each company as set in the parameter files. The old ones are
renamed by appending 2015.1 to the end, for example
SPARAMS2015.1

This is in case you have your tables set differently in any of your
other companies, in which case their old versions will not be lost.

2) NI Tables - The parameters for weekly ST and PT earnings
thresholds may have become transposed. This has been fixed.



Changes

1) PAYE Period Report — The alternating line shading introduced
in v5.04.037 to enable easier reading across the rows of this
report, has been slightly lightened to aid printed legibility.



CleanLink Site Manager Changes for V5.04.037

Changes

1) Attachments

a) Attachment Types - A new type, "Banded” has been added.
The details of how a typical one of these should be set up is in
Appendix 1, and is also shown in the Site Manager User Guide.

b) Attachment End date - A new field has been added “End date”
if this is set then the deduction of the attachment, regardless of
the outstanding payment, will be stopped.

c) Employers Attachment Fee - The option to add an attachment
fee has been added.

d) Pay to Nominal Codes - An extra default has been added for
the Employers Attachment Fees.

2) PAYE/NI Tables - These have been updated for 2016 including
the addition of a Scottish rate table and the second student loan.

NOTE - When updating to this version the 5 tables are copied to
each company as set in the parameter files. The old ones are
renamed by appending 2015 to the end, for example
SPARAMS2015. This is in case you have your tables set differently
in any of your Companies.

3) Workplace Pensions Thresholds Tables — These have been
updated for 2016. Please note, it is likely that you will need to
amend the “Effective From” dates for each Pay Frequency that
applies to you, to properly reflect the Start Date of the
corresponding Pay Cycle(s). Please refer to the ‘Cleanlink Payroll
Year End 2015-2016" document for details.

4) Workplace Pensions NMW /NLW values - For those Staff whose
Workplace Pension contributions are deducted under a Salary
Sacrifice arrangement, the new NLW rate for workers 25 and over
will be used from 1/4/16 along with the new Tax Regime setting
(rather than the postcode as previous), to determine the suitability
or otherwise of using Salary Sacrifice.



5) Student Loan - Student Loan Plan 2 has been added. This is
activated by selecting Attachment code 98. Note as the P45 does
not include a plan type this needs to be manually set when creating
staff. (See HMRC website https://www.gov.uk/new-
employee/student-loans as a starting point or
https://www.gov.uk/government/publications/paye-starter-
checklist).

6) Time Sheets - Standard Excel Format

a) Creation — When creating Excel Spreadsheets two extra tick
boxes have been added: Include Line for Overtime and Include
Line for Extras. Only one of these can be selected. The affect is
that an extra line is allowed for each staff record. The correct
template must be used for these selections.

b) Import - There are several extra features been added to this:

i) Include Overtime — When selected the extra line
containing overtime pay rate and hours is imported.

ii) Include Extras — When selected the extras payment
codes and value are imported from the time sheet. Note if
the payment code is not found and message is added to
the log file.

ili) Pay Holidays when not enough Accrued - When
selected holidays entered on the time sheet are paid
regardless of how much has been accrued. A message is
added to the log file if there was insufficient accrued.

iv) Absence records - If an absence record already exists for a
date entered on the time sheet, no action is taken other than to
record this in the log.

7) Reports — Several reports have had extra selection options or
fields added to the CSV export. These are:

a) Ezi-tracker Report — The option to sort into site or staff order
has been added.


https://www.gov.uk/new-employee/student-loans
https://www.gov.uk/new-employee/student-loans
https://www.gov.uk/government/publications/paye-starter-checklist
https://www.gov.uk/government/publications/paye-starter-checklist

b) Client Listing — The email address has been added to the CSV
export.

c) Site Address Report — The email address has been added to
the CSV export.

d) Hours Paid Report - The Client and Site have been added to
the CSV export.

e) Outstanding Orders Report — The supplier code and
description have been added to the CSV export.

f) Bradford Factor Report — The Area and site codes have been
added to the CSV export.

g) Period PAYE Report — This has been amended to display and
use Gross, Taxable Gross and NIable Gross values to reduce the
incidence of flagging of false imbalances, for instance where
Employee Pensions contributions are deducted from Taxable
Gross.

8) Invoicing — Manual addresses — When adding a manual address
the option to copy either the client or site address has been added.
If this is a multi-site Invoice then a prompt to select the site is
issued.

9) Regular Pay Rebuild - This has been modified to re-create the
hours worked from the Regular Hours screen for hourly paid staff.
For fixed paid staff the hours are set to those manually entered on
the record.

10) Staff; SMP - If a leaving date has been entered, it is now
possible to remove it, providing the number of payments made does
not equal the number due. A warning is issued when removing this
date that further payments may be made.

11) Pay; RTI PS Transfer - It is now possible to specify an
alternative email address for HMRC's reply to your submission.



CL Create RTI Submission file ==

This process CREATES the RTIl submission file for the
current Pay Cycle [ Period, ready for onward transmission
to HMRC.

Mote - after it has been created, you will be given the
opportunity to decide whether to actually submit it or not.

If you later proceed to transmit the submission file, then the
following email address will be passed to HMRC far them
to provide their response.

You can change this now. if you wish.

If no email address is specified, then HMRC will provide
their response to the email address they already hold on
file for you with the Government Gateway.

payroll@acme.com|

Ok Exit |

Fixes

1) Staff; Leaving Date - Previously, when using the F5 key to
zoom to the Calendar, an endless loop would occur. This has
been fixed.

Also, a new date picking control has been introduced both here
and for the Start Date & Date of Birth to make it easier to
choose dates within normal ranges.

Leaving Date Y MUy Ml

2) Staff; Adding Staff, Cancel button - Previously, when adding
new staff, if the Cancel button was pressed it would result in an
endless loop. This has been fixed.



Appendix 1

Lffect of Earnings Arrestment

(2) 1o pay sum sg gi_aﬁﬁ_ 1o the creditor as soon as 15 reasonubly practicable.

deb has

The arrestment rema

s ceased to Bove eflect,

been paid or otherwise extinguished, the debor b
ceased 1o be employed by the employer or the mrestment has been recaled or a

nconed by the ereditor or

Deductions to be made ander Earnings Arrestment

SCHEDULE

regubution 2{ky

TABLE A: DEDUCTIONS FROM WEEKLY EARNINGS

s net

et Euriings

Deductions*®

Not exceeding £106.17

Nil

Exceeding £106.17 but not exceeding
£383.74

£4 or 19% of carnings cxceeding
£106.17, whichever is the preater

Exceeding £383.74 but not exceeding
£576.92

£52.74 plus 23% of earnings exceeding
£383.74

Fixeeeding £576.92

£47.17 plus 50% of earnings exceeding
£576.92

TABLE B: DEDUCTIONS

ROM MONTHEY EARNINGS

Net Earnings

1

Deduetions®

Not exceeding £460.06

Nil

Exeeeding £460.06 but not exceeding
£1,662.88

£15 or 19% of earnings exceeding
£460.06, whichever is the greater

Execeding £1662.88 bat not exceeding
£2,500

£228.54 plus 23% of carnings exceeding
£1662.88

Exceeding £2,500

£421.07 plus 50% of earnings exceeding
£2,500

TABLE C: DEDUCTIO

5 FROM DAILY EARNINGS

Net Earnings

Deductions®

of exceeding £15.12

Nil

Exceeding £15.12 but not ex
£54.68

ceeding

£0.50 or 19% of carnings exceeding
£13.12, whichever is the greater

Exceeding £54.68 but not exceeding
£82.19

£7.52 plus 23% of earnings exceeding
£54.68

Exeeeding £82.19

£13.84 plus 50% of earnings exceeding
£82.19

o When applying « pereentage the cale

fon should be done to two dectmal places o
result rounded to the nearest whole penny, with an exact

i penny and

fpenny being rounded down,

Stirling| Park

Instructions to Employer

Pley ad these instructions carefubly.

Lo When tis carnings arrestment is served on you, vou ave required o make ;S:_:z.__ I YO
employee’s carnings on every pay-day mifess 3 ou are glread; sraking deductions from his earnings
under @ previous earmings arrestment of a cor 557:: der i which case read section 59 and
62 of the Deblors (Scotandy Act 1987,

2 begin deducting on the 1
ol service of this schedule on you.

s within |

ing after a period ol seven days after the date

ired o

seven day period you are entitled but not ieq

3. The s (o be deducted § ulated in aceordunce with section 49 ol the Debtors {Scottand ) Aet 1987,
A copy of section 49 (1) to :; and section 494 and schedule 2 w the Act is attached.

4. Assoon sonably practicable you must pay the sum deducted to: Stivling Park, Collections
Department, PO Box 26023, 16 Nelson Street, Kilmarnock, KA1 2YE, Telephone No.
01563 545818

30 You must continue to make deductions and payments unt
(1) the debt recoverable las been paid or otherwise extinguished;

{2) the debtor has ceased te be employed by you or:
(3} the arrestment has been cd or abandoned by the ereditor or has Tor
have effeet.

6. Youare entited to charge your employee « foe (at present £1.00) on each oceaston vo
payment o i

7. For further information re

1y other reason ceased (o

make a

the following netes.

Notes

(1) The debt recoverable by the aestment consists of the sums as set o in section 48 of the Act.

12) “Famings” and ;:22&:3 from which deductions are to be made, are defined in seetion 73 of the
Act as amended by the Child Support Act 1998,

130 Youare referred (o the following sections of the Act-

(1) Sherills powers on the application by the debtor or the person on whom the eamings
stment schedule was served (o make an order declaging that the carnings
invalid or hasceascd o have effeet,
5003y Sheriff"s power on an application by the debto, the creditor o the employer to determing

ny dispute as 1o the operation c_ an carnings arrestment.
witl an earnings arrestment.
Jultaneous operation of one carnings artestment and one

stment.

3901 ¢ an carnings arrestment is in effect, no other ean estiment against the earnings
of the same deblor payable by the same employer is competent.
59y Laployer's duty, oa receipt of a seeond carnings arrestment sched le 10 give eertain

nlormation to the “second ereditor”

G2{2 andt 3): Employer’s duty, when o conjoined arrestment order is in effect, to give certain

information to a creditor who is not inchuded in the conjoined arrestment ovder and who has

served ineffeet an earnings arcestinent,

IFdeductions are not made on the first pay-day afler the service of tie eamings anestment

hedule in necordance with section 69(2) of the Act. deductions made on 2 subseguent pay
day ate not o include any deductions in respect of the first pay-day

GO(3)(a): Intimalions the employer may expect to receive trom the creditor or the sheriff clerk.

TiAa): iployer’s duty W intimate a copy of an carnings arrestment schedule to the debtor an

n information 1o the debtor.

Employer’s duty to give certain information to thé creditor or, as the ¢

and 1o send o copy of certain inforation 1o the debtor,

693):

se may be, the sher

=




CleanLink Site Manager Changes for V5.04.036.5

Fixes

1) Staff / Leaver / Pensions- Previously, when a leaver in the
current cycle was also being paid, their past pension contributions
were being refunded in error. This has been stopped.

2) Staff / Leaving Date - Previously, when using the F5 key to bring
up the calendar / date picker — upon selecting a date you could be
trapped in an endless loop. This has been fixed.

3) Staff / Cancel - Previously, when adding a new person, pressing
the Cancel button could cause an error message to persistently pop
up (e.g. requiring the Start Date to be populated). This verification
trap is inappropriate when Cancelling and so has been removed.

4) Staff / Pay Cycle change - When adding a new person, the Pay
Cycle is initially set according to the Company Default. Previously,
if the defaulted Cycle was not in ‘Required’ or ‘Closed’ mode, the
system would prevent you from changing the Pay Cycle. This
verification trap has been removed.

5) Mobiles / Importing New Staff — The problem with the displaying
and processing of staff questions/documents has been resolved.

CleanLink Site Manager Changes for V5.04.036

Changes

1) Client/Site Company names - If these are amended after the
record is created a prompt is issued to confirm the validity of the
change. This is to prevent these fields being inadvertently changed.

2) Site Audit Report — The photo section of this report has been
modified to include the location, area and description above the
photo.



3) Staff — Please note that the layout and placement of controls on
this screen has changed a little to enable easier validation of the
data being entered. For instance, you now have the Date of Birth
before the NI Category which is useful because the choice of NI
Category is itself dependent on the date of birth.

4) Staff Country/Region — A new choice box has been added to
allow you to specify a person’s Country/Region. This setting is used
to determine the jurisdictional Tax Basis for a person so that their
pay calculations from April 2016 onwards are made under the
appropriate tax regime and also to enable appropriate validations
of other entries (such as NI Categories) to be made.

IMPORTANT - Upon upgrading to version 5.04.036, the
Country/Region setting will be defaulted for all Staff to Eire if the
external Accounts Package is set to Sage Micropay. Otherwise it will
be set to one of the regions within the United Kingdom of Great
Britain and Northern Ireland based on Staff postcodes, with England
being the default when a postcode is unknown or not present.

A report will automatically be output to the Reports folder called
‘Staff Country-Regions.csv’. You should check this report and make
changes to the Country/Region setting for any Staff as you deem
necessary, since the Country/Region setting will determine the basis
for calculation of UK PAYE from the 2016/17 tax year onwards.

Clients | Staff | Stock | Invoicing | Pay | WorkSheet | Quality Cirl | Mobile | Contacts | Query | Setups

Total Staff - 163 Active Staff - 131 w Mame | Tax | Bank | Previous/Loan | Info | Holidays | Quals {

Staff Mo. Mame Sm .

Courtry/Regi -
0SS BROWD Joi OUnry megqion IEHQ'Eﬂd ‘
00050 BROWN Jane Emp Payrall {F5) 1 St Moy
00051 BROWN Jimmmy Emp Date of Eith 01/01/1960
00052  SMITHSON Bob Emp 56Yrs Olihs 17Days
00053 BROWN Janice Emp _

00084 JOMES Jack = Table Class (Ml Cat) [F5] |4

5) Staff, Pay Cycle change — When changing someone’s Pay Cycle,
Cleanlink will now check that the Cycle they are moving From is
either in ‘Required’ or ‘Completed’ mode before allowing the change



to occur. This is to prevent people being moved whilst they may be
in an inconsistent state.

Also, if a Staff member has any Pensions, these will now be
automatically transferred to the new Cycle too. If a pension being
moved is of the same Type as that of the Default Pension
Scheme specified for the new Cycle, but is actually for a different
scheme, then the user will be prompted to choose whether to
transfer the worker - complete with their original/existing scheme -
or to automatically transfer them to the Default Scheme pertaining
to the Cycle being moved into.

Default pension schemes differ between cycles!

9 The default pension schemes for the 2 cycles are of the same type,
but different. Do you wish the worker to remain in their current
scheme or switch to the new default scheme of the new cycle?
Yes for the same scheme, Mo to switch. Press Cancel to Abort

Yes No Cancel

6) Staff, Pension - TUPE Transfer — A new button is now available
on the Staff/Pension tab for use when you have a Staff member
that has joined you under a Transfer of Undertakings (Protection of
Employment) arrangement and you need to enter them into
pension immediately because they were previously in a pension
with their previous employer.



| MNarme |Tax | Bank I Previous/Loan | Info I HDIida)rs.l Quals & Dm:5.| Pension |l|'latern'rty Pay I Attachments | Starter |I'IfD|

Manually add a Worker to a Pension Scheme

Pension Company -

Scheme | v]

Add Pension | [Add Pension (TUPE) Cancel

If the pension being added is of a Workplace Type, the person will
be added without postponement as a ‘contractual enrolment,
bypassing the usual need to either first have triggered for auto-
enrolment or to have opted-in before contributions can be taken.

Please note, the ‘Add Pension (TUPE)’ button is only enabled
when the 'Original Employment Start Date’ is populated and is
earlier than the ‘Start Date’ of the new Staff member.

7) Staff, Pension, TPP Extract — This has been modified to prevent
an opt-out with a populated opt-out reference and a refund being
output to the file.

8) Invoice Analysis Report - This has been modified when selecting
by division to only include the part of the multi-site invoices that is
linked to the selected division.

9) Unpaid Invoices report — The option to sort this report by date
as well as client has been added. When sorting by date any un-
allocated cash will appear at the end of the report.

10) Invoice Posting — It is now not possible to post a batch of
invoices without an invoice date.



11) Invoice Exports - Factored. The option to export only factored
clients has been added. Factored clients are those with an entry in
the factored code field.

12) Payslip Formats - A new format has been added ‘Plain paper
A5’ desighed so that the address fits an A5 envelope, otherwise the
same format as standard Plain Paper.

13) BACS format - A new format for Bacsway has been added.

14) Regular Paysheets - Excel Format. The option to include staff
oddities in the comments has been added.

15) Paysheet Import — From Spreadsheet now picks up any site
notes, added in Cell C6, and includes these on the import log.

16) P45’s — These can now be emailed to staff with an email address
on their record.

17) Priority Attachments — The problem with priority attachments
back dating the deduction from when they were entered (as
opposed to their start date) has been fixed.

18) Living Wage - An option to report/update over 25’s to the living
wage has been added to the Staff & Sites Pay Rates option.
Currently this should be run from April 2016 to convert current
staff. Ideally this should then be run before each pay cycle to
detect staff reaching 25 within the cycle.

19) Period Pensions Report - When outputting data for Workplace
Pensions, this report will now output the value of ‘Qualifying
Earnings’ which is what the contributions are based upon rather
than ‘Pensionable Gross’.

20) Worksheets - 3 new fields have been added, ‘Signed by’,
‘Signed on’ and ‘Name’. If the worksheet is received from a mobile
these are automatically updated. These can be manually entered
for non-mobile worksheets.

21) Detailed QC Report — These can now be emailed to sites.



22) Emergency Notes from mobiles — When the emergency details
are modified on a mobile and sent to base, providing they are
approved the site record is updated.

23) Displaying GPS Data - The Link to Google Maps has been
modified to work with the latest version of Google maps. Please
note, that in the absence of any actual GPS coordinates to plot, the
default location upon displaying a map is centred on London.

24) Backups - A new version of the backup program has been
introduced to overcome the problems with large file sizes (> 2Gb).

25) Machine report - This has been modified to display the last
entry in the machines notes log where currently the short machine
note appeared.

CleanLink Site Manager Changes for V5.04.035

New Features

1) Transfers to Portal/Mobiles - Two new flags have been added to
the Site record, Exclude from Mobile and Exclude from Portal. By
default sites are included but ticking these flags can force their
exclusion.

2) Site Termination Reason - A new field has been added to the site
file: Termination reason. This is selected from a drop down list either
when the site is made in-active or a termination date entered. The
Reason(s) are setup/maintained via

Setups -> 29. Termination reason.

Here it is also possible to set a flag to force entry of a reason when a
site is terminated/made in-active.



3) Site Start/Stops Report - This has been modified to optionally
include/select a termination reason. Note if this option is selected the
margin is not printed on the report.

4) Cash Receiving - A new option has been added to import a CSV of
cash receiving’s exported from Sage.

5) Credit Control Report - An option to print only the Credit Notes has
been added.

6) Closed Site report - A new selection option of Date Range has been
added to this report.

7) Copy Templates to Sites - A new import program has been added
that allows the creation of audits from templates, the details being
taken from a CSV file. The format of this file is shown on the report
header, and is:

Client Code, Site Number, Location (max 15 characters), Area (max
15 characters) and Template Code (max 5 characters).

8) Staff Holidays to PDA - A new parameter has been added to the
mobile parameters, to control if holiday entitlements/Taken are sent
to mobiles with the staff details.

9) Pay Item Code Report (in Cycle) - This has had the option to range
on Division, Area and Client added.

10) Timesheets, Spreadsheet format - A new option to exclude the
regular hours as actuals has been added.

11) Hours Paid Report - the option to include over 25's only (in
preparation for living wage), has been added.

12) Pay Anomalies Report - An option to include zero hour contracts
has been added to the staff not paid report.

13) Staff History Hours When viewing the staff history hours any
absences are displayed as in the current cycle.

14) Staff Starter Information Report - Two further options have been
added to this report: Personal Data (NI Code, DOB, Start date) and
current Sites (Site Name, Pay cycle, total pay and total hours).

15) Pension Exports - This has been modified to export pension data in
a format acceptable by NOW pensions.



16) QC Visit Report - The option to select by Location has been added
to this report.

17) QC Details Report - The option to export service visits as PDF’s has
been added.

18) Stores Order via mobiles - It is now possible to amend the
delivery date before processing the incoming order.

19) Audits on Mobiles - An extra field ‘Signed By’ has been added. This
gets carried through to the Site record.



Fixes/Adjustments for V5.04.035

1)

2)

3)

4)

5)

6)

7)

Multi-Period P32 Report - The default date range has been
changed to be from the 6th of the current month to the 5th next
month to fall in line with HMRC.

Note — Take care the 1st time you use this, that you do not miss
any Cycles or include any twice if you have not been using this
date range before.

Worksheet Cycles (Monthly) - The process of opening a cycle
has been amended to correctly allocate visits to days within the
month. For instance, if in Regular Pay a job is set to be done on
the first Monday and first Wednesday of the month and the first
of the month is Tuesday these jobs will be allocated to
Wednesday 2nd and Monday 7th.

View DPS Replies - This has been modified to display the staff
leaving date if they have left. Note these should be ‘removed’
once checked.

HMRC (DPS) importing - When opening a pay cycle, the DPS
updates that are automatically applied were previously done so
in order of their Type and then their Effective Date (e.g. P6’s,
P9’s, SL1's, SL2’s). This has been changed so that the application
of updates is now done in the order of their effective dates,
irrespective of their type, to prevent situations where (say) an
earlier P9 would nonetheless have otherwise overwritten a later
P6.

Staff report, CSV Export - Extra data, Hours worked at Site
(first Site alphabetically if Staff work at more than 1 Site) and
TUPE date have been added.

Staff Check Report - This has been fixed to ignore leavers and
also correctly check age related NI Codes.

EziTracker, Get Data - Previously, when retrieving data it was
possible for a ‘Duplicate Key’ error to occur where EziTracker
provided more than one record specifying the exact same Site,



Staff member, Date & Time. Cleanlink Site Manager has been
adjusted to accommodate for this eventuality.



CleanLink Site Manager Changes for V5.04.034

New Features

1) Hours Comparison Report - (In Period). A new option 'Include
Bank Holiday Hours' has been added. This option is only available
when selecting the 'Compare with Contracted Hours' option. When
selected - if there are any Bank Holidays in the period, the hours
taken and paid (as displayed in the absence log) are added to the
actual hours and pay per staff member. This is then included when
comparing the actual with the contracted. The report clearly states
if Bank Holidays are included in these figures. If the CSV option is
selected then the Bank Holiday hours/value is added as a separate
field. The actual holiday hours/values are also added to the export
(but not included in any totals)

Fixes

1) Pensions - This release will provide (to the Reports folder), a
‘Pension_Leaver Errors.csv’ file, detailing those workers who - when
calculated with version 5.04.032 - had their Workplace Pensions
Employment End Date (B016) set incorrectly, causing their Pension
to end. Also, upon the next calculation of these workers, their
missing contributions will be collected if possible.

2) PDA Forms - The problem when adding clauses to the new staff
form has been fixed

CleanLink Site Manager Changes for V5.04.033

New Features

1) Closed Site Report - This report has been modified to allow
selection by Division, Area, Client and Site and by Date Range. The
option to export to a CSV and PDF have also been added.

Fixes

1) Timesheet Imports — The problem with the standard monthly
import of time sheets has been fixed. The problem was that when



using an offset month (i.e. 25 to 24t") and the current month had
30 days the last day of the sheet was not being checked for
absences.

2) Pensions - The problem whereby workers had their Employment

End Date (B016) set, causing their Pension to end has been fixed
and these false end dates will be removed upon applying this
update.

CleanLink Site Manager Changes for V5.04.032

New Features

1)

2)

3)

Holidays - When entering holidays either in a pay cycle or via the
staff screen the program will now calculate the number of days
worked, based on their regular pay. For instance if you put in 10
days off which covers a weekend the number of days paid will be
set to 8. This can still be manually over-ridden during entry.

Export to BACS - a new format - Lloyds Online - has been added.
A new version of data file, BAFORMAT will be added to the
Data\Data folder in Cleanlink. If you have other companies, you will
need to copy this file to each of the others.

Ezi-tracker 'Get Data’. Following recent server connectivity issues
caused by hardware and software changes at Ezitracker, we have
re-written our ‘Get Data’ interface to enable it to:

a). be more likely to be able to make a connection

b). be able to persist gracefully in the event that an error
condition should arise

c). provide better feedback to the user of data received

Background: Ezitracker sends data to Cleanlink in ‘batches’ of up to
50 rows at a time. If data has not been fetched for several days,
then the number of batches may be significant. Since they
implemented changes in May 2015, we have found that they are not
always able to respond to each request from Cleanlink for
subsequent batches. Previously Cleanlink would simply report this
as an error and abort further processing. The changes we have



made mean that Cleanlink is better able to deal with this situation
by automatically retrying and - only in the event of persistent
failure - will it inform the user and allow them to decide whether to
persist further at that time, or not.

4) Ezitracker ‘Reset for Refetch’. A new facility has been added to
enable users to re-fetch data that has already been retrieved from
Ezi-tracker, without having to contact Ezitracker for a manual reset.

To use this facility, the user simply needs to provide the date, from
which they wish to re-fetch their data.

Ezi-Tracker Processing

A, Send Clients Send Updated Client/Sites
B. Send Staff Send Updated Staff

C. Get Data Get Logged Times

D View Data View/Amend Logged Times
E. Report Report on Transactions

The items below should only be used following consulation with Ezi-Tracker

Im

Global Sites Transfer Transfer a Range of Clients

G. Global Staff Transfer Transfer a Range of Staff

The item below should anly be used with significant caution

H. Reset for Re-fetch ‘ Reset last batch received number

5) Ezitracker ‘Report on Transactions’. A new check box to filter this
report to show only those that have errors has been added.



LY Ezi-Tracker Impaorted Data Repart ﬂ

|
Divigion [FS] | 00 Leave as 0 for al
Area [FA] I_EIEI Divisionz/breas

Client [F5] Leave blank.
] for all
Site [F5] EDDD

[n-dsctive Sites Action
* |nclude © Exclude

Drate range

Frarm i 1062015
To EEIJ"EIEJ"EDE

Farmat

o Al " Under Hours © Ower Hours € Mo regular
[ Include Processed Transactions
[ Exclude Transactions with oddities
|nciude Wanance on report
1 Errorz Oy
[T C5W Output v Preview [ PDF Output
(] E it
Fixes

1) The People’s Pension extract. Various changes have been made
to prevent where possible, the ‘false positive’ reporting of the
following errors:

e ERROR: AE Date or deferral date must be completed if AE
Status is Eligible

e ERROR: AE Status has incorrect spelling

e ERROR: AE Status cannot be Not Applicable for under 75s

e ERROR: AE date cannot be before employment start date

e ERROR: A Non-Eligible employee cannot have employee
contributions if no opt in date has been set

2) Qualification dates can now be entered with 4 digit years.



3) Weekly Totals Report. Previously, when selecting the option for
staff only, only the header would be printed. This has been fixed.

4) NI Category letter validation. Previously, when entering a new
employee record, the user may have become trapped in a validation
test relating to the employee’s age on their next Pay Day. The next
Pay Date was determined by reference to the Pay Cycle, which on a
new employee would initially derive from a Setup’s default. If this
default referenced a Pay Cycle that was no longer in use or where
the Calendar for it was not extended sufficiently into the future for
the Pay Date to be found, then an error would occur with a zero or
similarly odd looking date. This has been ‘fixed’ by notifying the
user of the root cause of the error and disallowing further
modifications until the underlying cause is resolved.



CleanLink Site Manager Changes for V5.04.031

CleanLink NI Corrections Release

IMPORTANT NOTE
Any Payroll Calculation made with this release will:

a) Calculate EE’'s & ER’s NI differently than before
(EE’s will pay more, ER’s will pay less)

b) Correct for previous NI calculation errors by
making up EE’s shortfalls and reducing ER’s NI to
account for previous overpayments.

Do not implement this update if you have any pay
cycles in calculation mode. You must close these
before applying the update.

This is because any recalculation will cause EE’s &
ER’s NI values to change, affecting workers’ Net
Pay.

New Features

1) P45 printing - It is now possible to print plain paper P45's to HMRC
layout. The old CleanLink plain paper version has been removed.

Fixes

1) NI calculation errors relating to the Statutory Threshold have been
corrected. A “NI_errors.csv” extract will be output to the Reports
folder giving details of the NI errors that previously occurred, and
following Calculation, a “NI Error Recoveries Export.csv” is also
available from the Pay -> Pay Cycles -> Reports -> 'P. NI Error
Recoveries Export.csv” — detailing the corrections that have been
made.

2) Workplace Pensions - Assessment records. Previously, it was
possible to enter voluntary contributions against an Assessment



record which would subsequently be deducted from pay. The
Assessment record is not an actual pension record, rather its
purpose is to demonstrate that an Assessment of a worker in
relation to workplace pensions’ duties has taken place. Thus, the
ability to enter contributions against an Assessment record has
been removed and such records will no longer affect pay.

3) TPP extract, amended to report status as ‘Eligible’ for any worker
other than a leaver, who was previously denoted as an Eligible
jobholder but may have since changed status owing to earnings or
age.



CleanLink Site Manager Changes for V5.04.030

New Features

1) Staff Anomalies report. People under / over the State Pension Age
as of their next Pay Date, who have / have not been placed on NI
Category ‘C’ will now be flagged in this report and the reporting of
under/over 21’'s and under 16’s has been updated also.

2) Staff Screen. The validation upon changing the NI Category has
been improved in relation to Pensioners as 1) above - together with
the validation of under 16’s and under/over 21’s. Please note that
this screen will only validate changes to the NI category so as to
avoid causing frustration to users who are simply navigating the
Staff or changing other items where the particular NI category in
use may not be their concern at that point.

3) Spreadsheet timesheets. You can now select the template you wish
to use (as opposed to using the default template.xlIs). This is useful

if you need differing templates for different pay cycles.

4) Timesheet imports. These can now allow for staff numbers without
leading zero’s.

5) Invoice export as .csv file. This can now be output in the format
required by the ‘Xero’ accounts package.

6) Invoice Printing/Posting. Removed settlement discount on VAT in
accord with revised HMRC regulations.

7) Employees Period Pension Report. You can now optionally include
workers with zero contributions.

8) The Peoples Pension extract. Changes have been made to the
reporting of worker statuses following TPP Specification changes.

Fixes

1) Anomalies report. The reporting of invalid NI Categories for
over/under 21’s before the 2015 tax year was reached has been



2)

3)

4)

5)

6)

7)

8)

9)

stopped and improvements have been made to the reporting of
workers who (at their next pay date) will be below 16 or above
State Pension Age.

Staff check program. Now correctly checking State Pension Age to
report on use of NI Category 'C’ at next pay date.

RTI FPS reporting of ‘normal hours’. Previously, the system was
significantly under reporting via the HMRC FPS Submission the
number of hours normally worked (the regular hours). This has
been fixed.

RTI FPS reporting of SCON numbers. Previously for the 2014/15 tax
year, if a worker had a pension record with a related SCON number
that needed to be reported, it would be done so against all NI
Category letters and not just for the relevant ones (D,E,L,N,O). This
has been fixed.

RTI transmission of SMP. There was a problem with the formatting
of the RTI submission file in relation to this, that was causing
rejection. This has been fixed.

Workplace Pension ME (member enrolment) extract. Previously,
newly enrolled members have sometimes been missed from this
extract owing to a missing contributions’ start date at point of
calculation for the period in which they were enrolled. This has been
fixed.

Plain paper invoice print. Previously a ‘Start Execution’ and ‘Execute
Again’ box could pop-up when printing invoices. This has been
fixed.

Stores orders from mobiles. The import will be disabled if there is
insufficient stock in the depot (internal stores only).

Adding new staff. Previously you could get an error message about
the NI code before you had entered the DOB (and then, it wouldn’t
allow you to enter ‘M’, you had to Save and then go back and
amend). This has been fixed.



10) Workplace Pensions. Previous Eligible Jobholders who had not
reached the State Pension Age yet, but whom would do so within a
year of the end date of the period being calculated, were incorrectly
having their Eligible Jobholder status withdrawn. This has been
fixed.

11) Payslips, Post Cycle. Previously the Gross for NI YTD figure
also included the Pension From Gross figure for This Period. This has
been fixed.

12) Invoices. When emailing invoices, the correct email body is
now selected, (not the payroll one).

13) Staff Pension Report. This now correctly creates the .CSV file.



CleanLink Site Manager Changes for V5.04.029

CleanLink Payroll End of Year

BEFORE proceeding with the Year

End for 2014/15 please ensure that you
are running Version 5.04.029 or higher.
If not please contact the support line on
0844 272 2122.

New Features

1) Payroll end of year - Update for 2015 code changes.
2) P60 Printing - the option to email P60's to staff has been added. For
staff with no email address a 2nd pass is made printing these. Both

email and printed formats use the CleanLink plain paper option.

3) Staff Report - Option 19 - Staff set to irregular pay has been added

4) Regular and 1 off Worksheets - A push button has been added to
select a template instead of 'zooming' in the description box.

5) Full page Worksheets and Worksheet Summary - It is now possible
to sort these by Area manager.

Fixes

1) The problem with the emailing stock issues from the mobile tab has
been resolved.

2) Payroll Budget variance report - fix display of site budget.
3) EPS Creation - added last transmission flag.

4) Current Cycle Hours Comparison Report - Fixed the problem where
the totals included items not on the print.



5) Current Worksheet Post - Fixed the problem where the next due
date for worksheets with a 12 monthly frequency were not
always updated.

6) RTI FPS transmission - The problem with the wrong leaving date
being sent on a few occasions has been fixed.



CleanLink Site Manager Changes for V5.04.028

This release contains further changes to screen layouts, tables and
reports. If you come across any of these that do not look right, please let
us know.

New Features

1) Cases - The Cases function has been modified to interface with the
CleanLink Portal. Cases can now be created on the portal and are
received into CleanLink. Responses can be entered which are then
fed back to the portal. Each response/Note from the portal can be
up to 400 characters. To allow for this, all screens and reports have
been updated. (See Appendix A)

2) P60 Printing — The plain paper version for 2014/2015 has been
approved for use by HMRC

3) Site Stock to Mobile — A new parameter has been added to control
which prices are sent to the mobile, Selling prices or Cost prices.
Currently no changes to the App have been made.

4) Excel Timesheets — These can now be Exported/Imported for
Monthly cycles.

5) Site Exceptions Report — A new option to check sites with/without a
staffcheck code has been added.

6) Site Stop/Starts — The option to exclude/include In-active Clients as
well as In-active Sites has been added.



7) Worksheet Templates - This new feature allows the setup of
repetitive job descriptions that can be included in regular or one-off
jobs. Each template consists of a Code, a 400 character description,
a work Cost Price and a work Charge Price.

£t Worksheet Templates 2
Code Text Work Cost Price Work Charge Frice =
Daywork 1 Daywork: Execute daywork (General craftsman). Execute non-schedule items or extend existing repair 25.00 372
for each hour worked as instructed. Carpenter, bricklayer, plumber, painter and general building trades.
Daywork 2 Daywork: Execute daywork (Flumber, Fitter). Execute non-schedule items or extend existing repair for 25.00 372
each hour worked as instructed. Plumber, fitter.

During Regular or one-off worksheet maintenance, Zooming
(pressing [F5]) when in the job description will cause a template
pick list to be displayed. From here it is possible to select a
template. On the selection, this description is added to the end of
the current description and the work cost and work charge updated.

It is possible to add further templates by pressing [F5] again. NOTE
- Once a template has been added it is possible to amend/overwrite
the description but not to remove the template as a whole.

8) Payslip printing — 1 page plain paper format - it is now possible to
display user defined text (customised per Pay Cycle) at the bottom
of the ‘Totals This Employment’ box.

Totals This Employment et Pay
Pension Totals
Pension From Gross  Gross for N Tax Ml Pension From Het EE ER
Th 0.00 0.00 0.00 0.00 0.00 0.00 000
Year To Date 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Piaase refer querios about your pay to your Manager in the first instance

This text can be entered via the Pay Cycles Maintenance screen,
allowing you to have different text for each Pay Cycle. ‘Rich Text
Format’ text is accepted, which enables you to use formatted rather
than plain text should you wish. You can write this using (say)
Wordpad or MS Word and then simply copy and paste it for use.



Fi

8)

9)

Payroll Cycles

Payroll | Description Freq Pay |Budget |Pensions: Pensions: Pensions: Pensions: Pensions: | Pensions:
Cycle [F5] Day |Type: |Defautt Default Worker Group Payment Source +Daysto |Paymol
R/C/B |Company Scheme Payment |Closes
1 14 Weekly [4 Wk 32 Jc [ [ 0 0
2 |Monthly [1 M3 B [ [ 0 0
Payroll: Payroll Type: | Payslip Text: | Please refer gueries about your pay to your Manager in the first instance. -
Payroll Cycle

You can have up to 9 different Payrolls in CleanLink SiteManager. You would typically use different cycles to distinguish different payrolls, either because they have different
frequencies (say) Weekly or Monthly or because they are for different categories of workers, (say) Staff and Operatives, or indeed a combination of different frequencies and
different workers,

xXes

7) Pensions - In light of the first 18 months or so of operating
Workplace Pensions we have come across many situations not
specifically covered by the initial documentation and have changed
programs accordingly. We are grateful for your feedback and ask
that you continue to monitor this area closely so that we can further
improve the functionality over time.

Ezi-tracker Transactions - If the ‘Overtime and Non regular Pay
‘paid in units’ is set to zero then no rounding takes place. The paid
hours is set to the hours worked (subject to the setting of the other
flags).

Pay Calculation.

Previously, under certain specific circumstances, the calculation

could stop at a particular percentage and would never end. This has
been fixed.



Appendix A

Cases Workflow with Portal
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CleanLink Site Manager Changes for V5.04.027

Fixes

1) Stock.

When posting Stock to Invoices, if the Client has settlement discount terms
these are now automatically added to the invoice.

CleanLink Site Manager Changes for V5.04.026

Fixes

1) Holidays.
See: Pay -> Pay Cycles -> Pay by Staff -> Select Staff -> Holidays.

Previously, the ‘Add’ and ‘Delete’ buttons were sometimes enabled but would
not work. This has been fixed.

CleanLink Site Manager Changes for V5.04.025

Fixes

1) Holidays.
See: Pay -> Pay Cycles -> Site Summary -> Staff at Site -> Holidays.

Previously, the ‘Add’ and 'Delete’ buttons would only work if you first
manually switched to ‘Modify’ mode. This has been fixed.



CleanLink Site Manager Changes for V5.04.024

Fixes
1) Holidays.

See: Pay -> Pay Cycles -> Site Summary -> Staff at Site -> Holidays.

Previously this would display an ‘Initial Task mode not allowed’ error. This
has been fixed.

2) Staff -> Starter info -> Data from Mobile -> Questions.

Previously this would display an ‘Initial Task mode not allowed’ error. This
has been fixed.

CleanLink Site Manager Changes for V5.04.023

Fixes

1) Staff, Screen.

Previously, there was a button that ‘toggled’ between Modify & Query Mode.

[ Show Al J

‘ Exit ‘ ‘ Add ‘ Cuery

The button caused some confusion because... a) it stated the opposite of the
mode you were currently in and... b) it did not always correctly reflect the
actual mode in any case. This button has been removed and replaced with a
‘Modify: On’ and ‘Modify: Off’ control.

[ Show Al © Modify: On

‘ Add ) Modify: OFf




2)

This control will - (upon Cleanlink start-up) - default to Modify: On, provided
the user has the appropriate Rights. If changed during a session, it will
remember its setting until Cleanlink is closed. Finally, all of the Tabs within
the Staff screen will now take general notice of this control and operate
accordingly.

Note, when Modify: On is enabled, this means that modifications are
generally allowed - but there may be some situations where modification is
still denied owing in a particular circumstance owing to the logic prevailing
within a particular situation.

When set to Modify: Off, no modifications are allowed. This is useful for
reviewing records without fear of accidental changes.

Staff Screen.
Various improvements have been made to the navigation between the Staff

list and the Tabs, enabling better traversal up and down the Staff list whilst
remaining on the previously selected Tab or sub-tab.

CleanlLink Site Manager Changes for V5.04.022 thru .001

This release of CleanLink includes an update to the latest release of our
programming language. This has involved some internal changes to the
operation of CleanLink. The results of these are that many screens and reports

have been modified. The background screen size has been increased as have
many of the tables. We will be working our way through the others during the
next few releases. Some other changes have been in the reversal of tables so
that the latest is at the top. This stops the need to page down across history.

Due to these changes, if during your use of the system you notice anything not

fitting within its box/screen or any other anomalies with displays please notify us

at support@cleanlink.co.uk.

Another outcome of this update is that it cannot be released as an automatic
update and requires us to access your system to implement this. During the
course of the next few weeks we will be contacting you to arrange a mutually
convenient time to implement this update.

As well as these screen changes there have been some other facilities adding
and bugs fixed. The main ones of these are highlighted below:

New Features


mailto:support@cleanlink.co.uk

1) Emailing. This is in two parts, the first is the addition of multiple ‘send’
email addresses. It is now possible to have a different email address on
each group of documents:

‘ Email Defaults

Email Source  Via Outlook = Outgoing email
FENEHAL bl Email Address General@cleanlink.co.uk
INVOICES ] -
Server Name smtp.gmail.com
PAYROLL [
sTOCK ™ For el
WORKSHEET =] User Name alan.west@cleanlink.co.uk
ac vl il User Password  |(eeesessssss

‘ OK ‘ ‘ Salutation

These are set up via the right click menu, email, Parameters.

Also under development is the ability to by-pass ‘Outlook’ and email directly to
your ISP. This has the advantage in that the senders email address can be used
as opposed to the outlook default email address. Currently this is only working
for a limited number of ISP’s, more to follow. A dis-advantage of not using
outlook is that there is no visual record that the email has been sent. Although it
is possible to record the sending of emails within CleanLink this does not prove
the email was sent as with the '‘Sent Box’ of outlook.

2) Payslips - When emailing payslips it is now possible to set a read
password on the PDF. If this option is selected a further prompt is issued
for the type of password:



& Get PDF Pasword 53

Select Password Type

As Below DOB @ NI

Passwaord

Ml Mumber

| Ba |

This can be free format (As Below), this will apply to all the payslips in the
run. Date of Both (DOB) this is in the format DDMMYYYY or NI Number. Note

if NI Number is selected and the staff record does not have one the password
is set to NONINUMBER.

3) Mobiles - It is now possible to select the Highest grade of staff to be
exported to a mobile.

4) SMP payments - When adding an SMP record if necessary (i.e. TUPE
transfers) it is possible to set the number of weeks and amount already paid.

NOTE this can only be done when first adding the record so ensure you have
the information to hand.

5) Exports to Portal — It is now possible to select which clients are exported to
the portal. A new flag has been added to the client screen (as below).

Faoe Mumber
Email
Email for Invoices | cliert@abe.couk

Cne COff Client |User Code

| Client Active 13512401 Exclude From Portal

The file names of the exported files has been changed. Invoices now include
the date and Audits include the location.



6) One Off Invoices — When previewing on of Invoices the option to omit
Invoices on hold has been added.

7) Site Closures — When entering the dates a site is closed a new option ‘Pay
Holiday’ has been added. If set, when a cycle is opened for the staff with
regular pay at that site a holiday record is set. It is assumed that all staff
qualify for the holiday and may need manual adjustment.

Fixes

1) Current Pay Budgets - It is now possible to amend the budgeted hours as
well as the budget pay in the ‘All Site Summary’ within a pay cycle.

2) Regular pay rebuild — Occasionally during this process a ‘duplicate key’
message would appear, this has been fixed.

3) Sending Invoices - if a site had the ‘Email and Print Invoices’ box ticked it
was not always printing the invoices. This has been fixed.

4) Delivery Address on stock dockets — Changes to the delivery address via
issue maintenance were not being recorded. This has been fixed.

5) The CA6855 message has been removed from the staff NI checks as it is no
longer applicable.

6) Multiple P32 report — This now selects the periods to include based on the
pay dates being between the 6% of 1 month and 5% of the next.



