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1 Introduction:

This manual is essential for those recruiting temporary and contract staff and covers aspects of Eclipse
such as the configuration of user profiles and Eclipse default preferences for temp recruitment and
timesheet management, settings for PAYE candidates and self employed contractors, candidate
scheduling, creating and amending temp contracts and timesheet processes in Eclipse.

2 Configuring User Profiles:

As with most other significant procedures in Eclipse only those with the relevant permissions will be able
to perform certain actions associated with temp contracts, timesheets and invoices. Individual user
permissions are granted within the ‘User Administration section in the ‘Maintenance Menu’. The
following points explain the various user permissions that may require some thought.

2.1 Record Access:

There is a feature within Eclipse that allows candidates to be listed as unsuitable for specific clients in
the database. This in turn prevents such candidates from being assigned to temp contracts associated
with those clients. Only those with permission to do so can manage candidate unsuitable list
administration in Eclipse. Place a tick in the ‘Allow Unsuitable List Administration’ box in the ‘Record
Access’ tab of a user profile as shown below:

To allow unsuitable list

administration, place a
tick in the ‘Allow
Unsuitable List

Administration’ box

&5 Alex Elliott

| Diey/Reminder | Con/Timesheels | Email Options | HTMLEmaiSig | TexEmailSig | Eclpsewl | Condidate
UserDetsis | Hoord Acoess] Maimenance | Actviy | Pining | Seotins | User St

Batch  Batch Allow Allow

Cieale Amend Delete  Delele Undele  Look Consultant Division  Aeparl - Exeel - flow
Records Records Records Recoids Reooids Oueride  Lock  Lock  Acesss Ewport ¥ Dnaulable List
ivishation

Client F F F F ¥ F FF F F F
Allow Loading

e A A e R

Vacancy [ ~ ~ o = o] I - = = Saved Lists

Interview v ~ ird I I ~ r r I I

Contract 2 I ~ ~ I3 v (nl - 5 5

Timesheet [V V ir2 I = ~ r r 7 I

Irvoice F F F F ¥ F I F F &

MOTE: Ticking Consukant Lack or Division Lack' wil
prevent this user acoess to records within Eclpse

DO | ) Save

Updale this users permissions nhen [ jjone.. =

saving the permissions for :
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2.2 Sections Tab:

This part of a user profile specifies which sections of the Eclipse interface are visible to the user. For
example, in the case of perm recruitment it is possible to ‘switch off the temporary functionality by de-
selecting the ‘temporary contract’ and ‘timesheet’ options. In this case, ensure that these sections are
selected so the temp contract and timesheet functionalities are available to the user. It is still possible to
hide the invoicing tab if needs be.

% Victoria Parker E‘

[ UserStals | DiayReminder | ConTimeshests |  EmalOptions | HTMLEmaiSig | Tes EmaiSig
UserDetals | Pecods | Maintenance | Aoty | Fining | Gections

To enable the temp
contract and timesheet
functionality, tick the
relevant boxes

[¥ Client

¥ Candidate

¥ Vacancy

IV Interview

¥ Temporary Cantract
[¥ Timesheet

v Invaice

¥ Management Information

[¥ Client Management Notes

92|
@ Closs A Save

Selecting these options will allow access to the temp contract and timesheet tabs in the main interface
as shown below:

i | [ T0e S b =T

ERT— ] Tewa Lo

5 coenno g o A 451
1w

- : : The temp contract and
o mmoem i me oo omeE timesheet functionality
are now activated in
the main interface

2.3 Contracts / Timesheets Tab:

Within this tab, user permissions are granted in relation to both temp contracts and timesheet
management. It is worth noting that the timesheet procedure within Eclipse is split into 3 separate
actions:

Processing
Authorising
Invoicing

wh P

It is therefore possible to separate the responsibility of the three stages of timesheet management
between multiple users of the software (E.g. one person processing timesheets, a second person
authorising timesheets and a third person invoicing timesheets.) Or alternatively, assign just one person
the responsibility of the whole process. The various permissions relevant to temp contracts and
timesheets will now be explained individually:
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The 3 stages of processing
timesheets can be shared
between users of the software

[ UserDetals | Fecodfcoess | Maintenance | Actviy | Pining | Sections User Stats
Diary/Fieminder | Con/Timeshests| Emai Opions | HTML EmailSig | Ted EmaiSig | Ecipse W)

[ Allow batch seiting of exported/unexported to

v Al f timeshest : ;
Ll Hisnprresditsie Sage for timesheets and invoices

¥ Allow early processing of timeshests
¥ Allow authorisation of timeshests
W Allow invaicing of finesheets

[~ Prompt 1o alow booking when a candidats s not marked as
available in the candidate availabilty scheduls

[~ Danot display financial information on the timsshest tab

¥ Allow adiustments of timesheels Only allow preset rates and shifts ta be selected when creting

¥ Allow amending of fimeshests contracts

¥ Allow viewing of candidate payroll information =

I¥ Allow authorization of candidate payrol information [~ Donot allow approval of candidate right to work documents

¥ Allow authorisation of clint inveice details [~ Dot sllow booking of candidates who do ot have te right to wark
¥ Allow Payroll Export [~ Do not allow termination of contracts

¥ Allow Setting of Legal Hirer v Allow access to Auto SMS Report

¥ ellow Dweride of Iocked #R Contiator Status | 5708 Conact alsts Screen st Login

™ Allow Adding to SWR Clacks before pracessed degs 0 ontract Alsts and AWR Action Requied display contiacts for >
M Al [ Own [ Division

@ Close H save

Allow process of timesheets:

This is the first step of the timesheet management and the point at which timesheets are first checked
against the Eclipse record. Timesheets are processed on or after the last day that the timesheet relates
to.

Allow early processing of timesheets:
Allowing early processing of timesheets allows the timesheet to be processed from the first day that the
timesheet relates to.

Allow authorisation of timesheets:

This is the second stage of the timesheet management process and occurs after the processing phase.
This is usually the point at which the details are checked for the second time and amendments can still
be made.

Allow invoicing of timesheets:

The final step is to Invoice the timesheet which creates the invoice record within Eclipse. These stages
have been broken down into permissions so that control measures can be taken with multiple users
potentially sharing the different levels of responsibility along the chain.

Allow adjustments of timesheets:
Adjustments to timesheets may take place once a timesheet has been invoiced. This action will create a
new timesheet which will also need to be processed etc.

Allow amending of timesheets:

Where information in a timesheet record needs changing after it has been authorised, this is called an
amendment. Those with this permission can simply select the ‘Edit’ button in the record and amend the
figures where required. Where permission has not been granted to make amendments and the ‘Edit’
button is selected, Eclipse displays a warning prohibiting the action.

Allow Viewing of Candidate Payroll Information:

Selecting this option will allow access to view (but not amend) the ‘Other Details’ tab within candidate
records which contains candidate payroll preferences and bank account details and AWR status. Where
permission is denied, the ‘Other Details’ tab is entirely locked and cannot be viewed as shown below:
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Personal | JobDelals | Ecu Histoy | Emp. History | Rightta Work | Shortist [2) | Schedule |

L ey a— Date Fiegitered 0271272003 13,5539 Where permission has

Tille lM,i
ome Tel No '7 .
Mo iy e N T oot e been denied to VIEW
candidate’s payroll details,

& Wwork Tel o]
O
Emal : [anthorghaoper@anthonyhocpercom |
Gender [z yhoops whoop! ] o .
e — Date of Bitth
Addiess : [123 Halt Road s ate of A"ge ligmsﬂasa the Other Details’ tab is

Mancheste etensiy iz locked and cannot be

Ethric Oiigin: [yFile i d
Postoods 12 28w | Staus i factie viewed.
Countwy [OriiedKingdom
R-r;;z Urited Kingdom W Active Conlractor I” Available
ZD NorhWest Conslant [ictona Royes

|Manchester

¥ Include Candidate in Maishots Division: [Manchester

Hotes

Last Cortact Loa (0271272003 15:0231 - Victeria Parker - 201 Cand Appiosch - snthory happy to be pot forward for
prograrmmer 1ole

22
R =R e QW"‘)‘ Qirtenien|  Gbatch | [viewcy| ek | @ ol |

Allow Authorisation of Candidate Payroll Information:

Selecting this option allows the user to edit candidate’s payroll information within the ‘Other Details’
section and authorise the details by selecting the ‘Payroll Information Authorised’ tick box. This confirms
the information is correct and locks the information for editing. The following screen demonstrates this:

This example demonstrates
where permission has been
granted to amend and
authorise payroll details

Payment Method : [PSC/Umbrella Name of Bark :[Barclays
Address
P 1 Baoth Steet
Manchester
Company Mame : [Dutsourced Paproll Inc
Adefess: [Manchester Postcode: [vi1 67D

|1 High Street
Mame : [Outsourced Payral Inc

| Sort Code :|123456 AeeNo.:|12345678

Postcode [T 2w Payment Ref. |Paymenl
W AT Regitered | Wilhheld VAT 5“”“‘:‘;3’ Supplie2 W Exp.
Ve Do [T Stardond reted transastions (207] Sl Cod | e
VAT No.:[125466 7850 RallNo. : |55745456
¥ Liniited Compary Additonall e i ‘
NN - | ki Selecting the ‘Payroll

Date of Incorp.  [04/06/55
¥ Copy of Centificate of Incorporation

PapollRef: [ OUPs[ webste Frofie: [ &
Jo

Tempaid Ref
Tempest Ref g I
I~ OIS Registered
CNe: Contractor Status : [awR Applicable
CIS Tope: [Gross Papments 07 I Fayrol Information Authorised

Information Authorised’ tick
box locks the payroll details
for editing

EYEEN= I RS el u’;l @"W;‘ s\nlevwewl & Match ‘ \DV‘wa\/l [ZEdt | © oo |

Close the Candidate D etals Fom

This information will now be carried through to any subsequent temp contracts for this particular
candidate.

Allow Authorisation of Client Invoice Details:
Selecting this option allows the user to confirm clients’ invoicing preferences are correct. Once the
‘Invoice Details Authorised’ button is selected within a client record the details are locked for editing.

Allow Setting of Legal Hirer:

This related to the AWR functionality within Eclipse. By default this permission is set to ‘disabled’ for all
users. This setting allows the setting of the legal hirer in a multi-client, multi-branch setup within Eclipse.
This is particularly important as not correctly linking client records to the correct ‘Legal Hirer’ client
record in Eclipse could cause multiple clocks for the same legal hirer to run concurrently but seemingly
unconnected, potentially risking a candidate missing out on equal treatment.

Allow Override of locked AWR Contractor Status:

When a temp contract record is created in Eclipse, the AWR contractor status of the candidate is ‘locked
in’ to the contract record. This enables Eclipse to know whether or not this contract needs to be
considered for an AWR clock and can be manually changed at any point up to the time that the first
timesheet is processed. This permission enables elevated privileges for the user to change the status
after the first timesheet has been processed in the case that a contract has been included or excluded
from AWR incorrectly.

Page 7 Last Revised: June 2012



Eclipse Software Ltd Eclipse User Guide
2012 Eclipse for Temps and Contractors

Allow Adding to AWR Clocks Before Processed Days:

This permission allows for information to be added to a candidate’s AWR clock before any related
timesheets are processed. For example this information could be a break in employment due to
sickness etc.

Allow Batch Setting of Exported / Un-exported to Sage for Timesheets and Invoices:

The permission to allow batch setting of timesheets and invoices is only applicable where integration
with a payroll and invoicing system is required. This setting allows a user to change the status of
multiple records to exported or un-exported.

Prompt to Allow Booking when a candidate is Not Marked as Available in the Availability Schedule:

This setting only applies where the default setting for the candidate schedule is to assume that the
candidate is ‘unavailable’ unless otherwise specified. If that is the case, if ticked, this setting will still
allow the candidate to be booked onto a temp contract even if they are not marked as available in their
schedule. Eclipse will inform the user that this is the case.

Do Not Display Financial Information on Timesheet Tab:
If ticked this will not display the values in the ‘hours’ and ‘Mark-up’ columns on the timesheet tab along
with the cumulative totals at the foot of the list.

Only Allow Preset Rates and Shifts to be Selected When Creating Contracts:

This setting will only allow the user to select from default rates and shifts or those set up specifically for
a client in the database. This prevents the user from creating temp contracts with ad-hoc pay rates for
candidates and ad hoc invoice rates for clients. This setting is useful where all rates are pre-agreed with
clients and the appropriate default templates are available

Allow Changes to Pay Rates:
This is an extension of the previous setting and allows the amendment of candidate pay rates within
default and pre-set rate and shift templates.

Do Not Allow Approval of Candidate Right to Work Documents:
Selecting this option prevents the user from approving candidate right to work documents.

Do Not Allow Booking of Candidates Who Do Not Have The Right to Work Check:
This option prevents users from assigning candidates to temporary contracts where they do not comply
with the candidate right to work feature. E.g. the candidate has documents outstanding.

Do Not Allow Termination of Contracts:
If ticked, this option will not allow the user to terminate temp contracts.

Allow Access to Auto SMS Report:
Where the Auto SMS feature is enabled, selecting this option allows access to a report via the ‘Tools’
menu, detailing SMS activity within Eclipse.

Show Contract Alerts Screen at Login - All / Own / Division:

These settings apply to the ‘contract alerts’ feature. This details contracts’ that have ended without the
assignment of a candidate and have therefore ‘timed-out’, and unassigned contracts that have started
but not yet finished are therefore still have potential to profit. This alert will appear at log-in and will
provide details of either ‘all’ contracts that fall into the above criteria, the users ‘own’ contacts or their
‘divisions’ contracts.
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3 Configuring Eclipse Default Preferences:

There are three tabs in the Eclipse Default Preferences section of the Maintenance Menu that require
some consideration in terms of using Eclipse for managing temporary contracts. These are the Temp
Contract, Invoice and Timesheet tabs. The following section explains these in more detail.

3.1 Temp Contract Tab:

This tab sets the default values relating to temp contracts and contains the settings for the options
described earlier in the Rates & Shifts section. These are the starting values that are initially selected
when creating any new temp contract or rate and shift template from a client record or indeed global
templates via the Maintenance Menu. Other options define additional aspects of the Contract's
behaviour.

S Eclipse Default Preferences

These are the % at which
candidate holiday pay and
employers NI are calculated
] _

( Ihvoice T TimasheetT Tempaid T

S T OLIPay T Tempest ]
General T Candidate T Wacancy Y

T Sage Line EUT Sage Pa_onIT Sage MM5

Set the rate [%] to be used when calculating... Rate Known : | The pay

WTD Rate :[12 07 % J
Employers NI Rate |12 % Margin On - | — j
— R This box defines whether blank
v 3Dl v Include mployers . .
AW Aot [rog 10 ] % Includs holiday Pay [WTD] days in a candidates schedule

[~ Erter &l Figures Manualy should be treated as

v Alwa_ys azsigh candu_:lates to an =
existing AR clock if Drese':ﬂ% unavailable instead of available
- Assume Candidates to be unavailabl /

nrked avaisble in the schedule employed or composite/umbrella candidates
[ Use Enhanced Schedule and Matching Charge client :[10p % of expenses cost

Availability Limit :[1 00 Def. CI5 Tupe :|Nett Deductions 20% ﬂ
Timesheet Freq. : m r E];;Lé?;a'l-‘:gi?lm z:{l with

Period End : | Sunday j i . A
These options define timesheet

frequency and period end

¢ Holiday pay is paid &5 &
separate element

WTD Rate:

This is the percentage at which candidate holiday pay (Working Time Directive) calculations should be
made. From April 2009 this figure is 10.17%. All new temporary contracts will display this value and will
calculate candidate’s holiday pay entitlement accordingly.

Employers NI Rate:

This is the percentage at which Employers National Insurance is calculated in Eclipse and is set to
12.8%. This calculation does NOT take into consideration the ‘free pay element where National
Insurance is not applicable to the first portion of an employees’ wage. The reason being that this
allowance may have already been applied to a candidate’s wage paid elsewhere and is therefore not
applicable.

AWR Enabled (Tick Box):
This is the system default setting to enable / disable the AWR clock system. This setting is automatically
enabled where the default country is set to ‘United Kingdom’.

AWR Alert at:
Selecting a week in this field will mean that all Contracts with a clock at that stage or afterwards will be
included in the contract warnings in the ‘Contract Alerts’ screen.

Always assign candidates to an existing AWR clock if present (Tick Box):
Ticking this box will automatically link a candidate to an existing AWR clock with the same legal hirer if
there is one already in existence.
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Assume candidates to be unavailable unless marked as available in the schedule:

This tick box defines whether or not blank days in a candidate’s schedule are to be treated as available
or unavailable. By default, Eclipse assumes that a blank day is available unless otherwise marked.
Selecting this option will reverse the feature and consider candidates to be ‘unavailable’ unless marked
as ‘available’ in the schedule.

Use Enhanced Schedule and Matching:

This tick box enables the enhanced schedule and matching feature where candidates can be assigned
as available for certain shifts or hours rather than the day as a whole. This feature should be used in
conjunction with the ‘Candidate Shift Availability’ and ‘Candidate Reason for Un-availability’ sections of
the Maintenance Menu.

Availability Limit:

When performing a candidate match against a vacancy the amount entered will be the maximum
amount of candidate that will be shown. It is set to 100 by default but can be made higher or lower if
required.

Timesheet Frequency:
This is the frequency at which timesheets are due.

Period End:
This is the last day of the week that the timesheet relates to.

B Eclipse Default Preferences (] The ‘Rate Known’ list specifies
( Invoice T Timesheet T Tempaid T Auto SMS T OLIPay T Tempest ] What Values .ar.e known When
General T Candidate T Wacancy T T Sage Line SDT Sage F‘ayrollT Sage MM5 negotlatlng feeS

_

Set the rate [%] to be uged when calculating... Rate Known : | The pay rate and invoice rate is known j 1

WTD Rate: 1207 % ‘whork To | J‘
=

Employers NI Rate [12.8 e s | — j

This options specifies whether
fees are calculated based on a

v AwF Enabled v Include Employers mark-up or margin
AWR Alert at: [yreer 10 - v Include holiday Pay fwWTD]
S~

v Always assign candidates to an [ Enter &1 Figures Marualy
existing A%H clock if present I~ Use VAT Friendly Scheme
Charge AT on markup anly for zelf
i:itg;g\?ﬁ:‘gl‘:t?E:;ﬁg;:izlabla Ril==s employed or composite/umbrela candidates

¥ Use Enhariced Schedule and Matching Charge diient:[100 % of expenses cost ‘Margin on’ SpeCiﬁeS what the
Avalabilty Limit 700 Def. £15 Type et Decluctions 20% = margin is calculated as a

Tinesheet Fieg. [wzeky =] - ?;r:ﬁ;a’t“aogizﬁn Pay wih percentage of
Period End : ’m " Holiday pay is included in the pay element S~ —

a3 Holiday pay iz paid az a
separate element

22

D Cloze b Save

The three drop down lists at the top right hand side set the default values which help to calculate rates in
Eclipse. These will also be copied through to all new temp contracts created in Eclipse.

Rate Known:
The ‘Rate Known’ list specifies what values are known when negotiating fees. The four options are:

The pay rate is known

The charge rate is known

The invoice rate is known

The pay rate and invoice rate are known

For the purpose of Eclipse, the definitions of ‘pay rate’, ‘charge rate’ and ‘invoice rate’ are:

e Payrate: The gross pay the candidate will receive per unit of work (E.g. hourly / daily)
e Charge rate: The cost to the agency (pay rate + WTD + Employers NI)
e Invoice rate: The cost to the client
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Work To:
The second list ‘Work To’ specifies whether fees are calculated based on a mark-up or margin.
Therefore the two options are as follows:

e Work to an hourly mark-up: A fixed value in £'s per hour / day
e Work to an hourly margin: A percentage calculated on a choice of values

Margin On:
‘Margin On’ specifies what the margin is calculated as a percentage of:

Pay rate only

Pay rate and WTD
Charge rate
Invoice rate

( Ihvaice T TlmasheetT Tempaid T Auto SMS T OLIPay T Tempest ]
General T Candidate T Wacancy T SageLinESDT SagePa_wnIIT Sage MMS  []

Set the rate [%] to be used when calculating... Rate Known : | The pay rate and invaice rate is known j
WTD Rate: 1207 4 Whork To: ) .
Employers NI Rate [138 4 . | J L If Selected, the COI’reSpondlng t|Ck
Herdn | Chage e boxes within each new temp
| e8iR Erelid E el Bl contract will also appear checked
AwR Alert at: [y ree 10 = Iv Include holiday Pay [wTD)
v Always azsign candidates to an M (=i ) Fgaves vl /
existing & H clock if present ™ Use VAT Friendly Scheme
- Assume Candidates to be unavailable unless Charlge \:;AT o mark_:,lp}/unlg f\:ﬁr el P The expenses o tion sets the
marked available in the schedule 5 i Der e — p p A
[ Use Enhanced Schedule and Matching Charge client :[10p % of enpenses cost default Value fOI’ paSSIng on
Availabilty Limit:[100 Def. 015 Type et Daductions 20% =] candidate expenses to clients
. Include Haliday Pay with
Timeshest Freg. :[ty/eck, :Iv r Candidate Payment /
Period End - [ ¢, 4z - " Haliday pay is included in the pay element

@ Holiday payis paid as a
separate element

23

) Close H Save

o

Include Employers NI:
The first tick box on the right hand side will, by default, tick the ‘Include Employers NI' box on all new
temp contracts and rate and shift templates.

Include Holiday Pay (WTD):
Secondly, ticking ‘Include Holiday Pay (WTD)’ ticks the corresponding box on all new contracts.

Enter All Figures Manually:
Selecting ‘Enter All Figures Manually’ does exactly as it suggests and unlocks all fields for manual entry.

Use VAT Friendly Scheme:

If the ‘Use VAT Friendly Scheme’ option is ticked, by default any contracts that are created for self
employed or PSC/Umbrella candidates will only charge VAT on the mark-up portion of the invoice rather
than the whole amount.

Expenses:
The expenses option sets the default percentage of candidate expenses to be charged back to clients.

This potentially allows for a percentage increase to be added onto expenses costs or the percentage of
expenses reduced, e.g. sharing expenses costs with clients. To add a mark-up, increase the percentage
as required. E.g. to add 10% set the value to 110%. To split the cost in half, add a percentage value of
50%. This is only a default value and can be overridden on a per contract basis.
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Default CIS Scheme:

This is the ‘Construction Industry Scheme’ and is only applicable to contracts associated with
contractors in the construction industry. For these candidates it is compulsory to be CIS registered. In
terms of Eclipse, this means that candidates are paid as contractors but a percentage of their gross total
pay is deducted through the CIS scheme and passed onto the Department of Work and Pensions.
Choose the default option from the three available in the drop down menu, these are: Gross Payments
0%, Nett Deductions 20% and Net Deductions 30%. This percentage will be carried through to all
candidate records where the CIS box is ticked. However, the option to change the percentage is
available in the candidate record itself.

Include Holiday Pay with Candidate Payment:

This option relates to the export of information to Sage Payroll. Where this box is ticked the holiday pay
value will be exported to Sage. If not ticked then no holiday pay value is exported. This is the master
setting however this can be changed on a per contract basis.

Holiday Pay is Included in the Pay Element:

This option allows for instances where candidate’s holiday pay is included within their basic pay rate
instead of ‘in addition to’ their basic pay. In instances where this option is selected, the WTD (Working
Time Directive) column within the rate calculations should be left at £0.00.

Holiday Pay is Paid as a Separate Element:

The final option on this screen allows for instances where candidate’s holiday pay is calculated in
addition to their basic pay rate instead of ‘including’ it in their basic pay. In instances where this option is
selected, the WTD (Working Time Directive) column within the rate calculations will display the holiday
pay value.
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3.2 Invoice Tab:

The settings in the ‘Invoice’ tab set the default values for payment terms, invoice templates for the batch
printing option and invoice referencing. Please note that invoice terms and templates can be altered on
an individual client level where required. Additional invoice templates can be created in the ‘Document
Templates’ section of the ‘Maintenance Menu'’.

( General T Candidate

Sage MMS Invoice |

T Wacancy T Temp EuntractT Sage Line 50 T Sage Payroll
Timesheet | Tempsid | AuwoSMS | OLPay |

‘Invoice Prefix’ specifies what will
appear before the reference
number on invoices generated in

Default Irvoice Payment Termns ,307 days ECIIpse

Default Batch Invoice Template [ n0C-10016: Invoice Template - With Timeshy i
Irwoice Prefis : [Py

N ‘Invoice Offset’ alters the starting
e point for invoice numbering in
Only sllow client invoice address to be .

selected using the client branches system. ECI | pse

If the invoice date iz on or after 014012010 and period end is in 2009
within 14 days of the invoice date, recalculate the timeshest using VaT
at-»

¢ 15007 The VAT recalculation option will

become redundant after January
2010

+ 17.50%

D) Cloze b Save

B

Default Invoice Payment Terms:

This option specifies the default payment terms to be carried through to client records and subsequently
invoices. Please not that this value can be amended where necessary on a per client basis.

Default Batch Invoice Template:

Within Eclipse there is the functionality to batch print invoices. This option sets the default invoice
template which will be used in the event of a batch print run. Upon purchase of Eclipse, the system
provides two basic example templates, one suitable for permanent invoices and a second for temporary
invoices. These templates can be amended as required or completely new versions configured.
Selecting the drop down menu here will display all templates configured in relation to invoices. Choose
the option which is most likely applicable to the majority of clients. Please note that within each
individual client record the template option can be amended if necessary.

Invoice Prefix:
The invoice prefix field specifies what will appear before the reference number on invoices generated in
Eclipse. ‘PIN’ is the default but this can be altered as desired.

Invoice Offset:

‘Invoice Offset’ alters the starting point for invoice numbering in Eclipse. For example, if the final invoice
number of an existing system stands at 99 and the first invoice to be generated in Eclipse needs to be
100, then the invoice offset would be 99.

Only allow client invoice address to be selected using the client branches system:

Within the ‘Branches / Financial’ tab of each client record it is possible to enter an invoice address for
the client that differs from the client address entered on the ‘Client Details’ tab. Where this option is left
un-ticked the invoice address can be manually typed or selected from a drop down list of related
branches. Where this option is ticked, only the address of a related branch can be selected.
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3.3 Timesheet Tab:

The next tab of Eclipse Default Preferences relates to timesheets and the options related to the process,
authorisation and invoicing of those timesheets in Eclipse.

= Eclipse Default Preferences @

|’ General T EandidateT Wacanhcy TTampEﬂntT Sage 50 TSageF‘ayrnllT SEQEZDDTJ/ Invoice

éTimesheetT TempaidT SHS T OLIPay T TemneslT Custom T Client Thls Optlon Only a”OWS

r Only allow timesheets to be processed and ‘ and authonsed USIng the

authorised using the faxdimage method,

timesheets to be processed

N

Use the Timesheet Queue Fold T i
ety R ol T 'ex/image method
divizion maintainance section.]
On the process timesheet by image form filter
[ out timesheets where the rates are not
agreed. // \
Timesheet Image Folder :[C-\[1sers\lex Eliott\Desktopt T Sheets' o] =—— Use the green ‘+’ button to
Processing without Signed Conbract |A||uw j SpeC|fy the foldel’ |n Wthh
Proceszing without Invoice Addiess Approved |Wam j faxed |maged Of the
Pracessing wthot P Number iy =] timesheets will be saved
Processing without 2%HF Equal Treatment |Allow j
Invaicing without Invoice Address Appraved |Wam j
Inwoicing without PO Humber |Wam j By addlng a Value |n thIS
Assign Cand. Invoice Address Not Approved |Wam ﬂ SeCtiOn a”OWS ou to set
Candidate Date of Bith Mot Present |Allow ﬂ — the national ||V|ny wage for
Dver 25 and payrele ek the speciied amount - [a1n Bl didat %h g ‘
canaidates over the age o
B 25.
D Close I Save

_/

Only allow timesheets to be processes and authorised using the fax/image method:
Placing a tick in this box prevents the processing and invoicing of timesheets using any method other
than the fax / image feature.

Use the ‘Timesheet Queue Folder per Division system:

Where users are assigned to a division and the fax / image method is employed to process and
authorise timesheets, selecting this option will allow for a queuing system. For example, in the instance
where are three divisions within a company, a timesheet folder per division can be configured. As the
timesheets come in via the faxed image method they can then be saved into the relevant folder.

To assign a timesheet folder to a division, re-visit the user administration section of the maintenance
menu and double click on a division. Locate the folder via the green ‘+’ button which will open the
Windows file manager.

On the process timesheet by image form, filter out timesheets where the rates are not agreed
As it suggests, selecting this option will only display timesheets records if their rates have been agreed
with the client.

Timesheet Image Folder:

Where timesheets are to be processed and authorised using the fax / image method but NOT the
timesheet queuing system, use the green ‘+’ button to open the Windows file manager and locate the
folder in which the timesheets will be saved.

Processing without Signed Contract:

This option is a control feature associated with signed contracts. Where a copy of a signed contract is
not present in the temp contract record in Eclipse the preference can be set to simply ‘Allow’ the
processing of associated timesheets, ‘Warn’ that a copy of the contract has not been attached but still
allow the processing of timesheets or ‘Prevent’ the processing of any associated timesheets until the
signed contract has been attached.

Processing Without Invoice Address Approved:

Where a client’s invoice address has not been approved within the ‘Branches / Financial’ tab of the
client record, this option will either ‘Allow’, ‘Warn’ or ‘Prevent’ the processing of any associated
timesheets until it has been approved.
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Processing Without PO Number:

Where it has been specified in the ‘Branches / Financial’ tab of a client record that a purchase order
number is required on any associated invoices before they can be paid, this option will either ‘Allow’,
‘Warn’ or ‘Prevent’ the processing of any timesheets until the purchase order number has been entered
into the associated temp contract record.

Processing without AWR equal treatment:

Every Contract that is created and eligible for AWR has a tick box which defines whether or not the rates
associated with that Contract can be deemed to be equivalent to Equal Treatment Comparators.

Eclipse has a function that will allow the decision of whether to “Warn”, “Block” or “Allow” when trying to
process a timesheet that does not have this tick box ticked. The default value when the update is
installed is “Warn” which will display a pop up warning to the user but give them the option to process
the timesheet anyway.

Invoicing without Invoice Address Approved:

Where a client’s invoice address has not been approved within the ‘Branches / Financial’ tab of the
client record, this option will again ‘Allow’, ‘Warn’ or ‘Prevent’ the invoicing of any associated timesheets
until it has been approved.

Invoicing without PO Number:

Where it has been specified in the ‘Branches / Financial’ tab of a client record that a purchase order
number is required on any associated invoices before they can be paid, this option will again ‘Allow’,
‘Warn’ or ‘Prevent’ the invoicing of any associated timesheets until the purchase order number has been
entered into the associated temp contract record.

Assign candidate where the client invoice address not approved:

Where a client’s invoice address has not been approved and a candidate is assigned to a related temp
contract, Eclipse gives the options to either ‘Allow’ the candidate to be assigned, ‘Warn’ that the client’s
invoice address has not yet been approved or ‘Prevent’ the candidate from being assigned. This is
particularly useful in temporary and contract recruitment where it is imperative that the correct invoicing
preferences have been configured as these preferences impact on timesheet and invoice management
within Eclipse.

Candidate Date of Birth Not Present

If the candidates date of birth is not present on the candidate record, then Eclipse can ‘Warn’ you that
the date of birth is not present, ‘Allow’ will let you save the candidate record without a date of birth
present and ‘Prevent’ will not let you save the record without a date of birth present. This permission is
connected to the national Living wage on the next paragraph.

Over 25 and below the specified amount

If a candidate is over the age of 25 and below the threshold stated Eclipse can ‘Warn’ you that the
candidate is 25 or above and below the threshold at the point of being assigned to a contract, ‘Allow’ will
ignore that the candidate is below the threshold at the point of being assigned to a contract, and
‘Prevent’ will stop you from assigning a candidate to a booking if aged 25 or above and below the set
threshold.
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4 Configuring Candidate PSC/Umbrella Companies:

This section need only be considered where temps or contractors are paid through a PSC (Personal
Services Company) or umbrella company. Details of each PSC or Umbrella company can only be
configured via the Maintenance menu. On an individual candidate basis, where the temp or contractor is
paid via a PSC or Umbrella, the appropriate details can be selected from a drop down menu. This
prevents the need for repetitive entry of the same PSC or Umbrella details.

This feature also enables Eclipse to group candidates by PSC or Umbrella for searching and reporting
on timesheets. Additionally, where a payroll export bolt-on is activated, candidate payments can be
grouped for export.

§i Maintain PSC/Umbrella

\

@ Maintain PSC/Umbrella This section need only
be considered where

temps or contractors
A | Name | Postcode .
B Outsourced Payroll Inc 1 20w are pald through a
W PsCLd M1 2w ‘PSC’ or ‘Umbrella’

company
Maintenance of this\
section is performed in
much the same way as
the other sections of

the Eclipse
Maintenance Menu

s i) I

Adding and editing of this section works in the same way as with the other Maintenance Menu options.
Clicking the ‘Add’ or ‘Edit’ buttons open the ‘PSC / Umbrella Details’ screen as shown below.

£ PSC/Umbrella Details [x]

@ PSC/Umbrella Details

Company Details Details of Bank or Building Society
Company Name : [0 utsourced Paprall Inc Name of Bark : [Barclaps Th e d etai | se nte red

Addess: [Manchester Address 1 Boath Stieet

1 High Steet biancheser within this screen will

be copied through to
Pesos T N — .
¥ VAT Registered |~ Wikihold VAT S e Cand[da'.:e records
Taw Code (17 - Standerd rated bansactions (175~ . Smfsd? R £ (e when ||nk|ng them to
. et P et .
e R M i — particular PSC or
¥ Limited Company Supplier! g
Company RegMo.:foas7es 4321 1BAN : 39839009 Umbrella companies

Date of Incorp. - 4/06/95 Swit Code ;| 33339900

e e e —— FiollNo. | gg745458

iDelele | @ Cose | ) Save

The details entered within this screen are then automatically copied through to candidate records when
linking them to a particular PSC or Umbrella company. This ensures that all information is accurate for
all candidates paid in this manner.
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5 Configuring Rate & Shift Categories:

This section is used in conjunction with ‘Default Rates and Shifts’ which are discussed in the following
section. The rates and shifts category section allows a customisable list to be created and assigned to
rates and shifts presets. Each client can then be assigned to a category (in the Branches / Financial tab
of each individual client record) and when picking a rate and shift present from the contract forms it will
filter the presets according to the category selected.

As with other sections of the Maintenance Menu, this section is initially blank when purchasing Eclipse.
The example below shows the categories that have already been configured.

% Maintain Rates and Shifts Categories
To add a new category

to the list select ‘Add’.
To remove an existing
category, first double
click to open where a
‘Delete’ button will be

/\ available.

’o Maintain Rates and Shifts Categories

[ZIEdit | © Close |

To add a new category select the ‘Add’ button, the following screen is displayed:

% Rates and Shifts Category Details |X|

’o Rates and Shifts Category Details Enter the category description

then select ‘Save’

Description : | -

D Close | I save |

Enter the category description and then select ‘Save’. In order to remove a category, open an existing
category where a ‘Delete’ button will be available. The ‘Client Rate Category’ is searchable from both
the client search form and also the contract search form.
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6 Configuring Rate and Shift Templates:

Rate and shift templates can be set on a system wide or client specific basis. Setting templates for
common temp contract bookings will provide a shortcut when creating new bookings in Eclipse.

6.1 Default Rate and Shift Templates:

System wide rate and shift templates can be used to create temp contract bookings for any client in the
database where certain information will be pre-populated. These are known as default rates and shifts.
The same feature is available for setting rate and shift templates where agreements are in place for
individual clients. This is performed within the individual client record rather than the Maintenance menu.
In addition to using rate and shift templates, rates and shifts can be created on a ‘per’ booking / ad hoc
basis at the point of creating a temp contract in Eclipse.

As with other sections of the Maintenance menu, this section is initially blank when purchasing Eclipse.
The example below shows templates that have already been configured and clearly shows the template
‘Description’, the ‘Industry’ that the template relates to, the ‘Rates and Shifts Category’ and whether or
not the rates are equal treatment comparable (ET) in relation to AWR.

To open any of these templates simply double click.

in Default Rates and Shifts

S Maintain Default Rates and Shifts

All existing rate and shift
templates are listed here

Defaulk Rates and Shifts

A | Fief Mo, | Description | Industry | Category | ET ‘
&5 Ras1m7a Cartaker IT IT

.':9 Ras-10184 Haspital Doctar All [l N
Lo RASADTT Frogrammer IT Y

Select ‘Edit’ to amend an
existing template or ‘Add’
to create a new one

) 4dd et / @ Close

To create a default rate and shift template, select the ‘Add’ button from the foot of the screen. The
following ‘Client Rates and Shifts’ screen will appear:
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To aid explanation, the screen has been broken down into three sections as follows:

Section 1: Information known
Section 2: Rates
Section 3: Shift pattern

ent Rates and Shifts

.’ Client Rates and Shifts

Fef No: [Ragao177 Date Registered : [03,/02/2010 70.04:52 Section One:
Descipton  [Frogrammer Motes : Information known

Timeshest |Wesk|y j |5unday j Nof;sp:

Rate Known : [The pay rate and invoice rate is known j )
‘Waork To =l ™ Holiday Pay @ oo P
Margin 00| Chage rate =l [ EmployersMl @] 0007

[~ Enter All Figures kanually

Mame WTD  EmpMl Chaige Margin% Markup Invoice Sectlon TWO

Standard : [Basic . 25.00 =T

OT1: [Tine 1.5 Rates
0T2:|g72
O0T3:|gT3

Day Paid Units
200 &

&

Manday Custam

Tuesday Standard
'wednesday Standard
Thursday Standard
Friday Standard

Shift pattern

lelelalalalals

B A A A e i

!

™ Include Holiday Pay with Candidate Payment

Category i ~| ¥ &/ Equal Treatment Comparator

Last Update
By ba| Delete ‘ D Close | b Gave

Section One: Information Known:
The top section of this screen allows for some specific information about the template:

Ref No:
When the rates and shift template is saved it will be allocated a reference number beginning with ‘RAS’.
Until it is saved the reference number appears as ‘RAS-NEW'.

Date Registered:
This captures the time and date of template creation. This cannot be amended or deleted.

Description:
The description of the rates and shift template can be either the specific job title or something more

general e.g. ‘minimum wage / basic shift'. The example above shows a minimum wage calculation.

Notes:

This is a free notes box which can be used to highlight any additional information about the rate and
shift template. Any notes entered here will be copied through to any subsequent contract and timesheet
records.

Exp Notes:
This is a free notes box which can be used to highlight any expenses information. Any notes entered

here will be copied through to any subsequent contract and timesheet records.

Timesheet:
The two fields in this section indicate the timesheet frequency and the last working day of the working
week. These values can be set in the Eclipse Default Preferences section of the Maintenance menu.
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The following three fields indicate how the rates are calculated and based on what values:

Rate Known:
From this drop down, specify which values are ‘known’ when negotiating fees. The four options are as
follows:

e The pay rate is known

e The charge rate is known

e The invoice rate is known

e The pay rate and invoice rate are known

For the purpose of Eclipse, the definitions of ‘pay rate’, ‘charge rate’ and ‘invoice rate’ are as follows:

e Payrate: The gross pay the candidate will receive per unit of work (E.g. hourly / daily)
e Charge rate: The cost to the agency (pay rate + WTD + Employers NI)
e Invoice rate: The cost to the client

Note: The default preference can be set via the ‘Eclipse Default Preferences’ section of the
‘Maintenance Menu’ which is explained later in this guide.

Work To:
From this drop-down menu, specify whether fees are calculated based on a mark-up or margin:

e  Work to an hourly mark-up: A fixed value in £'s per hour / day
e Work to an hourly margin: A percentage calculated on a choice of values

Note: The default preference can be set via the ‘Eclipse Default Preferences’ section of the
‘Maintenance Menu’ which is explained later in this guide.

Margin On:
If rates are calculated based on a percentage margin, specify what the margin is calculated as a

percentage of:

Pay rate only

Pay rate and WTD
Charge rate
Invoice rate

Note: The default preference can be set via the ‘Eclipse Default Preferences’ section of the
‘Maintenance Menu’ which is explained later in this guide.

Holiday Pay:
To include holiday pay in the rate calculations, tick this box. The default value set in ‘Eclipse Default

Preferences’ (Explained later in this guide) will automatically appear in the box to the right. From 1st
April 2009, the ‘Working Time Directive’ value is set at 12.07%.

Employers NI:
Similarly to holiday pay, to include employers National Insurance contributions in the calculation, this

box should be ticked and the percentage entered at 12.8%. This value is also set via the ‘Eclipse Default
Preferences’ section of the Maintenance Menu.

Please note this calculation does not take into consideration the ‘free pay’ element where
National Insurance is not applicable to the first portion of an employees’ wage. The reason being
that this allowance may have already been applied to a candidate’s wage paid elsewhere and is
therefore not applicable.

Enter All Figures Manually:
Ticking this box allows the user to manually enter all the figures in ‘section two’ when calculating rates.
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Section Two: Rates:

In this section, up to ten pay rates calculations can be entered e.g. standard rate, overtime rate, day
rate, night rate etc. By entering the known values as outlined above, Eclipse will automatically calculate
the remaining fields in the grid.

’° Client Rates and Shifs
RefNo[Rag10177 Date Registered : [09/02/2010 10.04:52 93
Description ‘pmg,ammg, Muotes :
Timeshezt[yzckl <] [owiw =] Em In this section up to ten pay
Motes .

Rate Known [ The pay rate and imvoice rate is knawn j 2 rate calCUIatlonS can be
Wark To =l [ Holiday Pay @[ poo o d

Margin 0n | Charge rate =] [~ EmplopeisNI @] 0007 maae

[~ Enter &l Figures Manually
Name Pay  WTD EmpMNl Chage Margin% Makup Invoice  HP
Standard : [B asic

[ \ \
OT1: | Time 15 | 3000 | |
| | |
| | |

712|072
073073

]
I=H=]
1

Ll
=

The following section explains each of the nine columns in the rates calculation box:

Name:

On the left of the grid each row is labelled E.g. Standard, OT1, OT2 to indicate the various pay rates
associated with the template. The same labels appear in the first column of the grid itself. These labels
can be changed as required E.g. Day Rate, Night Rate and Overtime Rate. It is possible to set up to 10
pay rates per contract.

Pay:
The ‘Pay’ column indicates the amount the candidate will receive per unit of work. The unit can be either
hourly, daily or by shift.

WTD:

The amount of ‘Working Time Directive’, otherwise known as holiday pay, is automatically calculated
assuming the ‘Holiday Pay’ box is ticked and the percentage indicated in the section above. The holiday
pay is only calculated for those rates where the ‘HP’ box is ticked. (See ‘HP’ description below)

Employers National Insurance:
This is the value of ‘Employers National Insurance’ contribution payable assuming the box is ticked in
the section above and the percentage value indicated.

Charge:
The ‘Charge’ is the cost of the booking to the agency per unit worked.

For example, for PAYE candidates: Charge = Pay + WTD + Employers National Insurance

Margin %:

The ‘Margin’ is the % profit earned. As indicated above, the margin can be calculated on several values:
the pay rate only, the pay rate + WTD, the charge rate or the invoice rate. The mark-up value will alter
dependent upon what the margin % is calculated on.

Mark-Up:
The ‘Mark-Up’ is the profit per unit of pay to the agency after deductions.

Invoice:
The ‘invoice’ rate is the amount invoiced or charged to the client.

Hp:

This tick box includes or excludes ‘holiday pay’ in the individual rate calculations. Please note that
holiday pay is not usually included in overtime payments. Holiday Pay is also known As WTR (Working
time Regulation) or WTD (Working Time Directive) and is labelled as WTD in the rates section.
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Section Three: Shift Pattern:

The final section sets the shift pattern for the template. Specify which days of the week a candidate may
be required to work and at what pay rate. If the hours of work are known, these should be specified.

% Client Rates and Shifls

"9 Client Rates and Shifts

RefNo:|Ras-10177 Date Registered : [09/02/2010 10.04:52 22

Diescription IF’Iogrammer Mates :

Timesheet IWeskIy ;I ISunday ;I " Exp.
otes
Rate Known [ Tpe pay rate and invaice rate is known j )
Work To ok 1o a hourly markup Jid | [ Holiday Pay B 000,
Margin 0n' | Charge rate = [~ Employers MI @] 000

[~ Enter All Figures Manually

Mame Pay WTD  EmpMl Chaige Margin% Markup Invoice HP
Standard : [Basic 2000 o0oof ooo| zooof zsoof S0 2800 T il El : .
OT1:|Time £ 1.5 000 000 o001 3000 1667 So00| 3soo T SeC!ZIOI’] Three:
0T2:nT2 noo| ooo| ooo| ooo| ooo|  ooo]  ooo T Shift Pattern
0T3:|nT3 noo| o] ooo| ooo| ooo| ooo]  ooo =)

Day Rate Start End Paid Units

¥ [Manday Custam 0000 00:00 [ 200 %

I Tuesday Standard 0000 DU:UU| .00 =

I "/ ednesday Standard 0000 DU:UU| .00 =

M | Thursday Standard 00:00 00:00| 200 % .

'lf Fiiclay Standard 0000 o000 | 200 : On completion of the
S ahurday Standard 0000 0000 000 B ‘ )

I Jsunday Standard 0000 UU.UUI 000 template select ‘Save

I~ |Bark Holidays Standard 00:00 0000 0.00

[ Include Holiday Pay with Candidate Paymernt
Category IIT ;I [V MR Equal Treatmenit Comparator

Last Update: [17,10/2011 14.21.59

By |V|ctuﬂa Royce

DDa\etel D Close | kA Save |

To indicate that a particular day of the week may appear in the shift pattern, tick the corresponding box
on the far left of the grid. These are not to be confused with the ‘actual’ requirement days, rather the
‘typical’ shift pattern

Select the desired pay rate from the drop down menu. Be aware that Eclipse automatically defaults to
the ‘Standard’ pay rate unless otherwise specified. There is the option to create a ‘Custom’ pay rate
within this section which allows the input of multiple rates on the same day e.g. ‘Standard’ rate for the
first 4 hours and then OT1 thereafter. Selecting the ‘Custom’ option displays the following window:

E Rate Rules

! Rate Bules In this example ‘Standard’ rate of
] pay will be paid up to 8 hours.

Rate| Stardard x| paiduntil | g.00 units Between 8 and 10 hours the ‘OT?1’

then rake [~ g71 | paiduntil | 10,00 units rate will be paid. Anything over 10
then ratelﬁ thereafter hours will be pald at ‘OT2’ rate

Rate 'Standard' paid until §.00 units then rate
'0T1" paid until 10,00 units then rate 'OTZ2'
thereafter

i@ Cancel | b Save |

In the example above ‘Standard’ rate of pay will be paid up to 8 hours. Between 8 and 10 hours the
‘OT1’ rate will be paid. Anything over 10 hours will be paid at ‘OT2’ rate. In terms of related timesheets,
Eclipse will populate the ‘OT fields accordingly.

Back in the main screen, if known, enter the typical start and end times of the shift. It is not necessary to
specify these values however this will have an effect on the availability of any candidates assigned to a
temp contract using this particular template.
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Finally, enter the number of paid units per day. If the rates in section two were calculated on an hourly
basis, the number of paid units will be the number of hours to be worked per day. If the pay rate
calculated above was a daily rate, the number of paid units will be “1’.

If the pay rate and shift pattern is consistent throughout the week, there is no need to repeatedly enter
the details, simply click the [+] on the right of the first line and the details will be copied down the grid to
the other days selected by a [Tick] on the left.

Include Holiday Pay With Candidate Payment:

Selecting this option indicates that the candidate’s holiday pay will been calculated within their pay rate
and not in addition to their pay rate. If this is the case, ensure to un-tick the holiday pay box on the right
of the pay rate line so the WTD value appears as £0

AWR Equal Treatment Comparator (Tick Box):

Setting ‘Equal Treatment’ rate templates in Eclipse is one of the most important aspects of managing
AWR compliance. These templates are used as ‘Equal Treatment’ safe comparator rates when setting
up Equal Treatment Contracts and can be used when creating a Contract. If a tick is placed in the
‘AWR Equal Treatment Comparator’ box, then this will copy through to the Contract, allowing
uninterrupted processing of timesheets and negating the need to split a Contract when equal treatment
is reached.

Category:
Choose the rate and shift category from the list. In this example the ‘IT’ category has been chosen.

Going forward, where client records have been placed into the ‘IT’ category, only rate and shift pre-sets
relating to ‘IT’ will be displayed in the contract forms when choosing pre-set rates and shifts templates

On completion of the template, select ‘Save. The template will now be available to use in conjunction
with any client in the Eclipse database.
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7 Configuring Client Records:

Client invoicing preferences are configured within the Branches / Financial tab of individual client
records. This includes information such as the type of invoicing, preferred invoicing addresses and
frequency. Although this information can be added by any user, only those with permission to do so can
authorise it and therefore lock the details for editing.

In addition to this, Eclipse default preferences can be configured to allow, warn or prevent timesheets
from being processed until certain information have been provided and confirmed within associated
client records. Please refer to section 3.3 for more information on these default preferences. Ultimately
this should prevent the instance where clients are issued invoices with incorrect details. There is also
the facility within a client record to create a list of unsuitable candidates. Where candidates are named
on this list Eclipse will not allow them to be assigned to a temporary contract for this client. Both client
invoicing preferences and unsuitable list administration will be discussed in this section.

7.1 Client Invoicing Preferences:

& Client Details - Eclipse Software (=3
Branches/Financial |  Rates/Unsuithgen | Cand Shortist (474] | 1
Related Brenchs The Branches / Financial tab of
e | | the client record contains lots of

) Eclipse Soitware Ltd Manchester Steve Logan information about the clients
invoicing preferences

Tax Code:[T1: Standard rated tiansactions (20%) I~ UseVAT Friendy Scheme
AT ey Charge client:[og % of expenses co
Defauk Cunercy:[Gee ace 100 Wav. [ign @ [io
Pagment Tems:[30 daps

I Include in Batch Invaicing ¥ PO No. Requied

Type | Consolidated Invoicing Invaice Frea. [ujeekly
Group By |Client Invaice Address

Departments
Inwoice Templte *[DOCT00TE: Invaice Template - With T1 & [ Name

FAD.|victoria Royce ; i;cuunls

Email: | yictoris2@recruitmert-software. co.uk
Invoice Address 304 Ducie House
[if different] :| 37 Duicie Steet
[Manchester

Postoode: |1 2)u AwR LegalHirer: [Othes
¥ Ivoice Detals utharised Blient[E cipse Seitware Ltd M1 3LF) 92

Refeirsl: [Coid Call
Cetegory 17

BB 2| B ]9 o

Mainiizt Navigstion
of 2

| ’]Mar\anas‘ -)Vacar\:y‘ [ Edit | © Close ‘

Related Branches:

This section allows individual client records in Eclipse to be linked together. For example, where there
are multiple branches or locations of the same client. The important thing to remember here is to first
create the individual client records for each branch or location and then link them together.

The image above shows the clients ‘Eclipse Software Ltd’ and ‘Eclipse Software’ linked together with
‘Eclipse Software Ltd’ the head office and ‘Eclipse Software the branch. The head office is identified with
a lit light bulb. The ‘Eclipse Software’ record will also be updated at this point to show the link. Multiple
client records can be linked together in this way. To switch the head office from one client to another,
first highlight the client to be assigned as the head office and select ‘Assign’. The head office will be
amended in each of the linked records.

To link another client with Eclipse Software Ltd, select ‘Add’. Eclipse will now ask a series of questions
to ascertain whether the client currently being viewed is to be assigned as the head office or a branch.
These questions are shown in the following examples. Answer the questions accordingly.
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£, Edit Client Details - Eclipse Software

[ CienDetls |

Related Branches
& | Neme Me=en (e e [ [Eaa |
Y Eclipse Scftvars Wanchester Stesve Logan
W Edipse Software Ltd Manchester Steve Logan

Branches/Financial |  Rates/Unsui/gen |  Cond Shotist(474) |

To link a client record with the one
currently being viewed, select ‘Add’

B

Tax Code

WAT Number

RN

Eclipse will now ask a series of

Defaut Currency

Accoun Ret ve | | conea questions to ascertain whether the
i | e - client _currently being V|ewe_d is to be
B0 BY| i o Acdhens = Depainers assigned as the head office or a
Invaice Template :[[,00 10016 nvoice Temlae - win 2| A | Name [F14dd branCh
F.AD. :[Fictoria Royee & Aecoounts /
Email | ictoris2Enecritment-sshware.co.uk & W
Invoice Address <] 14 0o oo
[if different] - |57 Dicie Sueet
FRefenal -
Manchester i =
Posteode : |11 2 LR Legal Hirer | (1iher -
¥ Invcios Detais Auhoissd Bfent:|cipse Scltare Lid (1 AP B] o2
Last Update: [12/06/2012 1433 41 L'l Delete | (@ Cancel | K save |

By Jvictoria Ropee

Where the answer to the above question ‘Do you want to assign this client as a BRANCH of an existing
client’ is ‘No’, a second question is posed: ‘Do you want to assign this client the HEAD OFFICE of an
existing client’:

£ Edit Client Details - Eclipse Software

[ ClentDetals | Branches/Financial |  Rates/Unsuit/gen | Cand Shotist[474) | AWR

Related Branches

B — TR — [ ] YVhere the answer tq the flrst _questlon
" Eslipse Saftware Manchester  Steve Logan — Do you want to assign this client as a
' Eclipse Software Ltd Manchester Steve Logan emoye Y . e ¢ ,

¥ Eele ? BRANCH of an existing client’ is ‘No’,
a second question is posed

B

LCS SRR Eclipse Recruitment Manager
VAT Number :

\‘:p Do you want to make this Client the Head Office of an existing Clisnt?

Diefauit Curency [

Hocount R
noo | concel |

e e . . . .
=l Bl Do you want to assign this client the
‘wmTe':ja;'louwms InvowceTemnlatew;I! [ There T B HEAD OFFICE of an existing client?’
[victoria Royee + ooounts
Email: victunaZ@;ver:mitment-suFtwalecuuk & W
Inwvoice Addiess | 504 [cie Houee
[if different] -] 27 Ducie Steet
i anchester

Refenal: [ oy Ca)
Categors: |7

Posteode |11 2/, LR Legal Hirer - (ke
¥ Invoice Detais Authorised Clent:|Ecipse Sottware Lid (1 3LF ]

Last Update:: [ 2/06, 201 2 1453 41 i Delete | g Cancel | I Save |

By:Jvictoris Royoe

Finally, the search window is displayed. Search for the related branch and select ‘Save’. Each client
record will now be linked together and no further action is required.
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=

ClientDetals | Branches/Financial | Ralesil T Cend Shonist (474) | S
Related Branches
& Hano [ Localion Pimary Contact T Finally, the search window is displayed.
P Eoben sl Hochsla | SavaLomn B Search for the related branch and select
s ‘Save’
Tax Eode:,_ et ‘ j
VAT Number:[ | e -

Dot Cunsny Mame: [

Account Flef: Addess:[
~ |

Each client record will now be linked
together and no further action is

Tupe: | .
Soxn iy | \ E required.
Invoice Template:: [, Postoode | Bad
FAD. [T
Email:| @ Close I save
Irvoios Addhess
T diferert] I P -
Categary: |1 =
1 | =
Fosteode: | R Lagsl Hirst
W Invoice Details Authorissd Gt ] a2
Last Update: £ Delete ‘ {@Cancel | H Save ‘

Ey'|

Tax Code:

Select the tax code applicable to the client from the drop down list. This will be the amount of tax added
onto the value of invoices in Eclipse. Additional tax codes can be configured via the ‘Tax Codes’ section
of the ‘Maintenance Menu'’.

VAT Number:
This is the Client's VAT number.

Default Currency:
The default currency field also relates to client invoices and is the currency that the invoice will be

calculated in. Currencies and their exchange rates are configured via the ‘Maintenance Menu’ in the
‘Currency Table’ section.

Account Ref:

The ‘Account Reference Number’ is the number allocated to the client in the chose accounts software
package. Where invoicing information is to be exported from Eclipse, this number is mandatory. The tick
box to the right ‘Exp’ will only appear when certain back-office bolt-on’s are activated and indicates that
the client details have been exported from Eclipse.

Include in Batch Invoicing (Tick Box):
Placing a tick in this box will include the client in the batch invoicing process where required.

Type:

This also relates to client invoices, more specifically where the invoices relate to candidate timesheet
values rather than permanent placement fees. There are two options in the drop down list: ‘Invoice per
timesheet’ which creates an individual invoice for each and every time sheet relating to the client, and
secondly, ‘Consolidated Invoicing’, which takes all timesheet values for the client and creates one
invoice.

Group By:
This is used in the batch invoice creation and gives the option to group by client invoice address,

contract location, timesheet number, employee, period end or timesheet PO number.

Invoice Template:
The ‘Invoice Template’ drop-down, lists all the invoicing templates available. Eclipse is supplied with two

standard templates however, additional templates can be configured in the ‘Document Templates’
section of the ‘Maintenance Menu’. Selecting the template here will ensure that all future invoices
printed from Eclipse for the client will look the same.

FAO and E-mail:

FAO (For the attention of) indicates the name of the person who invoices should be addressed to anmd
their e-mail address. As shown below, selecting the green ‘+’ button displays a list of the client contacts
from the ‘Client Details’ tab earlier:
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Ssdectliem ot X

g:' Select Client Contact Selecting the green ‘+” button

displays a list of the client contacts
from the ‘Client Details’ tab earlier
_

Client ; [Recruitment Software Solutions

Contacts ! | name TelNo Mobie | Emai | Positon | Departm... | A

v Julie Logan natasha@r... HR Sales
¥ Andrew Curn, andyc@rec... HR HR -
¢ Steve Logan 7 . stevelogan... Managin... Nene
@ Sarsh Jemnings  01612371... 41564564654  stevelogan...  Admin Mone
¥ Teresa teresaloga... Accounts  None |
y Mone
& Victoria Parker  NIR44 330 7. wictoriani@r Rranch None

Name: [T |
TelMo: [ [ seTelle
MobleNo.:[" T UseMobieNo.

Email : '7
Department :

Select the desired client contact
from the window then select ‘Save’

Invoice Address (if different):

Where invoices are to be sent to an address other than the main client address in the ‘Client Details’
tab, complete this section. Please note that a default preference can be set to only allow the selection of
an invoicing address from a related branch. Please see the setting up Eclipse User Guide for more
information. Where this setting is not selected, any other client record in the database can be chosen as
the invoicing address regardless of whether it is linked to the client in question or an address can be
manually entered.

Use VAT Friendly Scheme (Tick Box):
Ticking this box will apply the VAT friendly scheme to client invoices. This only applies VAT to the mark-
up value of invoices and not the total NET value.

Charge Client 100% of Expenses Cost:

This section indicates what percentage of any candidate expenses are to be passed onto the client. The
default value can be set via the ‘Eclipse Default Preferences’ section of the ‘Maintenance Menu’. In
addition to this, percentage splits can be configured for expenses relating to accommodation, travel and
other. These settings will be pulled through to any temporary contracts and timesheets associated with
this client.

Payment Terms:

This value can also be set via the ‘Eclipse Default Preferences’ section of the ‘Maintenance Menu’ and
indicates what length of time clients have to pay their invoices once issued. This can be changed on an
individual client basis from the default.

PO Number Required:

In some cases, clients issue a purchase order number upon confirmation of a placement. Where this is
the case, the PO number must generally be present on the associated invoice before the funds will be
released for payment. There is the facility in Eclipse to force the input of PO numbers before invoices
can be created in relation to a placement. This will ultimately prevent the situation where invoices are
issued to clients without a PO number and a request is subsequently made for a re-print, thus delaying
payment. Place a tick in the box to indicate that a purchase order number is required and set the
relevant Eclipse default preferences.

Invoice Frequency:
The drop down menu lists several options for invoice frequency and indicates at what intervals the client
would prefer to receive their invoices.

Departments:
A list of departments within the client can be configured here e.g. ‘HR’, ‘Accounts’ etc. Once these have

been set up, they are available from the ‘Department’ drop-down list in each individual client contact
record accessed from the ‘Client Details’ tab.

Referral:
Select where initial contact with the client occurred. This list is also configured via the ‘Client Referral’
section of the ‘Maintenance Menu’.

Category:
The ‘Category’ field relates to the configuration of default rates and shifts as discussed earlier within this
guide.
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AWR Legal Hirer and Client:

These fields relate to the management of the agency workers regulation within Eclipse.

For more information about the use of these fields and the AWR feature please refer to the AWR user
guide:

www.recruitment-software.co.uk/download/quides/awr.pdf

Invoice Details Authorised [Tick Box]:
Once the client’s preferences have been updated within the ‘Branches / Financial’ tab, tick this box to
lock the information in place.

Note:

It is a permission to be able to authorise client invoicing details and therefore tick this box. There are
also Eclipse Default Preferences associated with this box and timesheet management within Eclipse,
both of which are explained fully in the ‘Setting up Eclipse’ user guide.
www.recruitment-software.co.uk/download/guides-setting_up_eclipse.pdf

7.2 Purchase Order Numbers:

In some cases, clients issue a purchase order number upon confirmation of a placement. Where this is
the case, the PO number must generally be present on the associated invoice before the funds will be
released for payment. There is the facility in Eclipse to force the input of PO numbers before invoices
can be created in relation to a placement. This will ultimately prevent the situation where invoices are
issued to clients without a PO number and a request is subsequently made for a re-print, thus delaying
payment. The screen shot below shows the ‘Branches / Financial’ tab of a client record and indicates
the field which specifies that a PO number is required for placements associated with this client.

& Client Details - Eclipse Software

Client Details Branches/Financial

Related Branches

BE

Rates/Unsut’Agen |  Cand Shortist (474) |

A | Mame | Location

[ Primary Contact [

! Eclipse Software Manchester

! Eclipse Softeare Ltd Manchester

Steve Logan
Steve Lagan

Tax Code:[T1: Standard rated tiansactions (20%)
VAT Mumber:[—
Detoult Cunercy[GeF

I Include in Batch Invaicing

I™ Use VAT Friendly Scheme

Charge client: [0y % of expenses cost
acs (100 tav [1g0 o 1o

Payment Tems [30 days

¥ PO No Requied

Type: [ Cansolidated Invoicing
Group By |Clisrt Invice Address

Invaice Freq, - [yeeky

Depattments

Inveice Template : [DOC-10016: Invoice Templats - with T1
FAD. :fifictoris Floyce
Ernail - |yictaria2@recnitment-software. co.uk
Inveice Address 304 Ducie Houss
[if different] ;| 37 Ducie Strest
|Manchester

Postonde  [h1 2w/
¥ Invaice Detais Authorised

A | Name

& Accourts
& HR

Fieferral: [Coid Cal

Category: I

AWR Legal Hirer : | Other

Client : |€ clipse Software Lid M1 3LF) 92

Mainlist Mavigation

A EE N =YL t;,‘ o rar ’]Mar\Noles‘ Q\/acar\cy‘ [ZEdt | @ Closs ‘

Eclipse default preferences can be set to warn or prevent the invoicing of timesheets where a purchase
order number is not present. Please see section 3.3 for more information regarding this default

preference.

Place a tick in the ‘PO No
Required’ box to indicated
that a PO number is
required per placement
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7.3 Authorising Client Invoice Details:

Once the client’s invoicing preferences have been entered, selecting the ‘Invoice Address Authorised’
tick box will authorise the details and lock the information. Only those users with the relevant permission
are able to authorise client invoice details. In conjunction with this tick box, Eclipse default preferences
can be set to warn or prevent the invoicing of timesheets where client invoicing details have not been

authorised. Please see section 3.3 for more information regarding this default preference.

& Client Details - Eclipse Software

| CietDetsls | Branches/Financial |

Rates/Unsub/Agen |

Cand Shortist (474) |

SE)

Related Branches

4 | Name Logation

Pirnary Contact [

! Eclipse Softeare Manchester

¥ Eclipse Software Lid Manchester

Steve Lagan
Steve Logan

Tax Code:[T1 : Standard rated hansactions [20%)
VAT Mumber:[
Default Cuency:[ggp
AcoountRef: [z [

I Include in Batch Invaicing

Payment Terg

I™ Use VAT Friendl Scheme

Chatgs clisnt:[o0 % of s#penss
ace. |10y trav. s

¥ PO No Requied

Type:[Consolidated Invicing
Group By |Cliert Invoice Addiess

Invoice Freq. : [u/eekly

Depattments

Inveice Template : [DOC-10016: Invoice Template - with T1

A | Name

& Accourts

Enter the invoicing
preferences for the client.
These will be carried
through to temp contracts
and invoices -

Authorise the information
by ticking the ‘Invoice

FAD. :fifictoris Foyce
Email: | ictoria2@recruitment-software. co.uk.
Irweice Addhess | 304 Ducie Hause
[if different] ;| 37 Ducis Strest
[Manchester
|

Posteade i1 2w
¥ Inveice Detals Authomeed &2

Details Authorised’ box
g

Mainlist Mavigation
2

G| | 3| | IR 1] 9| @ o & OManNotes| Svacancy| [HEt | @ Clese |

In the example above, the invoicing preferences have been updated and the details authorised. This
information will be carried through to any associated temp contracts and invoices.

7.4 Client Unsuitable List Administration:

This feature allows candidates to be marked as unsuitable against specific clients in the database and
can be accessed within both client and candidate records. However please note that this can only be
carried out by those who have the permission to manage unsuitable list administration. The screen shot
below shows the ‘Rates / Unsuitable List /Agencies’ tab of a client record where ‘Robert Smith’ has been
identified as unsuitable for ‘constantly being late’.

& Edit Client Details - Eclipse Software

CientDetsls | Branches/Financisl | Rates/Unsuit’Agen | Cand Shottist 474) |

Rates and Shifts

& | RefNo.
RAS5-10001
RA5-10002
Ra&s-10011
RAS5-10020

| Desciiption
Dffice Administrator

To add a candidate
to the unsuitable list,
select the ‘Add’
button:

Sales Exec
Design Engineer
Proarammer

Unsuitable Candidates

4 | RefNo.
& a1

| Candidate | Reason
Fobert Smith constantly ale

= Femae

Dther Agencies Used
A | Name [
% Innovate Reciuitment

™ Pentasia

[ Edit

22
i) Delete | {@Cancel | I save ‘

Last Update[[2705 2012 4420t

Ey"

To list a candidate as unsuitable, first ensure the record is in the editable state. Secondly select ‘Add’ to
the right of the ‘Unsuitable Candidates’ section. The following screen will appear:
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Search for the desired candidate,
indicate a reason why they are
Feesem: | unsuitable and ‘assign to related

¥ ssign to elated Branches branches’ were applicable

Candidate |

& Cancel b Save

Search for the desired candidate by selecting the green + button to the right of the candidate field. A
reason must be provided before the information can be saved. Where the client has related branches,
the candidate may also be labelled as unsuitable against those records by simply placing a tick in the
‘Assign to related Branches’ box

If a candidate has been listed as unsuitable against a client in the database, the information will also be
displayed in the corresponding candidate record. By listing a candidate as ‘unsuitable’ for a particular
client, certain safety features are activated. Firstly, when attempting to assign the candidate to a temp
booking with that client, Eclipse will not allow the booking and provides a warning. Secondly, Eclipse will
not allow the creation of an interview record where a candidate has been listed as unsuitable for the
client.
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8 Configuring Candidate Records:

Candidate payroll information, right to work documentation and availability are all stored within the
candidate record in Eclipse. The following section explains the various payroll options available, the
process of approving candidate right to work documents, how to indicate candidate availability and list
clients in the database as unsuitable.

8.1 Configuring Candidate Payment Details:

Within a candidate record, the ‘Other Details’ tab stores information regarding the candidate’s preferred
payment method and associated bank account details. This screen is particularly important where
information is to be exported from Eclipse and into a payroll / accounts package.

Note:
For FULL details regarding the export of information please refer to the associated relevant user guide.

* Candidate Details - Anthony Hoppe =S
Personal | JobDetals | Edu.Histoyy | Enp. History | Right o Work | Other Details|_Shotlist(2) | Schedule | 2wA |
Payment Method : [PSCAImbrela SEL -
B Ackress 1 o oo Select the relevant method
|Manchester
ompery e [(usmcedPoroline of payment from the drop
Addoss [achamer Pontond
1 High Strest osteote:JuT down menu
Name [ tsourced Py
SoitCode:[123485  AccT < _

Fayment Ref[Payment

Posteode !l 2

I VAT Registered [ wfinhold VAT S“W“E"BHAZ’ Suppler?
Ta Cods :[T1: Standard 1ated transactions (20%) St Code :ggggggg \
VAT Mo :[123456 78 90 RallNo.: [s5745456
¥ Linted Compary it ———————————— 4| The chosen method of
ComparyFegNo (38786431 Information i 0
pEmio [ payment will be carried
¥ Copy of Cenficate of Incorporation " through to each contract
Payroll Ref ygiﬂLlPay ‘website Profile Y
Tenpaitfil:|o record created for that
Tempsst Ref | NE . .
™ 015 Aegitered particular candidate
osMo[ ConvaclorStaus:[awA Appleable
1S Type [Gioss Payments 0% I Payrol Iformation Authorsed /

23
Wairli=t Navigaticn

5% > B[00 )@ & Tar Ja| o] @wach | vewy| ea | @cwe |

The ‘Payment Method’ drop down menu provides 4 options for the candidates preferred method of
payment these are ‘PAYE’, ‘Self Employed’ and ‘PSC/Umbrella’ and 2" Tier Agency’. The chosen
method of payment will be carried through to each Contract record that is created for that particular
candidate. Therefore the payment method type can be changed on a per contract basis.

8.1.1 PAYE Candidates:

Where a candidate is PAYE, select ‘PAYE’ from the payment method drop-down box. This is the default
setting. Selecting PAYE unlocks the fields on the right hand side of the window. The candidate’s bank
account details can now be inputted into the relevant fields.

Personal | JobDetais | Edu Histo | Emp. History | Right loWork | Other Details| _Shorist[2) | Schecue

[

If the candidate is
PAYE, select PAYE
from the drop down

menu

ame of Bank «

Payment Method : [PayE e
Address - i

PoTweifpacs o3[ okosPosd

"wWest Torkshire

Addess:[ Posteads | i1 TXH
‘ Hame - [y Anthony Hopper

Sort Code :[123456 Ace No: [12345678

Compary Name

P . Payment Ref. i
'astoode
I~ VAT Registered | Withhold VAT E“DP"E"BHAZ’ ¥ Exp
Tat Code : [T1 Standard rated transactions (20%) Swift Cade -
VAT Mo:[ RollNe. : . .
I Linesa Conpany e o] Selecting PAYE in the
Company Reg Mo. : Information .
e payment method field
I~ Copy of Certificate of Incorporation a”OWS for the input Of
Payroll Ref ’UiEIUPay Webste Pofile:[ & . .
Ve B candidate bank details
Tempest Ref |y Cle

I 0 Reghtend on the right hand side

OsNo:[ Contractor $tatus : (4R Applicable
OIS Type:[Gioss Pagments 0%~ ¥ Payroll Information Authorised

tainlist Navigation

| M - -
B2 > &|B]0)2] 0|2 8[@] @ oz Ju| Breves| Gusch | Evewcy| Bea | @ ok |
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8.1.2 Self Employed Candidates:

If the payment method ‘Self Employed’ is selected, then all boxes are unlocked for manual entry. Sole-
Traders, CIS self employed contractors and those registered as limited companies are labelled as ‘self
employed’ within Eclipse. Where the candidate is a limited company contractor, ensure that the
‘Company Registration Number’ is provided. Eclipse differentiates between CIS self employed
candidates and Limited company candidates using the ‘Copy of Certificate of incorporation’ tick box
which should be selected for limited company candidates. Where a Candidate is VAT registered,
complete the ‘VAT Number’ field.

andidate Detaits - Anthony Hopp AE Where ‘self employed’ is
Fersonal | JohDetals | Edu History | Emp Histowy | Right ta\W/ork | Other Details| Shotist(2) | Schedue | AwA SeleCted, all fields are unlocked
PamertMelhed [ Ergiad —— for manual entry
PyTwefpacs Address L.;::;vaxﬁusd __
Cormpary Name '7 Mwast Yorkshire
Addess J Pastcode  [Hst1 1%H . .
] T E— Where a candidate is self
B — e employed, the sort code,
[~ VAT Fegistered |~ Withhold VAT SWD"E‘?AZ’ ¥ Exp account number and Sage
. o Cad supplier reference number are
Wz o 5 required
CompanyRegNo [
Date of Incorp. |
I Copy of Cenificate of Incorporation
Payroll Ref luitluf-‘ay’i whehsite Profile ) . \
el - If the candidate is VAT
W 5 Rogitaisd registered, the VAT registered
CIS No. '12345577 Contractor Status W .
£15 Tvpe: [Nt Deductions 202 ¥ Payrol Information Autherised 2 bOX must be tICkEdv the tax
= - code selected an the VAT
O G| | BB 92| & @] o~ Tarr ip| Sterins| Gbiatch | ElViewsy| REdt | @ |

number entered
_

CIS Scheme:

For those contractors working within the construction industry, it is compulsory to be registered with The
CIS (Construction Industry Scheme). In terms of Eclipse, this means that candidates are paid as
contractors but a percentage of gross total pay is deducted through the CIS scheme and passed onto
the Department of Work and Pensions. To indicate that a candidate is CIS registered, tick the CIS box
and enter the registration number. Finally, select the percentage to be deducted from the drop down
menu. The options are Gross Payments 0%, Nett Deductions 20% or Nett Deductions 30%.

Personal | _Job Details | Edcu. Historp | Emp. History | Right taWork | Dther Details| _Shortist[(2) | Schedue |

Payment Method : [Sef Employed Mame of Bank : [H zifax
Add
Pay Type: [Bacs hess L,;::Lvemuad

Comparg Hame:[ Wt Yorkshie
Atis I Postoade  [Hit TRH

| Hame : [y Anthory Hopper

] Sort Code: |123455 e No. [12345678

Postcode: [ Payment Ret. |
I~ VAT Registered [ Wwithhold VAT SUDD“E"E HA;'

Ta Code:[T1 . Standard rated tansactions [20%) Suift Code
o '7 oll No. i i i
e To indicate that a candidate

I Limited Compary Additional

S — Ifmaten is CIS registered, tick the

Date of ncorp |
I~ Capy of Celicate of Inzorporation CIS box, enter the

Payroll Ref OLIPa whehsite Profile . .
Tengad e [0 Y ‘ registration number and

Tempest Ref | CEn

™ 5 Regitred choose the percentage to
CSNo:[1z3a887 Contractor Status : [5W/F Applicable b e d e dU cte d
£I8 Tvpe: [Net Deductions 20% ¥ Paprol Informatien Autherised

Mainiist Navigation
oz

CAENENT I =R S 2 dr-Y qg‘ e 2| .‘;Intevvlew‘ & Match ‘ F[:'JV\ewEV| [ZEdt | @ Cose |

Note:
If a contractor is CIS registered there is no need to include holiday pay and employers national
insurance in the rates calculation within the associated contract.
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8.1.3 PSC/Umbrella Candidates:

As discussed earlier, candidate PSC/Umbrella companies are configured within the Eclipse
Maintenance menu. Therefore when a candidate’s payment method is PSC/Umbrella and this has been
indicated in the payment method field, selecting the green ‘+’ button to the right of the company name
field (as indicated below) will present the list of PSC/Umbrella companies set up in the Maintenance
menu. The information within that record will then be automatically populated in the candidate record.

Note:
When exporting candidate timesheet information to a payroll package, the associated reference number
field is mandatory.

\

Persoral | JobDetails | Edu Histery | Emp. History | FighttaWork | Other Details| _Sheist(2) | Schedule | awn

For PSC/Umbrella
candidates, select
‘PSC/Umbrella’ from the
payment method drop
down menu

Name of Bard

Payment Method : [PS /L mbrela Barclays
Address
Company Name : [Qutsourced Fayroll Ino

Addess : M anchester
1 High Stiest

Postcods : |1 6TD

Hame :[Qutsaurced Parol Ine:
SotCode:[12345¢  AccNo.: 12325678
Papment Flef.:[Poyment

_
/ When exporting \

Posteods [ifi ziw

¥ VAT Registered [ Withhald VAT S“PP“"I'BR' Supplier2 ¥ Exp
Tax Code :[T1 : Standard rated transactions [20%] Swill Cade Sg:ggggg

VATHNo:[1234867890 RollNo. : 55745455
Gt R v r candidate timesheet
e information to a payroll
T;::;n‘:gz; "EiﬂLlPay’i \Website Profils ’7ﬂ package’ the associated

Tempest Ref | G
I 0I5 Registered
OSMe [ ConvaclorStalwi[AwRAppicable
C1% Tvpe :[Gross Payments 0%

reference number field is

mandatory.
%

¥ Payroll Information Authorised

Mainiist Navigation

B3| w B 0[S 9P 8@ @ oz || Srteven| Gnach | Evewsy| FE | @ome

Note:

Changing the candidate’s method of payment WILL NOT automatically change the method of payment
in use on any contracts already set up for that candidate. This means that a candidate can start as
PAYE and then become self employed at a later date without affecting any contracts in progress.

If payment method amendments on existing contracts are required and associated timesheets have
already been processed, changes will need to be made manually on a per contract basis. In this case
the contract needs to be split using the ‘Modify / New’ button so that the changes to the method of
payment can be applied from the correct date. Please see the section on modifying contracts for a more
detailed explanation of the process required to make such amendments.

Where a change to a candidate’s payment method is required in an existing contract and NO associated
timesheets have been processed, the correct payment method can be selected from the payment
method field at the foot of the ‘Rates and Shift’ tab as shown below.

Deta

Contract Details Schedule

Rates and Shift

\

e | Hos To amend the
o payment method in a
e = e erzm: contract record,
Margin O | °
Nae Pay  WTD EmpMl Ehangz Meargin % Markup Ivice  HP accessr:_r;te ratss and
Standard :[Siandard w500 1@ 215 1896 075 zo4[ zim Uil @ shifts tal
ar y Y r
I N— 7
0T3:|g73 aon| ooo| ooo| ooo| oo ooo| oo T
Day Rate Stat End  Paidlnis
; = |
d = | Amend the payment
F =z ! method type by
= Z5 } selecting from the
Est Cand Exp. Client Pay:[— 000 [~ 10000% [ oo I OIS Scheme drop down menu

Payment bsthod - ey
Contractor Status : [y Appicable ¥ Rales Agreed with Client

e ¥ Flates Agreed with Candidate

I™ AWR Equal Treaiment Equivalent Rates

a3
O | R Mainlist Mavigation . - -
O3 G| 3 || \ﬂ,| S sas = -\‘QMudﬂyINew‘ b Unassign Candidate mAwgncanmdata‘ [ Edt | @E\use‘
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8.2 Candidate Right to Work:

The ‘right to work’ tab within the candidate record stores information relating to the various documents
that may be required from candidates before they are ‘sent to work’ plus details of any other agencies
the candidate may be registered with. The list of right to work documents is configured within the
‘Maintenance Menu'.

Initially, each document appears in the list with a red cross. This indicates that the document has not
been verified for that particular candidate. As documents are received, they can be ‘ticked off’ in the list,
the status updated, notes added against the record and a copy of the document attached for future
reference.

The list of documents is
Personal | JobDetals | Edu History | Emp History |Right to Warb|_Other Detais | Shorist (1] | Schedule | Conﬁgured within the
‘Maintenance Menu’

A | Desciiption | Status [ Motes | Evpiry Date [ Attay
e

' Refersnce |
X FReference 2
in

Double click on a
document to open the
associated window.

[0
[0
[0

I Right to Work 50 % complete Compliance Consultant ‘V\Dlﬂlla Royce = A scan ned Im age Of the\
CRB Disclosure o Date Immigration Status [—
I ————— document can be

i Fecad Detals PO —— attached to the relevant
e field along with an expiry
date where applicable/

%) 3w B B]o| 9|72 g%,ﬂ Emanion|  @Moten | [Ivewey| [(FEd | @ cse |

To open an individual record from the list, first ensure that the candidate record is in the editable state
then double click on the desired document to open the following window:

< Candidate Right To Work

document and add any additional notes

[~ Mot Applicable Where required, update the ‘status’ of the ’

Description : |F|eference 1

Status :

If a document has an expiry date, enter
the date using the calendar

Expiy Date : |

Altachment : |
Date Attached | To indicate that a document has been
approved, place a tick in the ‘Approved’
box

Filename : |

[~ &pproved

{g Cancel | | k] Delete | b Save |

Not Applicable [Tick Box]:
Where a document is not applicable to the candidate, place a tick in the box. This will shade out the
document in the candidate’s right to work list.

Description:
This is the name of the document as configured in the Eclipse Maintenance Menu and cannot be
changed in the candidate record.
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Status:
This could include information about the origin of a reference or who attached the scanned image of the
document to the candidate’s record

Notes:
This box is for any further information about the candidate’s right to work document.

Expiry Date:
Where documents have an expiry date, select the date from the calendar using the + button.

Attachment:
To attach a document browse for the file using the ‘+’ button alongside the ‘Attachment’ field, the
following screen is displayed:

To attach a document, select the
‘Browse’ button to open the
Windows File Manager

Eandidate : | nthary Hopper
Time Stamp : [12/06/20121217.07

Categon: [Nane [

File to Attach : |

Save File A |

Browvse

Description : |

I This attachment will be treated &z a CV if emailed to a client.

1 0pen Document Remaove Onginal File D Close Save
g r when Attaching H

The screen shows the name of the candidate and the time and date. To place the new right to work
attachment into a category, choose an option from the drop down list.

Note:
The ‘Attachment category’ list is configured within the Eclipse ‘Maintenance Menu’

Selected ‘Browse’ to open the Windows file manager and search for the desired document to attach to
the candidate’s right to work page. Eclipse will complete the ‘Save File As’ field however a ‘Description’
must be entered E.g. Reference 1.

The tick box ‘This attachment will be treated as a CV if e-mailed to a client’ will ensure that the CV
History feature will capture CV history associated with this document.

Finally, the tick box ‘Remove Original File When Attaching’ will remove the original file from its initial
location once it is attached to the candidate’s record. For example, if the file was saved on the user’s
desktop, My Documents or on a shared drive, it will be removed.

Date Attached:
This is the date the file was attached to the candidate’s record.

Filename:
This is the name of the file attached to the candidate’s record.

Approved [Tick Box]:

Eclipse will automatically enter the date attached. Finally to indicate that the document has been
approved, place a tick in the ‘Approved’ box at the foot of the window. Once saved, the details will be
updated in the ‘right to work’ tab:

Where a document is not required for verification, place a tick in the ‘Not Applicable’ box at the top of the
window. Any documents assigned in this way will not count towards the candidate’s right to work check-
list.
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@®

Fersonal | Jab Delals | Edu Histoyy | Emn Histors | Right to Worb|_Oither Detaik | Shonist (1] | Schedue |

AwR

A | Deseiiption
i

[ Status

[ Motes

| Expity Date_| Atachment [ ~

' Reference 1
¥ Reference2
wn

R
WA
WA
WA
A
A

I~ Right towork | 50 gomplete

o
o

-<

unassigned
¥ enties NJb

Compliance Consuant [Vigtoia Fopee

El

[

\

nce the document is approved,

the cross is exchanged for a
green tick

_

N/A’ to mark all remaining

applicable

felect ‘Make unassigned entries\
unapproved documents as not

— The CRB disclosure box is
searchable within the candidate
search feature
-

Eclipse displays how compliant

the candidate is as a percentage.
In this example the candidate is

50% compliant

([ wiew

When all documents in the list are
marked as either ‘approved’ or ‘N/A’,
the ‘Right to Work’ box will be ticked

Make Unassigned Entries Not Applicable:

Where a particular document is not required for verification for a candidate, either mark it as ‘not
applicable’ within the individual document record or, to mark all remaining unassigned entries in the list
not applicable, select the ‘Mark unassigned entries N/A’ button as indicated above. This will take all the
documents in the list that still appear with a red cross in the list and replace them with ‘N/A’. Once all
documents in the list are either ‘Approved’ or marked as ‘N/A’, the ‘Right to Work’ box will be ticked. This
cannot be ticked manually. The candidate now has the right to work check.

Right to Work [Tick Box]:

This box cannot be ticked manually. Eclipse will only tick this box once all the red crosses have been
removed from the candidate’s right to work list either by approving them or marking them as ‘Not
Applicable.

%Complete:
Eclipse calculates how compliant the candidate is as a percentage of the total number of documents

required. In the example above only two documents were required from the candidate, one of which has
been verified therefore the candidate is 50% compliant.

Depending on the individual user permissions granted within the ‘Maintenance Menu’, Candidates can
either still be booked onto a temp contract booking without the right to work check or they cannot be
assigned until all the relevant documents have been received. Either way, Eclipse provides a warning to
the user at the point the candidate is assigned.

For more information regarding user permissions, please refer to the ‘Setting up Eclipse’ user guide:
www.recruitment-software.co.uk/downlosd/quides/setting _up_eclipse.pdf

Eclipse contains two separate reports on candidate right to work. The first named ‘Right to Work’
provides a check list for verifying candidates have the right to work’ showing a list of candidates and
which documents are outstanding. The second report ‘Right to Work Expiry’ displays details of any
candidates who have documents that are due to expire within 3 months of the current date based on the
expiration dates entered against documents in the window above.

Both of these reports can be accessed by the ‘Eclipse Reporting’ button on the bottom right corner of
the main Candidate interface.

CRB Disclosure and Date:
This field can be used to monitor candidate CRB checks. Used the drop down to select ‘Yes’, ‘No’ or
‘Pending’ Use the date field to indicate either the date the CRB was requested or returned.

Ref No:
This field is used to record the CRB reference number
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Criminal Record Details:
This box can be used to store details of any criminal convictions the candidate may have. Use the green

‘+’ button to expand the window where required.

Compliance Consultant:
This field allows for the selection of a consultant who is responsible for the compliance of the candidate.

This may not necessarily be the same user who ‘owns’ the candidate record.

Immigration Status:
Used to record the immigration status of candidates
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8.3 Candidate Scheduling:

The candidate schedule can be found in the final tab of a candidate record. On a basic level this can be
used to indicate when the candidate is or is not available to work.

The schedule can be configured in one of two ways:

1) To indicate that the candidate is AVAILABLE to work unless otherwise specified
2) The candidate is UNAVAILABLE unless specified

The preference can be set in the Temp Contract tab of Eclipse Default Preferences.

Secondly, the candidate schedule also displays details of all temp contracts to which the candidate has
been assigned and the status of any timesheets associated with those contracts.

In the example below option one is in place where the candidate is assumed to be available to work
unless otherwise specified. During the week 15th to 19th March, the candidate has been marked as
unavailable to work and is indicated by the letter ‘UN’ in pink boxes.

To assign the candidate as unavailable for an individual day, simply right click on the desired day and
choose ‘Assign as Unavailable’ from the list.

Note:

To mark multiple days as unavailable, select the first day that the candidate is unavailable by left clicking
the mouse, hold down the shift key and left click on the final day still holding down the shift key. When
all the days in the sequence are selected, right click whilst still holding down the shift key and choose
‘Assign as Unavailable’ from the list.

To mark random un-sequential days as unavailable, use the ‘Ctrl’ key to highlight the days and then
right click to assign as unavailable.

Rolling over any of the days in the schedule with the mouse will indicate the date in the top right hand
side of the window.

© EEILZ‘II
Fersonal | JobDetsis | Edu Histoy | Emp. History | RighttoWork | Other Detais | Shenist[1] | Schedule iR

&« | 4 ,m > ‘>> ‘ Mondap 10/12/2012 Mark the candidate
T BRI FEE T as either available

| EIE] ik

S

Jan 2012 I
Feb 2012
Mar 2012
Apr 2012
May 2012
Jun 2012
Jul 2012
Aug 2012
Sep 2012
0ct 2012

or unavailable in
the candidate

——\ schedule

Now 2012
Dec 2012

204 Dayl3) 0 Thesheet] E

View: & Avalablity ¢ Contracts (" Avaiabiity Only

/The key indicates

Contracts | Start/End Dates | Client Mame Jab Tille | status | & <
705 11/01/2010-05/02..  Ecipse Scltware  Frogrammer Com the status of any
05 D1/0%/2010-23/04.. Ecipse Soltware  Frogiammer (T] Com,
%5 18410/2010- 2310, Eclpse Soltware Temi T Today's Date contracts and
7 2510020102010 Ecliose Secitware Com. QO Pending Timeshest i
01/02/2011 - 28/02... viation Comp. Com Pocessed Timeshest associated
T Tastinvoiced Timeshest _Duration Daps] = EVIEREITEEEE timesheets

. Iwoiced Timeshest
Retention

28127201 716
] R - .
V712 @ ) aweien| @en | Dvee)

22
& Close ‘

Details of any contracts the
candidate has been booked onto
will appear in the contracts section

Selecting ‘Availability’ displays
both the candidate’s booked and
unavailable days

N~

As candidates are assigned to temp contracts in Eclipse, the candidate’s schedule will automatically be
updated to display their movements. The booked days appear in blue in the schedule as shown in the
example above. Details of any temp contracts the candidate is booked onto will be listed in the contracts
window at the foot of the screen showing the temp contract reference number, the start and end dates,
the name of the client, the job title and the status.
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To view the candidate’s availability within the schedule, select ‘Availability’ from the ‘View’ options. This
will display both the candidate’s ‘booked’ days and those where they are marked as unavailable to work.
Alternatively, to view days assigned to a specific contract and the status of any associated timesheets,
select ‘Contracts’ and highlight the specific contract in the list.

At the very bottom of the screen, Eclipse displays the following information:
- First Contract Start Date
- Late Invoiced Timesheet
- Duration (Days)

The key on the right hand side of the window explains the various symbols that may appear in the
candidate schedule relating to the status of a contract and any associated timesheets.
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8.4 Candidate Unsuitable List Administration:

A particularly useful feature within Eclipse is the ‘unsuitable candidates list'. This can be accessed within
either a candidate record or a client record. This feature allows candidates to be marked as unsuitable
against various clients in the database and vice versa.

The screen shot below shows the ‘Rates / Unsuitable List / Agencies’ tab within a client record. The
middle section of the tab labelled ‘Unsuitable Candidates’ displays any candidates that have been
indicated as unsuitable for work with this particular client.

Clignt Detail:

Fiates and Shits
Fief Mo Deseiption
RAS-10001 Office Administrator N
R&S-10002 Sales Evec
RAS-10011 Diesign Enginser
RS-10020 Pragrammet

To add a candidate to
the ‘unsuitable list’
select ‘Add’

R

Unsuitable Candidates

4 | RefMNo,
& CaN-11781

dd Candidate to Unsuitable
Candidate |
Reason

¥ Assign ta related Branches

Other A Used
o1 Agencies e (@Cancel | | Save
4 | Name

™ Innavate Recruitment
5 Fentasia

i Remave

Search for the desired
candidate, indicate a
reason why they are

unsuitable and ‘assign

to related branches’
were applicable

23
Last Update: 727082012 1621 Lipsete | @oancel | seve |

Ey‘

To list a candidate as unsuitable, first ensure the record is in the editable state. Secondly select ‘Add’ to
the right of the ‘Unsuitable Candidates’ section. The ‘Add Candidate to Unsuitable List" screen will
appear as displayed below.

Search for the desired candidate,
indicate a reason why they are
unsuitable and ‘assign to related
branches’ were applicable

Candidate |

Reason: |

v Aszsion to ielated Branches

& Cancel H Save

Search for the desired candidate by selecting the green + button to the right of the candidate field. A
reason for listing the candidate as unsuitable must be provided before the information can be saved.
Where the client has related branches, the candidate may also be labelled as unsuitable against those
records by simply placing a tick in the ‘Assign to Related Branches’ box

If a candidate has been listed as unsuitable against a client in the database, the information will also be
transferred to the associated candidate record. It is also possible to label as candidate as unsuitable
against a client in the database within the candidate record and will be explained later in this guide.

By listing a candidate as unsuitable for a particular client, certain safety features are activated. Firstly,
when attempting to assign the candidate to a temp booking with that client, Eclipse will not allow the
booking and provides the following warning:

pse.lis ment Manage Where a candidate has been labeled

i The candidate ‘anthony Hopper' is in the unsuitable list For 'Eclipse Software, as UnSUitable, EClipse W|” not a"OW

\.) the candidate to be assigned to any
associated contract

REASOM: Previoushy worked at Eclipse

‘fou cannot assign this candidate,

[o]4

Page 40 Last Revised: June 2012



Eclipse Software Ltd Eclipse User Guide
2012 Eclipse for Temps and Contractors

Secondly, Eclipse will not allow the creation of an interview record where a candidate has been listed as
unsuitable for the client. The following Eclipse warning is displayed and the record cannot be saved in
Eclipse:

Eclipse will not allow the creation of
interview records where a candidate
has been labelled as unsuitable for
the client

@ The selected candidate is in the unsuitable lisk For this client,
Ok

The same functionality can be carried out within the candidate record.To add a client to this list, simply
select the ‘Add’ button on the right when the record is in the editable format. The following screen will

appear:

D

Fersonal | JuhD‘et;\Is 1 éd;.HI.sm:le -EmD History | RiohttoWork | Other Details | Shortlist (1) |__Schedule | AwR \
—— : ‘ \J_I<I/TO add a client to this list, simply
nsuitable [ 4 | Fief No. Client Reason = ddd ‘ , .
For Clen o select the ‘Add’ button on the right
when the record is in the editable
Wiling o " T Ref o Clert ) [2)4dd format
Wiork
[l Remove /
A | Dateddded | Client ot ’7 = & View \
& clipse — | . . .
Y —————— ’\4’\—/Locate the desired client by selecting
B the green ‘+’ button and provide a
(s reason why the candidate is
& Cancel I save A )
L unsuitable for the client
1 Eniryls) Transfer List to Main Yacancy Window | T~ show rejected [ show mine orly
Alert |
LastLlpdaBlj {7 [viewey | [ Delete | (FCancel| | Save

Locate the desired client by selecting the green ‘+’ button and provide a reason why the candidate is
unsuitable for the client. A reason in this instance may be where a candidate has previously worked at a
company and has specifically asked not to be considered for any future roles there. The corresponding
client record will be updated with the candidate’s details and the reason provided. Any related branches
will automatically appear in the ‘Unsuitable’ list and vice versa.

By listing a candidate as ‘unsuitable’ for a particular client or vice versa, certain safety features are
activated. Firstly, when attempting to assign the candidate to a temp booking with that client, Eclipse will
not allow the booking and provides the following warning:

Where a candidate has been labelled
as unsuitable, Eclipse will not allow
the candidate to be assigned to any

associated contract

i ) The candidate ‘Richard John Dunmare® is black listed from working for ‘Recruitment Software Solutions .
REASON: Always Late

You cannot assign this candidate.

oK

Secondly, Eclipse will not allow the creation of an interview record where a candidate has been listed as
unsuitable for the client. The following Eclipse warning is displayed and the record cannot be saved in
Eclipse:

Eclipse will not allow the creation of
interview records where a candidate
has been labeled as unsuitable for

x| the client

@ The selected candidate is black listed for this dient.

Candidate unsuitable list administration can only be carried out by those with the relevant permission
granted within the ‘User Administration’ section of the ‘Maintenance Menu. For further information about
User Administration, please refer to the ‘Setting up Eclipse’ user guide.
www.recruitment-software.co.uk/download/quides/setting_up_eclipse.pdf
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9 Creating Temp Contracts:

As with many other features in Eclipse, there is more than one way to create a new temp contract.
For example:

Using the automatic prompt or the ‘Contract’ button in a vacancy record

Using the ‘Add New’ button in the ‘Temp Contract’ main interface

From an ‘Accepted’ interview where the related vacancy is either “Temp’ or ‘Contract’
Using the ‘New Contract’ button in the ‘Contracts by Week’ view

Using the Quick Contract Creator

aghrwdPE

Methods one, two and three all use a feature called the New Contract Wizard which incorporates an
easy three step process to create a new temp contract. Options four and five employ slightly different
processes.

However, before considering which method to use it is also worth considering the following point,
whether to incorporate an associated vacancy record. Please read the following section carefully in
order to decide which method could provide the most beneficial results.

In some cases, it is hecessary to create a vacancy record and a temp contract record for a temporary or
contract booking. By first creating the associated vacancy record, features such as the ‘match’ and
‘candidate short list’ are available.

For example, a vacancy record in Eclipse contains specific information about an actual vacancy
including the location of the client, the industry in which the client operates and the core skills and
qualifications required from a candidate. By entering the vacancy details, features such as the ‘match’
are available to quickly locate potentially suitable candidates. Secondly, candidates can be short listed
against a vacancy and their progress through the recruitment process tracked.

There are some instances where it is not necessary to create the associated vacancy record, for
example if the ‘match’ or ‘short list’ features are not required. Whichever method is chosen is entirely
dependant upon which characteristics of the software match the processes and work flow of those using
it. As a general rule, the recruitment of skilled or long term positions may require features associated
with the vacancy record, whereas for unskilled, industrial vacancies such features may provide little
benefit.

Below is a brief overview of the pros and cons of creating an associated vacancy record:

Pros:

e Full details of the vacancy are visible including the job description and the required core skills
and qualifications. Where the website integration feature is activated, these details can be
uploaded to the website.

e The ‘Match’ feature is available allowing the quick match of candidates to a vacancy based on
a variety of criteria.

e Candidates can be short listed against a vacancy allowing the tracking of candidates
throughout the recruitment process.

e Multiple contracts can be linked back to one vacancy record allowing quick selection of short
listed candidates to il bookings.

Cons:
e It can be time consuming to create a vacancy for each booking in a busy, fast paced
recruitment environment

Methods one, four and five listed above incorporate the creation of a vacancy record. Sections 8.1 to 8.5
explain all five methods of creating temp contracts in Eclipse.
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9.1 Creating a Temp Contract via a Vacancy:

This section provides a step by step guide to creating new vacancy records in Eclipse, saving popular
vacancies as templates for future use and creating an associated temp contract via a vacancy record.

As with many other features of Eclipse, there is more than one way to achieve the same result, in this
case create a new vacancy record. Where there is no pre-configured vacancy template the most
efficient route to creating a new vacancy is via a client record. Open the desired client record and select
the vacancy button at the foot of the window as pictured below:

& Client Details - Eclipse Software

Client Details | Branches/Financial | Rales/Unsuidgen |  Cand Shotist [(474] |

Feef Mo [Cy -1 00012 Diate Registered : [12,/08,/2005 15:10:44
Hame : [E clipse Software Sector:[| T
Addhess : [Forland Tower n Rectment
|Pertand Street
Manchester Client Status :[Chert .

Fosoore 1 37 Bl Uses Canpetic Open the associated
Sy [ o £ client record in Eclipse
Fiegion : [Morth west

Area M anchester

TelNo:[0161 800 2222

Fax N

e IEW“”“‘ orst Consultant: [Cail Robinson

[ Division : [Manchester o
Contacts: [ ame. | TelNo [ Mobie | Emai | Postion [ FaxNo &

o Steve Logan 0870 200 2318 steveloga..  Managing...
 fndiew Cunning... 0870 200 2316 andye@r... 1T Director
 Julie Logan juis2@e..  Managing

w Victoria Ropee 0844 8302212 0778845738  victoria2..  HumanR.. 08448802,

Select the ‘Vacancy’

Last 18/03/20M01041:14 - Victoria Parker - 1.02 Client Follow-Up Call - blah blah blah

Contc button from the foot of
Web - http:/ /uw.recrutment-software. co.uk [~ My Division's Contacts ' = Primary Contact the Client record

I~ My Contacts Only

Mainlist Navigation -
| @) 3[BT 2| Q[@] o zaz mp| AMan o] [
Add a New Wacancy for this Client

¥ Creaks avacancy For this client using 2 template

Selecting the ‘Vacancy’ button from this point provides two options:

1) Create a blank vacancy for this client
2) Create a vacancy for this client using a template

For the purpose of this example, option one is selected. This will automatically create a vacancy record
for the selected client and pre-populate some of the client detail in the new vacancy record including the
client’'s name, address and location as shown below.

7 New Vacancy Record

Vacancy Details Notes/Candidate Sherlst 1)
=
Ref Mo [yaciions ¢ Date Registered [T/ 2017 007 V
Client [Eclipse Software L dabLi - d
 EEE— New vacancy recor
Discipline : | ® 1
with pre-populated
Core Skils | . . .
Postcode client information
County [ ted Kingdom ~ Qualfisations: [ sl
Region: | oih west =l
A1ea: | Manchester =k
Contact 2|
Contact Tel o e [Pemanent v
Contact Mob Na Full/Part Time | jiher =l
Cese(Ems] Est. Stat Date: [13/06,2012 ~ [famernz =]
SalawBerefis:fo [ Duration  [Pemanent
Hourly Rrate: o Shit Type:| 1 =
Agresd Fee % :|n no Est Fee:|p [~ TemsAgeed | Rates Ageed
PO Humber
Description =]
Sowes [ None- | Wacancy Status | infiled =
Client Commitment
ndicator: | | Ext Ref:] Consultant: [victoria Royee ~~_w|
[~ Lock Vacancy Record Division [\anchester = a2l
Lastuudaﬁte [i3ermz ki | CE|
V|

Complete the remaining relevant fields in the vacancy record.
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9.1.1 Vacancy Record — Vacancy Details Tab:

This section provides an overview of the vacancy record itself. Please note that some of the fields within
this record are relevant only to perm recruitment: and some only to temp and contract recruitment.

# Vacancy Details - Programmer at Eclipse Software M=)
1 Vacaney Details L Nates Candidate Shorlist (1] T Schedle |

-
Ref No: [i7aC- 10989 Date Registered :[02/02/2010 10:0218 v
Clent: [E clipse Software Jab Tille: [Pragrammer

Addiess : [Potland Tower Industiy:[|7 .
Protard Snea [ e— The ‘Vacancy Details’

Manchester e .
oo T tab within a vacancy

Fostoods |1 aLF | HTML

Countty: [Urited Kingdom SQuaifisations —;‘gw record

Fegion: [Nonth West ©
AiBa |panchester

Contact:[yictoria Foyce
Contact TelNo :|a44 880 2212 Type <[ Contract

Contact Mob No: | 57728 45 798 FulPat Time [l Time

Contact Email:|yictoris2@recnutment-software. co uk. Stat: G770 =] End: i =]
Selaw/Benefits (30000 [+ Penson Duration: 3 /eekfs]

Hourly Rate | Shift Type: | Hone
Agreed Fee %220 1 Est Fee:|5000
PO Humber 35765

=
I ~

Desciiption: [Qualfied and experienced programmer wanted to head up ateam of 3 2

Seuce:[Repeat Business Vacaney Status : [Filed
Client Commitment

\ndicatr: | ERet[ Consuant:[Vicra Parker
Division 14 anchester 22

G| 3| | IB| D] S| 9| @ —‘ QW;\ -!Ennlracl| .‘.‘,\ntwew| & Match | [ZEdt | @ Ciose

Reference Number:

Whenever a new record is created in Eclipse, it is allocated a system generated reference number. This
applies to every single record type. Each vacancy reference number begins ‘VAC'. If a record is deleted,
the reference number is deleted with it and will not be re-used. The reference number can be over-typed
and a manual one entered were required. In the ‘Edit’ mode, a green ‘+’ button appears next to the
reference number field, to re-allocate a system generated number to the record, select this button.

This is the name of the client that the vacancy refers to. This field is pre-populated when the vacancy
button is selected from the bottom of a client record. To search for a client, select the green ‘+’ button to
activate the client search screen.

Address, Post Code and Country:

Where the vacancy record is created from within a client record, the address and post code fields will
also be completed. Selecting a client via the search screen will also complete the address details of the
selected client

Region and Area:

Where a UK post code appears in the address, Eclipse automatically completes the ‘Region’ and ‘Area’
fields with the corresponding postal town and region. E.g. where an ‘M’ post code appears, the area will
be ‘Manchester’ and the region ‘North West’ etc. However, the region and location can be changed by
selecting an alternative from the drop down menus or selecting the green ‘+’ button and using the map.
Where additional locations have been added via the ‘Countries, Regions and Areas’ section of the
‘Maintenance Menu’ they are available from the drop down list and not the map.

Vacancy Details 1 Notes/Candidate Shattst (1] 1 Scheduie

Ref Nu. s Date Registered ﬁ‘ v
Clent [ clipse Sof vl ai e Y X . ¢ . y
S R _ 3 Select an alternative ‘Region’ and / or
| EE— ‘Area’ from the drop down menus or
s select the green ‘+ button to display
Feam =l the ma
Ar2a:| Manchester p
Cortent Tl s o0 21 ]
Contact hob Mo: 07788 45 738 =
5;2::;5::'\;\tluua?@re:ﬂ - [1ar032010 ~]
Houtly Rate:|g hd
Agreed Foe %20 0p ales Agree: . ‘ Y st
] fete Selecting ‘North West’ will a map of
the postal town locations in the North
e . West only
Tdicator <] 1 Elacs) ToE [Victors Pater =

I~ Lock Vacancy Riecord Division [y anchester x| @3
Last Update Drelete [ELE |
z {7 DDekte | (Ftancel | b Save |
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Contact / Contact Tel No / Contact Mob No and Contact E-Mail:

Once the client details have been confirmed, it is then possible to choose a contact as the main source
for the vacancy. Selecting the green ‘+’ button on the right of the contact field will provide a list of
contacts for that particular client. Highlight the required contact and select ‘Save’:

Sseecinconed [ Selecting the green ‘+ button on the

'/ Select Client Contact right of the ‘Contact’ field will provide a
S - . .
list of contacts for that particular client

lient : Eclipse Software

Contacts : [ pame [ Telnia | Mabile | Email [ Posttion | Departm.

o Stevelogan 08702002, stevelogan...  Managin.., Mone
 Andrew Cunn,.. 0702002, andyc@rec... ITDirector  Hone
+ Julie Lagan juliez@recr...  Managin.. Hone
o Wictoria Royce  0B448802., (0778845796  vidoriaZ@r.. HumanR... HR

Highlight the required contact and select
‘Save’

Name : I~ by Division's Cantacts

Telho, ’7 r I My Contacts Only
Mobile Mo, ¢ ’7 r
Email ¢ ’7
Department:[—
Qo | Hsawe

Salary / Bens:
These fields only require completion where the vacancy is Permanent. There are two fields in this

section. The first is a purely numeric field and should include an indication of the annual salary for
permanent placements. Along with the ‘Agreed Fee %’ below, this figure will be used to calculate the
estimated mark up should a successful placement be made There is no need to include ‘£’ signs etc. in
here. The second fields can be used to include any additional benefits the position may include e.g.
pension, company car, bonus etc.

Hourly Rate:
Where the vacancy is either temporary or contract this field can be used to indicate the expected

candidate hourly pay rate (or daily rate where required). As above, there is no need to include ‘£’ signs
etc. Please Note, this is not where the rate calculations for temp and contracts take place, the rate
calculator appears in the associated ‘temp contract’ record.

Note:

This is not where the rate calculations for temporary and contract vacancies takes place. The rate
calculator appears in the associated temp contract record. For more information on temp contracts
please refer to the ‘Eclipse for Temps and Contractors’ user guide:
www.recruitment-software.co.uk/download/quides/temp_contracts.pdf

Agreed Fee%:

This field only requires completion where the vacancy is Permanent. This figure is the % of the annual
gross salary used to calculate the invoice rate for permanent placements. This figure along with the
‘Salary’ field above, calculate and populate the ‘Estimated Fee’ field below. Again, this is a purely
numeric field and there is no requirement for ‘%’ signs etc.

Estimated Fee:

The estimated fee is the value of the agreed percentage of the gross annual salary for permanent
placements. This is calculated automatically when the two figures are provided in the relevant fields.
Manual entry is not permitted in this field.

PO Number:

Complete this field where a ‘Purchase Order’ number is provided by the client. This is particularly
important where the Eclipse Default Preferences and client invoicing preferences have been have been
set to indicate this field as mandatory

Date Registered:
At the point of creation, each and every record in Eclipse is time-stamped and displayed in the top right
corner of every record. This details the date and time and cannot be deleted or altered.

Job Title:

This is a free text field for the ‘Job Title’ provided by the client for the vacancy. This does not need to
exactly match to a ‘Discipline’ in the ‘Industries, Disciplines and Skills’ section providing there is a
‘similar’ value which can be used to search for candidates with similar work experience.
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Industry, Discipline and Core Skills:

Selecting the green ‘+’ button next to the ‘Industry’, ‘Discipline’ or ‘Skills’ fields opens the following
window. It is from here that the vacancy can be ‘skilled up’. In the example below, an industry sector has
yet to be selected therefore the ‘Disciplines’ and ‘Core Skill's displayed are those listed as ‘Universal’
and no industry specific vales are shown.

“# Edit Vacancy Industry - Discipline - Core Skills

Ity R CHi e Selecting the green ‘+ button next to
Becounting & Finance 1] &dministrator A [1] s dvertising Experience X . - , . N s
Construction [0 :ssistant Manager [0 5tocad the |ndustry’ D|Sc|p||ne or Sk|||s
Design [0 Granch Manager [0 Gusiness to Business ) ! K
Fine A I 5.5 Development Manager ] s to Consumer fields opens this window
Food [0 Euyer U —

Housing [ Customer Service Advisor [l Construction — S~— _
T 8] O ata Entry 8] Customer Service Skills
Manufacturing / Engineering 1] Desion Engineer ] Customer Support
Medicine 8] Field Sales Exec 8] Field Sales
Mursing [0 General Manager [0 Good Commurication skills i i
s o o en L In this example an industry sector has
Frivate Famillies 1] Froduction Manager [0 Merchant Esperience not yet been se|ected therefore the
Private Nurseriss ] Froduction Plannes [l 0utbound oL .
Retal ] Preject M anagr ] 5 only ‘Disciplines’ and ‘Core Skill's
wiarehouse / Industiial [0 Receptionist 1] Specification Experience ; A
U [ I 5poevisor displayed are those listed as
[0 Sales Manager [0 Telecoms Experience ‘ . y
B Goecification Enanzer v Universal
15 Total 24 Total 17 Total K /
05elected 05elected 05elected
@ Close I Save

In the example below, the industry ‘IT" has been chosen which has added all IT related disciplines and
core skills to the lists. These are clearly visible in yellow. The universal values also remain as they may
also apply to the IT industry. The discipline that most closely matches the job title provided by the client
has been selected from the list, in this case ‘Programmer’ and the desired core skills expected from
potential candidates.

Note:

Selection of one industry sector and one discipline is permitted here. However multiple core skill
selections are allowed. The values highlighted here will constitute part of the match criteria in the
vacancy to candidate and candidate to vacancy match features. This feature is discussed in more detail
later in this guide.

# Edit Vacancy Industry - Discipline - Core Skills

Industy Discipine Core Skills T
e & rance Field Sales Exec - The industry ‘IT’ is highlighted which
onsiucion General Manager ising Expeience
Desion Grepfic Dasigner has added all IT related ‘Disciplines’
Fine &t Helpdesk Autocad ; ;
Food HF, Marager Business ta Business and ‘Core Skills’ to the lists
Housing HTHL Specist Business o Consumer
IT Acmiristitor Toe S
Manufactuing ¢ Engeeting Netuork Adin Constusiion
Medicine Pradustian Manager Customer Service Skilks
Hursing Customer Suppoit

0il and Gas
Private Famillies

db2
Fisld Sales

The selection of one ‘industry sector’

:::;l‘e Murseries S:I:pEn:;\:l commumcanon kil and one ‘discip”ne’ is permitted here,
Warchase  Industial S g hard however multiple ‘core skill’ selections
Specifcaton Enghser e | are allowed.

15 Tatal 35 Total 36 Tatal
1 Select=d 1 Selectzd B Selected

Do | s

Once the relevant values have been highlighted, select ‘Save’ to transfer the information into the
vacancy record.

Qualifications:

Selecting the green ‘+’ button to the right of the qualifications field activates the window below. This
displays a list of qualifications configured in the ‘Candidate and Vacancy Qualifications’ section of the
‘Maintenance Menu’. Multiple choices are permitted from this screen. Simply highlight the selections and
click ‘Save’. The desired qualifications will now appear in the vacancy record.

Page 46 Last Revised: June 2012

Team Leader L i /



Eclipse Software Ltd Eclipse User Guide
2012 Eclipse for Temps and Contractors

& Edit Qualifications
Qualifications Selecting the green ‘+’ button to the

right of the ‘Qualifications’ field,

E el G activates this window

CTITE _—

Multiple choices are permitted from
HNC M this screen simply highlight the
CUUH R selections and click ‘Save’

& Cancel & 0K —

Type:

Select the type of vacancy from the drop down menu. The options available here are: permanent,
temporary or contract. Selecting ‘Permanent’ here will lock the ‘Schedule’ tab of the vacancy record.
Eclipse treats temporary and contract records in exactly the same way, with only one major difference. It
is possible to create an invoice directly from an associated interview record if the type ‘Contract’ is
selected. This is useful in the instance of temp to perm placements. Where ‘temporary’ is selected, an
invoice can only be generated through the associated timesheet record. Selecting either ‘temporary’ or
‘contract’ allows the creation of an associated temp/contract booking and unlocks the ‘Schedule’ tab
within the vacancy record.

Full Time / Part Time:
This field indicates whether the vacancy is full or part time.

Est. Start Date: / End Date;

Where the vacancy type is permanent, enter an estimated start date for the job. The ‘End Date’ field will
be locked in this instance. For temporary and contract positions, enter both the estimated start and end
dates. These dates will be pulled through to any potential temp contract records in order to update the
schedule of work. However, this can be amended at the booking stage.

Duration:

If the vacancy type is permanent, by default the duration will be permanent. In the case of temp and
contract vacancies where estimated start and end dates have been specified, the duration will be
calculated in days or weeks.

Shift Type:
A list of ‘'Shift Types’ can be created in the Eclipse Maintenance Menu’. One of these shift types can be
chosen from the drop down menu.

Terms Agreed (Tick box):
Tick box to indicate terms have been agreed with the client

Rates Agreed (Tick Box):
Tick box to indicate rates have been agreed with the client

Description:
The description field can be used to store information relating to the vacancy. Selecting the green ‘+’

button on the right expands the field to provide a larger view of the window.

Source:
This list is configured in the ‘Vacancy Source’ section of the ‘Maintenance Menu’ and indicates the origin
of the vacancy itself. This can be used to monitor where vacancy traffic is coming from.

Client Commitment Indicator:
This is a 1 to 5 scale which can be used to indicate the commitment of the client and therefore how high
on the priority list the vacancy is to fill. How the scale is interpreted is down to the user or the company.

Ex Ref:
The external reference number field may be used to record an additional reference allocated to the
vacancy on job boards etc.
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Vacancy Status:

By default, the status of all newly created vacancies will be ‘Unfilled’. The other default values for
vacancy status are ‘Filled, ‘Partially Filled’ and ‘Withdrawn’. These cannot be amended or removed,
however additional vacancy statuses can be configured via the ‘Maintenance Menu’. For more
information, please refer to the ‘Setting up Eclipse’ user guide (Link below)
www.recruitment-software.co.uk/download/quides/setting_up_eclipse.pdf

Consultant and Division:

By default, the ‘Consultant’ will be the person who created the record and the ‘Division’ the area of the
company that the consultant belongs to. However, these values can be changed where required simply
by selecting the required consultant and division from the drop down lists.

9.1.2 Vacancy Record — Notes / Candidate Shortlist Tab:

The second tab on the vacancy record is labelled ‘Notes / Candidate Shortlist' and is shown below in
both its saved and editable formats:

F (EX |

Vasancy Details T Notes/Candidate Shortlist (0) Scheduls

Notes =

" The ‘Notes / Candidate Shortlist’ tab of
‘ehsite. -
B Ty T P a vacancy record in the read only state

[ Discipline [ TelNa [ Status:

0Canddatels)

N L= R I N e T

Notes:

The notes field can be used for any further information regarding the vacancy that is additional to the job
description. This could be information about the reason for the vacancy etc. Select the green ‘+’ button
to expand the window for a larger view on the text.

Website:
This is the client’'s web site address. Once the vacancy record is saved, the address becomes a hyper-
link directly to the client’s website.

Shortlist:

The shortlist feature is an important tool within Eclipse. Within a vacancy record, the short-list can be
used to create a list of candidates considered suitable for the vacancy and shows the status of each
candidate in relation to the role E.g. CV Sent. There are several ways to shortlist candidates against
vacancies and vice versa, each of which is explained in the ‘Short-Listing’ section of this user guide.

Show Rejected:
Selecting this button will filter this list to show only the candidates who’s status is set to ‘Rejected’ in the
shortlist

Show Mine Only:
This button does as it suggests and will show only the shortlisted candidates belonging to the user.

Transfer List to Main Candidate Window:
Selecting this button will transfer the list of candidates currently displayed in the shortlist to the main
candidate interface.
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9.1.3 Vacancy Record — Schedule Tab:

The final tab within a vacancy record is the ‘Schedule’. Where the vacancy type is ‘Permanent’ this tab
will be locked and cannot be opened, therefore it is only accessible for ‘Temporary’ and ‘Contract’
vacancies.

# Vacancy Details - Programmer at Eclipse Software

Wacancy Details Notes/Candidate Shortst (0] Hcheduie

«\ ¢ [ Jan2010-Dec2010 \»|
S[S[M[TIW[TIF[S[S[M[T[W[T]F S[M[T

S{M[T[W[T]F 5

Saturday 2641242010

EHEEEAEMEESE Y

Jan2010
Feb 2010
Mar 2010 I
Apr 2010
May 2010
JunZ010
Jul 2010
Aug 2010
Sep 2010
Det 2010

The Shortlist tab of a
vacancy record

Now 2010
Dec 2010

0Dayis) 0 Tinesheet(s]

[77] Bank Hoiday
)| Requiement

Contiacts: [ 5 [ RefMa | Stai/End Dates | Candidate [ Status [

Py Autharised
| Irvoiced

=5 Todays Date

Q) Pending Timesheet

Processed Tinesheet

Authorised Timesheet
Q) Invoiced Timesheet

22
Mainist Navigation

0| B 3 || 0] 3] | 9| | v | o Corteet| Einenien| & Match | [FEd | @ Cose

No manual amendments can be made to the schedule. As associated temp contracts are created, the
schedule will update. The example below shows details of a temp booking linked to the vacancy. The
requirement days are clearly indicated and details of the booking are listed in the ‘contracts’ window.

Vacancy Detals ) Notes /Candidate Shortist (1) ) Schedule:

&« | ¢ [ Jan 2008 - Dec 2008 )‘»‘
TIFIS[S[MTWIT]F SM]T

S M T W[ T[F[S[S[M]T[W] g

W TFIS[SMITWITIFIS S 4

This example shows details of a temp
contract linked to a temporary
‘Programmer’ vacancy

Nov 2008
Be=dlib 5 B hd
10Dayfs] Timeshest(s] Bank Holiday
Boraets: [ Stat/EndDates | Canddate [ Status I ;:::::mem
¥ CON-10927  13/10/2008 - 24/10. [Unassi igned] Unassic igned
The requirement days are clearly
Z TodaysDate . . . .
R indicated and details of the booking
O e Trsen are listed in the ‘contracts’ window

f View Doriract -

3
Displaying Record 1 of 1 from the Mainlist

As candidates are assigned to temp contracts associated with this vacancy, the appearance of the
schedule will change accordingly as per the key on the right hand side. The schedule section of the
actual temp contract is very similar and displays similar information.

Highlighting a contract from the list and selecting the ‘View Contract’ at the bottom will open the temp
contract record in Eclipse.
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9.1.4 Creating and Using Vacancy Templates:

To save the vacancy as a template for future use select the ‘Save this Vacancy as a Vacancy Template’
button from the toolbar at the bottom of the vacancy window as shown below. Vacancy records can be
saved as templates at any time, not just at the point of creation.

# Vacancy Details - Programmer {IT) at Eclipse Software
1 Vacancy Details 1 Notes/Candidate Shortist (1] T e

Fef No: [viaC.10970 Date Registered :[05,03/2010 11:33.32

Olient: [Eclpse Sofgare Joh Title : [
Address pu,:a,,dr reate New/Update Vacancy Template Choose Whether to Create a

%)
Fotn S Mes st o psons bt e e v brand new template or
update an existing template

Pustcade :|m1 3LF 1) Ta create a new vacancy template record bpe in the:
deseriptian in the bo below and click save.
Courtry: [Lnited Kin —
Region: ok wesf| | B Save

Atea|Mancheste] 2] Toupdate a previously saved vacancy template
record, select the entry to update and click save

Cantact: [yictoria

Contact Tel No: [ads 550 3 [RefNo [ Name [A Hsae |[[—

Contact Mab No 2| 07765 45 71
Contact Emi :

VTP-10005  Software Engineer
VTPA0007  Finance Manager
VTPABNT  Legal Secretary
VTPA0022  Civl Engineer
VTPABIZT  Aduin Assistant To save the vacancy as a
VIPI0031  Site Manager

VIR Frcee Moroges EERCE template, select ‘Save this

VTP-10050  Cortracts Manager

Description :
5 UTBANE!  Dlarertinsir vacancy as a vacancy
&) Delete D Close

e [EaTEa ] — template’ from the toolbar

Salary/Benefits [
Hourly Rate :|g
Agieed Fee %[0 0g
PO Number :

EXEEELEE

Client Commitment

Indicator:|1 Ext. Ref

%G| | 3 || IB| 3] S| 9 []| @ 4,;‘ LZEnnhan:I‘ .;\ntmw\ ;Mamh| [ZrEdi @Elnse‘

Output Letter/E mai /SHS

Select whether to create a brand new template, in which case give it a name, or update an existing
template by choosing the one in the list to update and select ‘Save’.

There are now two ways to create a vacancy using a template, from within the client record or from the
Vacancy main interface. This first example demonstrates how to create a vacancy from a template via a
client record:

& Client Details - Eclipse Software

| Branches/Financial |  RatesAUnsuitétgen |  Cand Shortist (474] | AWR

Client Details

Via
Ref Mo [C 1100012 Date Registered :[12/06,/2005 151 0:44 é E
Name:[E cipse Software Secto:fiT.
Address  [Potland Toner | Fieciitment
Portland Street
Manchester Client Status <[ it
Uses Cy it
Postoods i1 aLF Bl ses Competitor
County : United Kingdam Notes:[ .|
Region: |arh West
Area|Manchester
‘ ,
TelNo: a7 a0 2222 Select the ‘Vacancy’ button

FaxMo: .
Em e Boreutant:[Carl Robinson at the foot of the client
Dhvision - [farchester
—_— aches S record. When the two
ontasts [y ame Tel Mo bakile [Emai [ Postion [ Faxho [ .2 R
- Steve Logan 0870 200 2318 steveloga..  Managing optlons appear, select
P e Log e e ‘Create a Vacancy for this

& Victaria Royee 0844 BB0 2212 0778846738  victoial Human R 0244 830 2

Client Using a Template

Last 18/03/201010:41:14 - Victoria Parker - 1.02 Client Follow-Up Call - blah blah blah

Web hitp: 2w reciuitment-software.co.uk [~ My Divisior's Contacts o =Primary Contact
[~ My Contacts Only @2

RS J'%ﬁ‘ e Notes | [PVazangy] (Bt | @ s |

Add a Mew Yacancy for this Client

&% Create ablank wacancy For this chent

Select the “‘Vacancy’ button at the foot of the client record. When the two options appear, select ‘Create
a Vacancy for this Client Using a Template’. This will open a list of possible template to use:
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[ |~ [%]

£ Client Details - Eclipse Software

| Branches/Financia | Rates/Unsut/fgen |  Cand Shortst (474] |

Client Details

AWR
Ref Mo 100012 Date Registered : [12,06,/2005 15:10:44 @

Neme:[For —
oM [Eclipse Software 7" Create New Yacancy from Template |£|

Addiess : [Portland Tower

Porlan et Pless select the vacancy templats fiom the it below you
Mo wish to create a new vacancy from \
[Refto [ Hane I Highlight the desired
Fostoode - 441 3LF #| |&» WVTP10005 Software Engineer . .
County: [ Frgdom | z YTRADO07  Finance Manager T template in the list and
Region |North West VTP007  Leaal Sectetary L X .
frs IMZHW;; & VTPA0022  CivilEnineer click ‘Proceed’. EC|IpSG
& VTPA0027  Admin Assitant ;
Jiﬂzﬁﬁggfﬁiii & YTPI0031  Site Manager will now create a
: < YTP-10034 Project Manager 1
IZ Temns dnd Condid | g yTPA0050  Contracts Manager —— & s vacancy record with
F7 el Branch i) s yTPADDST  Peceptionist details of both the
Contacts: [ ame & VTP-I00B2  Programmer :
& Steve Logan & VTP0063 Doctor B client and vacancy pre-
 Andiew Curing. | | %% WTP10084  Proiect Manager !

 duie Logen _ populated.

4 Wictoria Royce 02448802
Last 471 ————

Cont.:zt 18/03/2010 10:41:14 @Procesd
L

Web  hitp:/Aww reciutment-software. oo.uk [~ My Division's Contacts ' = Primary Contact
[~ My Contacts Orly a2

5|@\,\_\E\m|%\o|g|% OMantotes | [Svacency] FER | @0ose |

Add a Mew Wacancy for this Client

Highlight the desired template in the list and click ‘Proceed’. Eclipse will now create a vacancy record
with details of both the client and vacancy pre-populated.

To create a vacancy using a template from the main vacancy interface, select ‘Add Using Template’
from the left hand side of the Vacancy tab. A list of saved templates will appear. Select the desired
template and click ‘proceed’.

Select ‘Add Using
Template’ on the left
side of the Vacancy
Main Interface

Choose which
template to use and
click ‘Proceed’

_/

Sd|lpeveUup E 0¥ =

Eclipse will create the vacancy record pre-populating most of the fields.
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9.1.5 Creating the Temp Contract from the Vacancy Record:

Once the vacancy record is saved and assuming the ‘Type’ has been set to either Temporary or
Contract, the automatic prompt to create an associated booking will appear as shown below:

Note:

This automatic prompt can be turned on and off via the ‘Vacancy’ tab in the ‘Eclipse Default
Preferences’ section of the Maintenance Menu. Tick / Un-tick the box ‘Display ‘Would you like to create
a requirement for this vacancy?’ if there is no associated record’

Selecting ‘Yes’ in the prompt or the ‘Contract’ button at the bottom of the window, activates the ‘New
Contract Wizard'.

Vacancy Details Notes/Canddate Shotist (0 T ] Note:

RefNo [yaciosss Dale Fegistered [[2/02/201010.0035 5 This prompt can be
Olet [Ecipse Sofware JobThe [Frogmmer turned on and off via

Addiess : [Portland Tower Indistry : |7

e ¢ H
Fortland Street Disciplne | Programmer ECleSe Default
Manchester Core Skils ’ENET— Preferences’ in the
Postcode - ‘ i ’
diyiar sl v Maintenance Menu

oty [United Kigiom Qualiications
e —— .18 - —
[OCH MR :clipsc Recruitment Manager X

Contact: fyictoria 92
Contact Tel No: | 0844 880 251 \.2 Wiould you like to create a new requirement for this vacancy?

Contact Mob Nev: 07765 45 75

Contact Email
Yes Mo . € L
St 50 Qﬁwm Selecting ‘Yes'’ in the
“iﬁiii:} 3230405 Est Fee:|5000 ; prompt _performs_ th_e
Desciption: Quafied and experienced programmer warted to head up a team of 3 same action as ClleIng
the ‘Contract’ button at
e — R — the bottom of the window.

Client Commitment

Indicator: 1 Ext Ref Consultant : yictoria Parker

Division - [janches

Mainiist Navigation

B[o 2@ B[00 @)« of G | X oomme| Binevien| @bach| Fedt | O chose |

Note:
Using the New Contract Wizard is explained fully in section 8.4
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9.2 Creating a Temp Contract via the ‘Add New’ Button:

The second route to the new contract wizard is via the ‘Add New Record’ button on the left side of the
Temp Contract Main Interface as shown below:

ETT—y I~ [#]x]

W

R

&G 3 v
Qe cnt v

H =

”_'_-I
| Dy e e

El
ER

e @
T— S Select ‘Add New Record’
Serse e Lume | 1w e P in the Vacancy tab of the
P ———— e e e R B S Main Interface to activate
the ‘New Contract
Wizard’

T

Selecting this button activates the new contract wizard. Using this method to create a temp contract will
NOT incorporate a vacancy record.

Note:
Using the New Contract Wizard is explained fully in section 8.4.

9.3 Creating a Temp Contract from an Accepted Interview:

In the instance where a candidate is requested for interview before being accepted on a temporary or
contract assignment, an interview record can be created from the vacancy. Select the ‘Interview’ button
as shown below:

< Yacancy Details - Programmer at Eclipse Software

Vacancy Details Hates/Candidate Shorlist (0] Schedule

s
Ref Mo [riac10872 Date Registered :[17,03/2010 101738 V
Client : [E clipse Software: Job Title: [Progiammer

Address: [Portland Tower Industey i1
Portland Shieet Discipline - |Progiammer

Manchester Core Skils | [ NET
HTML
Postoode [y 307 e

Courtey [UniedKingdom Qualfications [G50 i
e T E— e To create a candidate
Contact TelNo: |ng44 880 2212 i i
Contact Mob No 07788 45 798 InterVIeW from the

Cantact Emal: |victaria2@recrutment-software. co.uk Location: [Manchester
B T Terporay vacancy record, select
|20

Moy Foto FullPait Tie: [E her

S | o the ‘Interview’ button at

v s b s the bottom of the

~ I

Beseipion ’—m SESCRIFTION window

Source: [Repeat Business Status: [Unfilled
Cliert Commitment

Indicator: |1 Ext Ref 12345 Consultant: [yictoria Parker

Division : [Manchester

Mainiist Havigation

I = [ e | Coma| S\ntevwewT;Mattﬂ e | © oo |

Selecting this button will present the following window where most of the information is pre-populated,
e.g. client details etc. This window is a half-way-house between the vacancy record and the interview
record where much of the information can be entered.
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4& Create a New Interview This screen is a ha|f-way-\
2] house between the
Tope:[Facs to Face | Candidate: [anthany Hopper 2| vacancy and interview
Client:[Eclipse Software (Manchester - M1 3LF) | Address :[30 w/estrminster Crescent record in Eclipse

Address : [Portiand Taver :j:::’: e —

|Partiand Street

[Manchester —k /
|

Postode :[NEF 2IE
Postcode:[Wi 3F . / \
Interview Location :[E clipse Software [Manchester - M1 3LF) x| Complete as much of the

ok Tile: [y 10873 - Frogammer = detail as possible and
Date:[17/03/2010 select ‘Save’ to create the

L T interview record
Interviewer fyigtoria  Paker  [&]  Consubant:yigroria Parker ~|

kiDekte | | Save

Fill in the remaining detail in the record and select ‘Save’ At this point the interview record will be
generated in Eclipse.

The following section provides a brief overview of each field:

Type:
This is the type of interview. Select from face to face, telephone or internal.

Client:
When the interview button is selected from within a vacancy record, the name of the client will be pre-
populated

Address and Postcode:
This is the address and postcode of the client. Again, where the interview is created from within a
vacancy record this information will be pre-populated.

Interview Location:

This is the location of the interview. Where the client does not have any related branches this is the
address of the client. Where there are related branches it is possible to select an alternative interview
location from the list of related branches.

Job Title:
Were the interview is created from the vacancy record this field will be pre-populated from the
information provided in the vacancy.

Date and Time:
This is the date and time of the interview. Once the record id saved the interview will appear in the
consultant’s diary for this time and date.

Interviewer:
This is the person conducting the candidate’s interview. Selecting the green ‘+’ button provides a list of
contacts configured for this client in the client record. Choose an interviewer from the list.

Candidate:
This is the candidate selected for interview. To search for a candidate select the green ‘+’ button and
search by surname first.

Address and Postcode:
This is the address and postcode of the candidate.

Notes:
This is a free notes section which can be used to store any additional information regarding the interview
for example what the candidate may need to take with them or prepare for the interview.

Consultant:
This is the owner of the interview record. The owner of the record will see the interview in their diary on
the specified date.
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The saved interview record appears as follows:

RefNo: [T 0682 Date Registered :[17,03,/2010 130022 A Sa\;eq In:jertwﬁw I‘fet(;‘]OI’d
Client: [E clipse Saftware Candidete:[anthory Hopper contains aetalls o e

Address : [Patland Tower Address 130 Westminster Crescent C“en_t’ Can_dldate and the
[Fortlsnd Stiest Hebbum interview details
| anchester | Tyre And wear

|
Postcade : b1 3LF Pasteode : [NE31 2JE
dob Title: [Fragrammer Date :{17,/03/2010 09:00
Duration : Temparary Interviewer : [\iztoria Parker
Salay:[p InterviewMNo:fy
Acptd. Date: Outcome : [Pending

Est. Start Date: [22,03,2010 Fee % : (o0
Offer Salary : [ Est. Fee:[g

Motes :

Interview Type :|Face to Face Consultant  [victaria Parker
Division : [Manchester =]

Mairli st Navigat §
0B 3|8 S| @ earr ZEk | @0

Several additional fields now appear in the interview record. Most of the information within these further
fields has been pulled through from the various related records in Eclipse.

Reference Number:

Whenever a new record is created in Eclipse, it is allocated a system generated reference number. This
applies to every single record type. Each interview reference number begins ‘INT’. If a record is deleted,
the reference number is deleted with it and will not be re-used. The reference number can be over-typed
and a manual one entered were required. In the ‘Edit’ mode, a green ‘+’ button appears next to the
reference number field, to re-allocate a system generated number to the record, select this button.

Duration:
This information is pulled through from the associated vacancy record. In the example above, the
vacancy was temporary therefore the duration is also set to temporary.

Salary:
In the case of permanent positions, the salary information is taken from the associated vacancy record.

Accepted Date:
Where the ‘Outcome’ of an interview is set to ‘Accepted’ in Eclipse, the system will automatically enter

the date in this field.

Est. Start Date:
Again, this information is taken from the associated vacancy record. This is the date given by the client
as an estimated start date.

Offer Salary:
In the case of a permanent placement, once the vacancy has been accepted by the candidate, the final

offer salary should be entered here. If this differs from the original estimated salary for the position
detailed in the associated vacancy record, Eclipse will recalculate the ‘estimated fee’ based on the new
value and the agreed fee%.

Date Registered:
At the point of creation, each and every record in Eclipse is time-stamped and displayed in the top right

corner of every record. This details the date and time and cannot be deleted or altered.

Interview No:

The first interview record created for the candidate with reference to a specific vacancy will appear as
interview number 1. However, where a candidate is shortlisted for a second or subsequently third
interview, additional records can be created and the interview number will be displayed here.
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Outcome:
Initially, the outcome of an interview is automatically set to ‘Pending’. The other options in the dropdown
menu are: rejected, shortlisted, cancelled, offered, candidate declined and accepted.

Eclipse will perform various actions based on the outcome of an interview. For example selecting
‘shortlist’ will present the option of creating a follow up interview. If the outcome of an interview is
changed to ‘Accepted’ Eclipse allows the creation of a ‘Contract’ for a temporary role or an ‘Invoice’ for a
permanent placement.

Fee%:

In the case of a permanent placement, this information is also pulled through from the associated
vacancy record and is the agreed % of the candidates offer salary that will make up the client invoice for
the placement.

Est. Fee:

The estimated fee is the value of the agreed percentage of the gross annual salary for permanent
placements. This is calculated automatically when the two figures are provided in the relevant fields.
Manual entry is not permitted in this field.

In order to create a temp contract from an interview record, firstly the outcome of the interview must be
changed to ‘Accepted’ as shown below:

X
Ref No:[INT-10562 Date Redistered : [17,03/2010 13:00:22 &

Client : Eclipse Software Candidate : Anthony Hopper |n Order tO Create a temp
Address : [Portland Tower Addiess 1 [30 Wiestminster Crescent contract from the InterVIeW

|Portland Street |Hebbum )
|Manchester ITyneAndWear record, first change the

| . .
Postcade: 1 alF Postoode ST E—— outcomg :(f: égitg;,erwew to

Job Title : [Pragrammer Date :|17/03/2010 03.00
Duration : [T emnporany Interviewer  yictaria Parker
Salary:|n Interview Mo, : [4
Acptd. Date: [17,03/2010 Dutcome : |4 coepted

Ex Snbae: fmann N — Once the outcome is set to

Offer Sa\ary:lg— Est. Fee:,g— ‘Accepted’ the ‘COntraCt’
button appears at the foot

of the record

& Interview Details - Anthony Hopper for Programmer at Eclipse Software

Nates

Interview Tupe : [Face to Face Consultant - fyictoria Parker
Division : [Manchester

Mainlist Navigation

L %‘ T I Contiact Edit ‘ @ Close |

Once the outcome has been changed to ‘Accepted’ the ‘Contract’ button appears at the foot of the
screen. Selecting this button now displays an information screen providing a choice of two actions:

Do you wish to create a 'one off Fee' for this contract?

Selecting the contract button
gives the option to create a one
off invoice for the placement or
create the temp contract

- ¥ES: One of f Fee
- N Wages paid by Agency

Flease click the invoice bype vou require.

es Mo

The warning screen says: Do you wish to create a ‘one off fee’ for this contract? Yes: One off Fee / No:
Wages paid by the agency

Selecting ‘Yes’ allows the creation of an invoice for a one off fee for the placement whereas selecting
‘No’ will activate the new contract wizard where the temp contract can be created in Eclipse

Note:
Using the New Contract Wizard is explained fully in section 8.4.
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9.4 The ‘New Contract Wizard’:

Once the new contract wizard has been activated through one of its various avenues, there is a simple 3
step process to follow:

1. Step 1 of 3: Rates and Shifts:
Creates a new contract from a new rate and a shift pattern or from pre-set values

2. Step 2 of 3: Schedule:
Specifies the exact requirement days for the contract

3. Step 3 of 3: Assign Candidate(s):
Finally, step 3 confirms the number of requirements.
At this point the booking can be saved with or without assigning candidates

9.4.1 Step 1 of 3 — Rates and Shifts:

To aid explanation of this screen it is worth noting that the route to activating the new contract wizard is
via the ‘Add New Record’ button in the Vacancy tab of the main interface. Additionally, the screen has
been broken down into three sections as follows:

Section One: Information known
Section Two: Rates
Section Three:  Shift pattern

f.
! Step 1 of & - Rates and Shifts

Section One:
Information known

Client: [ j Vaeany :f (o Vacancy)
-

Clert Contact | Notes

Rates and Shift Preset :

Jiob Title :

Rate Known: [The oy rate and invaice rate is known = [ Holidsy Pay @[ 207 %
B

M\:;‘r:;::lm@e o 3 ¥ Employers Nl @ | 1380% .

I Enter Al Figures Manualy -
Name Pay  WID EmpNI Cheige Margin% Makup Ivoice Section Two:
Standard S tandard 0.0 [ [ Rates

om oo | |

‘otz 000 | |
‘|ot3 1 | | o000
2 Rate End Paid Unils

Shift pattern

\ |
\ |
\ |
} } Section Three:
\ |
\ |
\ |

Chargs client:[ % of espensescost PO Ho Category :[None -

ace | trav. oth, I™ Include Holiday Fay with Candidate Payment

Est Cand Exp./Client Pay %[ o0 UseaT Friendy | Rates Agiesd with Client
o | oo 0.00 Ji |k I Rates Agieed with Candidate

EheckAWF(| (@cancel ‘ ‘ ©Newt ‘

Section One: Information Known:

Select the client using the green ‘+’ button.

Client Contact:

This field will be pre-populated based on the information available from the associated vacancy record.
In the example above, the client contact is Victoria Parker. However, to choose an alternative contact,
simply click the green ‘+’ button on the right.

Rates and Shift Preset:

From this drop down menu, choose to create either a ‘new rate and shift entry’ or select from either
client specific or default rates and shifts templates. Remember, where the client has been assigned a
rate and shift category, only default templates assigned to the category will be available for selection.

Job Title:
This field is automatically populated assuming the contract wizard was activated via the vacancy record.
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Vacancy:
Where there are vacancy records already configured for this client, selecting the drop down will display

a list. To link the temp contract to one of these vacancies select it from the list.

Notes:
Quite simply, this is a free notes box allowing the user to enter notes specific to the contract. This notes
box will be pulled through to any associated timesheet records for this contract.

Expenses Notes:
Again, this is a free text notes box allowing the addition of expenses notes. This notes box will be pulled

through to any associated timesheet records for this contract.

The following three fields define how rates are calculated and based on what values:

Rate Known:
From this drop down, specify what values are known when negotiating fees. The four options are as
follows:

e The pay rate is known

e The charge rate is known

e The invoice rate is known

e The pay rate and invoice rate are known

For the purpose of Eclipse, the definitions of ‘pay rate’, ‘charge rate’ and ‘invoice rate’ are as follows:

e Payrate: The gross pay the candidate will receive per unit of work (E.g. hourly / daily)
e Charge rate: The cost to the agency (pay rate + WTD + Employers NI)
e Invoice rate: The cost to the client

Note: The default preference can be set via the ‘Maintenance Menu’.

Work To:
From this drop-down menu, specify whether fees are calculated based on a mark-up or margin.
Therefore the two options are as follows:

e Work to an hourly mark-up: A fixed value in £'s per hour / day
e  Work to an hourly margin: A percentage calculated on a choice of values

Note: The default preference can be set via the ‘Maintenance Menu'.

Margin On:
If rates are calculated based on a percentage margin, specify what the margin is calculated as a
percentage of:

e Pay rate only

e Payrate and WTD
e Charge rate

e Invoice rate

Note: The default preference can be set via the ‘Maintenance Menu'.

It is recommended that the above values are kept constant throughout all contracts. Setting the
values in the ‘Eclipse Default Preferences’ section of the ‘Maintenance Menu’ will aid this

process.

Holiday Pay:
If the user wishes to include holiday pay in the calculation, tick this box and enter the current percentage
of 10.17%.

Note: The default preference, including the percentage can be set via the ‘Maintenance Menu’.
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Employers NI:
Similarly to ‘holiday pay’, if the user wished to include employers NI contributions in the calculation, this

box should be ticked and the percentage entered at 12.8%.

Please note this calculation does not take into consideration the ‘free pay’ element where
National Insurance is not applicable to the first portion of an employees’ wage. The reason being
that this allowance may have already been applied to a candidate’s wage paid elsewhere and is
therefore not applicable.

Note: The default preference can be set via the ‘Maintenance Menu’.

Enter All Figures Manually:
Ticking this box allows the manual entry of figures in ‘section two’ when calculating rates.

Note: The default preference can be set via the ‘Maintenance Menu'.

Section Two: Rates:

In this section, up to ten pay rates can be set for the contract. For example standard rate, overtime rate,
day rate, night rate etc. By entering the known values as outlined above, Eclipse will automatically
calculate the remaining fields in the grid.

- - a

A
!‘- Step 1 of 3 - Rates and Shifts

Section Two:
Client:[E cipse Software j\/mnw [(NoVacancy) Rates
& [——

Client Contact: [Victaria Fopee

Fates and Shit Preset:[\ow Roates and Shil Enty -l e
Job Title : [Prograrmer MESD
Rate Known [ The pay rate and invice rate is known v ¥ Holdey Py B [T30%

el ]

ok T
Ma';'n i W EmplojersNl @] 1360%

| Charge rate [<] I Enter All Figures Wanualy

Hame Pay WID EmpNl Chage Magin% Makup Invoice HP
Standard [ randard 20.00(

Nates

otz 000
:|oT3 0,00

[ [ [ |
0T1:|a11 0.00| | | | |

| | | |

| | | 0
2y Rate Start Paid Urits

03:00 800 #
03:00 A
03:00 A
03:00 A
03:00 BO0 %

Monday Standard
Tuesday Standard
(Wednesday Standard
Thursday Standard
Friday Standard

EAEAEAEAES

AT TAIA

lelalalalalals

o
a
=
&

Cherge client: 100 % of enpenses cost Categowy 1y one -

2cc 100 vav.[100 ath [100 I™" Inchude Holiday Pay with Candidate Payment

Est Cand Exp./Client Pay 4 Use VAT Friendly [ Rates Agreed with Client
Ll S I s [V Rates Agreed with Candidate

EheckAWH‘ @Cancel ‘ | S Nest ‘

Name:

On the left of the grid each row is labelled E.g. ‘Standard’, ‘OT1’, ‘OT2’ etc. to indicate the various pay
rates associated with the booking. The same labels appear in the first column of the grid itself. These
labels can be changed as required E.g. ‘Day Rate’, ‘Night Rate’, ‘Overtime Rate’ etc. It is possible to set
up to 10 pay rates per contract.

Pay:
The ‘Pay column indicates the amount the candidate will receive per unit of work. The unit can be either

hourly, daily or by shift.

WTD:

The amount of ‘Working Time Directive’, otherwise known as ‘holiday pay’, is automatically calculated
assuming the ‘Holiday Pay’ box is ticked and the percentage indicated in the section above. The holiday
pay is only calculated for those rates where the ‘HP’ box is ticked. (See ‘HP’ description below)

Employers National Insurance:
This is the value of ‘Employers National Insurance’ contribution payable assuming the box is ticked in
the section above and the percentage value indicated.

Charge:
The ‘Charge’ is the cost of the booking to the agency per unit worked.

For example, for PAYE candidates: Charge = Pay + WTD + Employers National Insurance
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Margin %:

The Margin is the % profit earned. As indicated above, the margin can be calculated on several values:
the pay rate only, the pay rate + WTD, the charge rate or the invoice rate. The mark-up value will alter
dependent upon what the margin % is calculated on.

Mark-Up:
The ‘mark-up’ is the profit per unit of pay to the agency after deductions.

Invoice:
This invoice rate is the amount invoiced or charged to the client.

Hp:
This tick box includes or excludes ‘holiday pay’ in the individual rate calculations.
Note: Holiday pay is not usually included in overtime payments.

Note: Holiday Pay is also known As WTR (Working time Regulation) or WTD (Working Time Directive)
and is labelled as WTD in the rates section.

Section Three: Shift Pattern:

The final section of ‘step one’ specifies the shift pattern for the booking. Specify which days of the week
the candidate may be required to work and at what pay rate. If the hours of work are known, the start
and end times can also be entered

B New Contract Wizard

=
!‘= Step 1 of 3 - Rates and Shifts

Client :[E clipse Software | Vasaney o Vacancy] ~| o2
Client Contact |Vu:lona Fopce & s |
Res and SHit Presel v, ates ond 51 Enty Sl Section Three:
9o Tile [Progammer Hetes Shift Pattern
Ha‘sv':ﬂvz [ The pay rate and invoice rate is known x| v Holdes Py @[ 1207%
el |wark to 2 houly markup =l [ Emploes | @ ] 1380%
| Charge ate =] [ Enter AllFigures Manualy
Name Pay  WID EmpNl Chaige Margn®% Markup Invaice  HP
Standard : [5 tandard 2000 241 309 2551 1761[  44a] 3000 M d
OT1:{p71 000| ooo| ooo|  ooof ooo|  ooof oo I
072:(072 000 ooo| oo0| ooo| ooof ooo| ooo T
0T3:(013 0o0| oon| oon|  oon|  ooo|  ooo| om0 T ow
3y Rate Start End Paid Units
W [Monday Standad ¥ 0300 17:00 800 ,
¥ |Tussday Standard - 03:.00 17:.00 800 * ¢ i
¥ |wednesday Standard - 0300 17:00 800 once Step On‘e IS s
W [Thursday Standad ¥ 03:00 17:00 EIED comp]ete select ‘Next
W |Fiiday Standard v 0300 17:.00 800 = ’
I |satuday Standard = o000 00:00 0.00
I |sunday Standard = 00:00 0000 0.00
™ |Bank Halidaps Standard - 0000 00:00 0.00
Charge client: 10y % of expernescost  FO Mo Categorp: [none
e 100 bav.f1o0 eth [100 I Inchude Holiday Pay with Candidate Payment
Est Cand Exp./Client Pay: [~ 000 [100.00 % [ ao0 Use VAT Friendly ™ Rates Aeed with Client
Lo ¥ Rales Agieed vith Candidate
CheckAwR | (@Cacel | @izck | @Men | sinn |

To indicate that a particular day of the week may appear in the shift pattern, tick the corresponding box
on the far left of the grid. These are not to be confused with the ‘actual’ requirement days, rather the
‘typical’ shift pattern. Select the desired pay rate from the drop down menu. Be aware that Eclipse
automatically defaults to the ‘standard’ pay rate unless otherwise specified. There is the option to create
a ‘Custom’ pay rate within this section which allows the input of multiple rates on the same day e.g.
‘Standard’ rate for the first 4 hours and then OT1 thereafter. Selecting the ‘Custom’ option displays the
following window:

E Rate Rules

!‘ Rate Rules

Rate| Standard _w| paid until | g.00 units
then rate| o7 _w| paid until | 10,00 units

then ratel oT2 vl thereafter

Rate ‘standard' paid until .00 units then rate
‘071" paid until 10,00 units then rate 'OTZ'
thereafter

In this example ‘Standard’ rate of
pay will be paid up to 8 hours.
Between 8 and 10 hours the ‘OT1’
rate will be paid. Anything over 10
hours will be paid at ‘OT2’ rate

{SCancel | HSave |
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In the example above ‘Standard’ rate of pay will be paid up to 8 hours. Between 8 and 10 hours the
‘OT1’ rate will be paid. Anything over 10 hours will be paid at ‘OT2’ rate. In terms of related timesheets,
Eclipse will populate the ‘OT’ fields accordingly.

Back in the main screen, if known, enter the working day start and end times. If the vacancy advocates
flexible working hours it is not necessary to specify these values, however this will have an effect on the
availability of the candidate.

Finally, enter the number of paid units per day. If the rates in section two were calculated on an hourly
basis, the number of paid units will be the number of hours worked per day. If the pay rate calculated
above was a daily rate, the number of paid units will be one.

If the pay rate and shift pattern is consistent throughout the week, there is no need to repeatedly enter
the details, simply click the [+] on the right of the first line and the details will be copied down the grid to
the other days selected by a [Tick] on the left.

Charge Client 100% of Expenses Cost:

This box indicates the percentage of candidate expenses passed on to the client where appropriate. For
example, where a financing company is employed, the additional handling cost may be added to the
candidate expenses and passed onto the client. This default value can be set in the ‘Maintenance Menu’
in ‘Eclipse Default Preferences’.

The extension of this feature allows what percentage of certain types of expenses can be passed onto
the client for example, accommodation, travel and other fees.

Estimated Candidate Expenses / Client Pay:

Here, the candidates estimated expenses can be added and the percentage to be passed onto the
client. These are taken into consideration when calculating the total, predicted, actual and lost values of
the contract. Also the pending timesheets are populated with the estimated expenses based on the
number of days booked for the timesheet.

PO Number:
If a ‘Purchase Order’ number is known, it can be indicated here. This will be copied through to the
contract record in Eclipse and the associated invoice line for that timesheet.

Use VAT Friendly Scheme:
This box indicates whether the VAT friendly scheme applies to the specific contract. Ticking the box will
charge VAT only on the mark-up only portion of an invoice.

Category:
This field is not mandatory and is purely for analysis purposes. This allows for the grouping of contracts

of a certain type or nature. The list of options is configured in the ‘Maintenance Menu’ under ‘Contract
Category’.

Include Holiday Pay with Candidate Payment:

This option relates to the export of information to Sage Payroll. Where this box is ticked the holiday pay
value will be exported to Sage. If not ticked then no holiday pay value is exported. This is the master
setting however this can be changed on a per contract basis.

Rates Agreed with Client:
This tick box indicates that the rates have been agreed with the client. This must be ticked before any
associated timesheets can be processed, authorised and invoiced.

Rates Agreed with Candidate:
This tick box indicates that the rate of pay has been agreed with the candidate.

Once ‘Step One’ is complete, select ‘Next'.
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9.4.2 Step 2 of 3 - Schedule:

‘Step Two’ creates a ‘schedule’ or ‘work pattern’ for the contract. Once a candidate is assigned to the
contract, a similar schedule will appear in the candidate record.

& New Contract Wizard

Step 2 of 3:

!""- Step 2 of 3 - Schedule Schedule

Saturday 06/03/2008

«\ < \ Dec 2007 - Nov 2008 \»

SIMITIW[T[F[S|S[M[T[W|T[F[S[S|M|T[W[T|F|S[S[M

ARG EEEED

Dec 2007
Jan 2008
Feb 2008
Mar 2008
Apr 2008
May 2006
Jun 2008

Explanation of
indications in the
schedule

Jul 2008
Aug 2008
Sep 2008
Oct 2006
Nov 2008

Stan Date End Date [] Bank Holiday=> Today's Date
[mmzooe =] [otozeoos x| FlUpdate G| Requiement ) Timeshest

Timesheet Frequency  Process Day

[weekly | [Sunday | __[FUpdate
0Dayls) 0 Timeshestls) [#|Unassign &1

@ Cancel ‘ @ Back ‘i'ig“jhéaéi'"‘

There are two ways to assign days to the schedule:

1) Enter the start and end dates in the boxes provided. If the start and end dates were specified in the
associated vacancy record, as with this example, they are carried through e.g. Start date:
01/01/08, End date: 01/02/08. Select ‘Update’ and the schedule will update and assign the
selected dates as requirements based on the shift pattern from Step 1.

2) Manually select and assign each day in turn on the schedule by right clicking the mouse and
selecting ‘Assign as Requirement’

OR Select a range of dates by clicking on the first date, then, whilst holding down the ‘shift’ key, click on
the last date. Once all the dates are highlighted, right click and select ‘Assign as Requirement’. Please
note, only the days of the week included in the shift pattern will be assigned as requirements within the
schedule. For example, if the shift pattern included only week days, the schedule will update to only
indicate Monday through to Friday as requirements, Saturdays and Sundays will remain blank in the
schedule.

&' New Contract Wizard @

!" Step 2 of 3- Schedule

€| ¢ [ Dec2007-Nov2008 3 |5 | Mendsy /022000

ST T W[ T F[% [8[M[T[w] T [F &8 [M]T [w]T[F] 5% [M[T [w]T]F {58 W] T[w[T]F 5[5

Dec 2007
Jan 2008
Feb 2008
Mar 2008 " Assign as Requirement |

Apr 2008 3 Unassion Requirement L

May 2008
Jui 2008 9 Schedule Day Detalls I~

//

Jul 2008
Aug 2008
Sep 2008

Oct 2006
Nov 2008

To manually assign days
as requirements in the
schedule, right click on the

mouse

Stan Date End Date [] Bank Holiday=> Today's Date
[ozrorizooe > [ovozeoos v [EENGEEED G| Requiement ) Timeshest

Timesheet Frequency  Process Day

[weekly | |sunday | __[FUpdete
23 Dapls) 5 Timeshestls) [#|Unassign &1

@cancel ‘ @Back ‘ SNext

Where requirement start and end dates are specified using the calendar, or timesheet frequency or due
dates are amended, selecting the ‘Update’ button will update the schedule mirroring the shift pattern set
up in step one. To view the date and assigned start and end dates simply roll the mouse over a day in
the schedule. The day, date and shift pattern are displayed above the schedule to the right as indicated
below.
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E' New Contract Wizard

!" Step 2 of 3- Schedule Roll the mouse over any day
- &3 in the schedule to view the
day, date and shift start and

end times

& | < | Dec 2007 - Nov 2008 3 | » | Thursday 24/01/2008

09:00 > 17-00

S TW T[] TF 5[ W[ T [W[T[F s[5 [M T[T [F IS5 M1 [w[T[F[s[s[MT[w[T[F[s [l

Dec 2007
Jan 2008
Feb 2008
Mar 2006
fpr 2008

It is possible to assign multiple shift patterns for the same booking for different weeks but not on the
same day. To amend the pay rate or shift start and end times on a requirement day, double click on the
specific day in the schedule to open the following window:

€@ Schedule Day Details X

‘0 Schedule Day Details

Amend the pay rate or shift
start and end times in this

window
Date : [wednesday 23/01/2008 Start: [05.00
Status : [Requiremesnt End:[17.00
Mame Units
Maotes Standard : |Standald | 7.00
OT1:joT1 | oo A
0T2: 072 ]
OT3:]oT3 | om0 .
0T4:[o1a | om When all alterations are
gmg;g = complete, select ‘OK’ to close
0T7:jo77 | om the window
078:|0T8 ]
UT3:oTa | oo
DCosz | & ok |4

Finally, in step 2 of the contract wizard, the information beneath the schedule indicates the timesheet
frequency and the ‘process day’ which is the day of the week timesheets are due.

B New Contract Wizard

!" Step 2 of 3 - Schedule Due timesheets are
- ez indicated in the schedule
| € [ Dec2007-Nov2008 3 |5 | S s by a blue circle.
ST W S S M W T [E S M W F BB M W] T [F e
Dec 2007
Jan 2008
Feb 2008
Mar 2008
i 2008
May 2008 s L
0 Today’s date is indicated
Aug 2008 by a red circle
Sep 2008
Oct 2009
Nov 2008
Start Date End Date [7] Bank Hoidey 3 Today's Date
[o2miz2008 v) [mezze x| Gl Requiement (O Timeshest
Timesheet Frequency  Process Day
[wieekly | [sunday =]
23 Dayls) 5 Timesheel(s) [®]Unassign All Select the timesheet

frequency and process day

@ Cancel | @ Back | OMext |

The timesheet frequency can be; weekly, fortnightly, 4 weekly or monthly and is indicated in the
schedule by a blue circle. The process day can be any day of the week. The default settings for both of
these values can be specified in the ‘Maintenance Menu’ in ‘Eclipse Default Preferences’. Based on this
information, the ‘Timesheet Wizard’ indicates the number of requirement days and the number of
timesheets required for the duration of the contract.

Eclipse will automatically create a timesheet record for each time period detailing an assumed’ total of
hours based on the units of work specified within the contract. Once ‘Step Two’ is complete, select
‘Next'.
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9.4.3 Step 3 of 3 - Assign Candidate(s):

The final step in the ‘Temp Contract Wizard’ specifies the number of requirements for the contract and
either completes the contract wizard without assigning candidates or with candidates assigned to the
booking.

E. New Contract Wizard

!( Step 3 of 3 - Assign Candidate(s)

Specify the number of
| L candidates required to

Do nat assign candidates at this time (click finish to proceed) .
Display List of Candidates From Complete the booki ng

© Assign the tollowing candidatefs) to this requirement [ =

Cv_|RefNo | Sumame | Forenams | Dissipline [ TelNo SSation | ET Gual | AWR Status |

To complete the booking
without assigning
candidates, select this
ontion

= 1t candidals s ol avaisble forenife contact then asign the carxiae (e Q Samch
avaiable days and create an addiional equirement o the remaining unflled days .
Check AR | (& Cancel | @ Back | DMt | @ Finish |

Number of Requirements:

This is the number of candidates required to complete the booking. If more than one candidate is
required, Eclipse will create an identical contract for each booking. Once the ‘Finish’ button on the
contract wizard is selected, any amendments to these contracts would need to be made individually.

Do Not Assign Candidates at This Time (Click Finish to Proceed):

Selecting this box completes the booking without assigning a candidate(s) and saves it as a
‘Requirement’. A candidate(s) can be assigned where required at a later date. These contracts will show
as green in the main contract list and will have the status of ‘unassigned’.

Assign the Following Candidate(s) to This Requirement:

Selecting this option will automatically populate the blank list with the candidates currently appearing in
the main candidate tab in Eclipse. If there are no candidates in the main interface at the time, the
message box displayed in the following screen shot will appear.

E New Contract Wizard

[, step 30f 3- Assign Candidate(s) If there are no candidates

in the main interface,
Display List of Candidates From ECllpse will dlsplay this
& ssign the following candidatels] to this requirement [#tain Lit message

Cv |RefNo | Sumame | Forename | Disciplne [ TelNa [ Location | ET Qual | AW/R Status |

Number o Requitements: [

Do nick assign candidates at this time flick finish to proceed)

Eclipse Recruitment Manager

1)  ou currently have no candidates in your main list,

0 Candidatels)

r IF the candidate is not available for entire contract then assign the candidate to the & Search

available days and creste an additional requirsment for the remaining unfiled days

EhackAwF(l q&cence\| @Back | DNt | ®Finish |

However, at this point, it is possible to return to the main interface, search for suitable candidates then
re-visit the above window. Refreshing the list by selecting ‘Main List’ option from the ‘Display List of
Candidates From’ drop-down will then show any candidates in the main candidate window.
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Note:
If suitable candidates are known prior to creating the booking, it is worth ensuring that they appear in the
main list at the time of creating the contract.

Display List of Candidates From:

From this drop-down list is it possible to select candidates based on other criteria including: candidates
who have previously worked for the client, candidates short-listed against the associated vacancy record
in Eclipse, exact match and general match candidates or finally the entire list of candidates in the
Eclipse database.

B New Contract Wizard

e —I
!‘: Step 3 of 3 - Assign Candidate(s)

Select a location from which

Number of Requiements: [1 N
to choose candidates

" Do not assign canddates af this ime (ciick firish to proceed) Display List of Candidates From

{+ Assign the following candidate(s] ta this requirement \Mam List

v |RefNo | Suname [ Forename | Discipline [ TelNo [ L b evioushy worked
& CAN-1933 Bain Blesandesr  Software Sale.. O7BG3256..  Bllyacancy Shortiit

CAM-GEH  Beatie Jehn Programme M... 0191913339 D{Exact Match

General Match

CAMA700 Harison:  Nel Engincering .. 01442254, R{Zereral]
CAN1Z224 Harvey Stuart Tester (IT) [ =T
CAN-I0503  Hinds Wayne Fiogrammer (7] 01825836, Manche wesk 1
CAN-4063 Hopper Anthony Frogrsmmer [T) 07309564, Manche.. 31/07/2012  ‘Week &

(
I
CAN-2135  Kalantan Heather Programmer (IT] 01623 684...  Motting... Wieek 1 1 i
: e | 2 Select the desired candidate
(

CAN-12390  Leather Amy Pragrammer (IT) ‘Waning.. ‘week 1

CAN-ID143 Logan Teresa Programmer (IT] 01943 462, Leeds ek 1 by C|icking the associated box

CAN-10156—Eaad
CAN-10155  Shaw Julian Tech Support.. 01235832 Oxford - Bk T

11 Candidatefs)

[ IFthe candidate s ot avaiable for entire contiact the assign the candidale ta the L Seach
awailable days and create an addiional requirement for the remairing unfiled daps :

EheckAWR‘ & Cancel | @Back ‘ | @ Finish ‘

To assign a candidate, click the box to the left of the candidate’s name. Depending on the number of
requirements specified, the same number of candidates can be selected from the list.

At this point a series of warnings will appear if the candidate is not suitable for the position. For example
if the candidate does not have the right to work check, if the candidate has been listed as unsuitable, if
the candidate has been marked as unavailable in their schedule or if they are booked onto another
contract with conflicting hours of work.

E. New Contract Wizard

!{ Step 3 of 3 - Assign Candidate(s)

Number of Requiements: [|

" Do ot assign candidates at this time (click firish o proceed) Bipll el B If the candidate does not

& Aesign the foloming candidateis) 1o this requirement [Main List = have the ‘I’Ight to work’ check
’

CY [ FRefMa | Sumsme | Forename | Discipline [ TelNo [Location [ ETQual | AW Stats [ : . A f

O& Con11s38 Ban Alevander  Soltware Sale.. 07859256 Blackpool - week 1 EC|IDSG will dlSp|ay this

063 CAN-DB31 Beatie John Progriamme M... 0131519333 Dundee - wieek 1

O&8 Can-io7on e 1 i YR TRRATIN

~ warning

O& centzzes
O con-o603
O&  con-4063
ME& cenazi3s
O& cenzz
O&: cenvoaea
O& canose
O& cenmss

Eclipse Recruitment Manager

j ) The condidete Heather Keankary! doss not have the Right to Work' ch

Are you sure you wish to assign this candidate?

11 Candidatefs)

r IF the: candidate is not available for entiee contract then assign the candidate to the 4, Search

avallable days and create an addiional requirement for the remaining unfilled days

EheckAWR‘ & Cancel ‘ @Back | | @ Finish |

In terms of the candidate right to work check, depending on the individual user permissions granted,
even if a candidate does not have the ‘right to work’ check, Eclipse will still allow the user to assign the
candidate to the booking. To complete the candidate’s right to work, return to the candidate record by
double clicking on the candidate in the list and complete the relevant information.

To assign the candidate to the booking and create the temp contract, select ‘Finish’.
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9.5 Creating a Temp Contract Using via the Contracts by Week Feature:

There is also the opportunity to add new temp contracts via the contracts by week screen. This can be
activated by selecting the ‘Contracts by Week’ button on the left side of the Temp Contract interface.

[BENE]

(0N -

ct CUAC log | Hep Feed About

O — ] ] Select

!( Step 2 of 2 - Confracts By Week ‘New
)
<€ [2010 -[Week 11: 15/0372010 10 21j0312010 - 3 | Contract’ at
R the bottom of

Inv.
Vacancy Candidate Fale  Rate 2010 2010 200 200 2010 00 00 StatDats EndDale

the contracts
2 Right 4 Staff o’ ricy . 220022010 1970320 by Week
screen

3 Contract) -
— - g Gocked Authorised [T lvess
o/ New Conisct [T Fstes and Shis | Zsion Candidate| pModigMew| [JUpdste | [@linassignal|  Alndo | ] save 8 eckecn Bl invoiced [ 2o
Requirement ] Processed | | Holidy (I} Unauith
BViewCient | £8view Eandldalel O\/mw\/acancyl 1 View Cortiact | A Refiesh List | @rancal | Dl | @rnsn |

Selecting the ‘New Contract’ button towards the bottom left hand side of the screen will open the ‘New
Contract’ window shown below: Within this screen select the client and subsequently the client contact.
Where there are related vacancy records and pre-set rates they can also be selected at this point.

% New Contract

Client : I E clipse Software

} Complete the information
Cllent Lentact  iotora Parker required. To view the details
Vacancy: [ar10973: Programmer of the new contract, select
Rates and Shift Preset :IHAS-‘I 0177 - Programmer ‘Display All Details’ or select
Category [Pl ‘Save’ to create the contract

Dizplay All Details | D Close | b Save |

To display the full details of the new contract click ‘Display All Details’

% New Contract

Client : = »
ot [Ecipse Softuare = Fiate Known [ The pay rate and inveios rats is known = | [ HoldsyPay @[ 0%
Client Cortact  [Viotona Parker %] Wtk TO: [\ ooy ok = [ EmployersNl @] 000%
Margin On - S I~ Enter A1l Figures Manualy
Vacancy:[VAC1 087 Programmer =] NCha’ge et r—— E—IN‘ P | . Check the
ame 2y mp aige Maigin Makup Invoice .
Rates and Shilt Presel [5.10177 - Programmer ~] Standerd:[Gae T ool o o[ =l o] mor e details of the
Categony: [psL. ~| OT1 | Time 1.5 30.00| ooo| o000 3000 1eE7|  s00| 3so0 T
072:|p72 ooo| oo0| ooo| ooo| ooo| ooo| ood IO new contract
RefNo 2 [E cipse Software 0T3:|oT3 ooa| noo| oo0| oo0|  ooo|  ooo|  ooo T =
are correc
Clhert Name :[E 00012 Day Rate Stat End Paid Units
P — ¥ [Menday Standad x| 0000 0000 B0 @ and select
o St ¥ |Tuesday Standad _v] 0000/ 0000/ a0 & ‘Save’
oot ¥ [wednesday Standad v/ 0000/ 0000/ 800 &
anchester ¥ |Thursday Standad ) 00,00 00| 800 &
v |Friday Standard 7| 0000/ 0000/ 800 &
Fostcode :[M1 3LF [~ |esturday Standard = 0000 0000 0.00
" |Sundsy Standard =l 03:00| 03:00| 0.00
Job Tite [Frogrammer T [BerkHoldaye | Standed =] 00| o000 000
Notes:

Stat Date - [15/03/2010 - I
EndDate: [71,032010 =
Pay Method:[pave |
ay. Methad : [paye I~ 0I5 Seheme 100 %

Timesheet Frequancy  [y/eekly hd Charge client _|_1 ] % of expenses cost I Include Hol. Pay with Cand. Paymes
Process Day m acc [100 bav. [Too oth. [1on I Rates Agreed with Client

™ Rates Agreed with Candidate

Use VAT Friendly Sche
I~ Use riendly Scheme O Closs W sove

This screen now displays all the information relating the new temp contract incorporating the vacancy
details and rate and shift template. Make any amendments where necessary and select ‘Save’. This will
create the temp contract record linking it back to the vacancy and the client.
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9.6 Creating a Temp Contract Using the Quick Contract Creator:

The final method of creating a temp contract in Eclipse is via the ‘Quick Contract Creator’. This feature
allows the creation of a temp contract and vacancy from one screen, populating much of the information
required and links both records back to the desired client.

To active the Quick Contract Creator, select the ‘Quick Contract Creation’ button on the left of the Temp
Contract interface as shown below:

T ==y Select ‘Quick
G | Qe | e | Qrem | s e [ B Contract

e e oy ' Creation’ to
: ol activate this

— feature

TG ARG

2820 saive

TV Cairoc] - 8 D] oqimvanis] EE 15T EDMaki

X |G @] 2| w| @ @& @ s

The following shows the quick Contract Creator Screen:

' Quick Creation of Contract Requirements ==

uick Creation of Contract Requirements

Client Client Contact Discipline (Industry)
I S| = S|
Pay Invaice StartDate  EndDate Day of Week Strt End  No. ShiftType
| oo | 0.00  [15/05/2016 #[15/06/2015 2| [ Monday [osioo oo 1 [Nane -] Bad
¥ Tuesday |os:00 |20:00
Rates Preset ™ Riates Agreed with Client ¥ Wednesday Jos:00 [20:00 I~ DayShitt [ Create a contract per day
Contracts to be Created [ Thursday |ps:00 [20:00
A | client | Contact | Discipine | P:_gngr:av: ISz;SE }ég:sg [ pays | \ st [End  [Mo. | Complete
™ sunday 2 ;i
F o lwso boos the
I™ b vieek information
‘Create a Contract knlowtn‘:gg,
per day’ takes’ selec
every shift present
in the quick contract
and creates
Remove Contract Line Ind.|V|dUa|
— requirement.

This field displays a list of clients in the database. Select the desired client from the drop down menu or
start to type the name of the client in the field

Client Contact:
Once a client is selected, this field will display all the contacts within that client record. Choose the
desired contact from the list.

Discipline (Industry):
This field displays a list of all potential disciplines (job titles). Either select from the drop down list or start
to type the job title in the field

Rates Preset:
To choose from default or client specific preset rates, select the ‘Rates Preset’ tick box. This will display
a drop down list of system default rates and client specific default rates.

Pay:
Where there are no preset rates, manually enter the candidate pay rate.

Invoice:
Where there are no preset rates, manually enter the client invoice rate.
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Start Date:
This is the start date of the contract. Use the green ‘+’ button to open the calendar.

End Date:
This is the end date of the contract. Use the green ‘+’ button to open the calendar.

Rates Agreed With Client:
To indicate that the invoice rate has been agreed with the client, place a tick in the box

Days of the Week:
Select the days of the week that the contract relates to by placing ticks in the relevant boxes.

Start:
This is the candidate’s expected start time.

End:
This is the candidate’s expected finish time.

Note: To view the week as a whole and amend the start and end dates, select ‘Display Week'.

No:
This is the number of contracts required E.g. in the example above, the number of Programmers
required.

Shift Type:
Select an option from the drop down menu. This list is configured in the ‘Candidate Shift Availability’
section of the Eclipse Maintenance Menu.

Day Shift
Ticking the day shift tick box will treat the candidate pay rate as a day rate rather than an hourly rate

Create a contract per day
Ticking the ‘Create a contract per day’ will treat every shift included in the Quick Contract Creator as a
separate booking, Note this will create a separate timesheet for every shift present.

Add:
To add the details into the Quick Contract Creator, select ‘Add’

Remove Contract Line:
If a mistake occurs, to remove the contract from the list, simply highlight and select ‘Remove Contract
Line’

Duplicate Contract Line:
To duplicate a contract for example if another programmer is require, highlight in the list and select
‘Duplicate Contract Line’

Cancel:
This button cancels all that has been entered at this stage and will close the feature returning to the
Main Interface

Finish:

To commit the contract details to Eclipse and create the individual temp contracts, select ‘Finish’ Eclipse
will display the following message to confirm the action was successful

Eclipse Recruitment Manager

\ij) our new contrack requirements have been successfully created,

They are now displaved in the contract main list.

New contracts created in this way are now displayed in the Temp Contract tab of the Main Interface.
Much of the information in the Contract Details tab is completed, the Rates and Shifts’ tab shows the
candidate pay rate and client invoice rate and finally the ‘Schedule’ tab shows the scheduled but yet
unassigned days that the contract relates to. Alterations to the temp contract can be made at this point,
e.g. the addition of additional pay rates etc.
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2. Temp Contract Details - Programmer (IT) at Eclipse Software

Contract Details Rat

tes and Shitt Schedule

Ref No: [CON-1 1746
Clent: [Ecipse Software
Addess:[Porland Tower

Portland Street
Manchester

Posteods |1 3LF

Vacancy RefNo. : ac11008
Job Tille: [Programmer (1T
Cler Contact [yiloraFoyee
Cliert TelNo. o544 850 2212
Cliert Mob Na. 07758 45 738
Client Email | yictoria2@recruitment-soltware. co.uk.
Location /Dept:[ur I
Lacation Tel N |
P Humber |

Mokes

Morinal Code.
[ Use ViaT Friendly Scheme

e X ey I~ Lock

/R Stahis o Clock El
Pred Qual Date|

Date Registered: [13/06/2012 14:14:12

Candidate: [Unassigned)

Address

Posteode

Status: | Inassigned
Charge client:[100 % of eapenses cost

accign  wavel [top  other [iog

¥ Include in Batch Invaicing )
S Inwoice Address
Type: [ Consolidated Invoicing Number

FAD. : ictoria Royce
Email: | ictoria2@recruitment-software.co.uk

woice Address | 304 Duciz House

37 Ducie Stiest

Manchester

Posteode |1 20w/
¥ Invoice Details Authorised
Consultant: [yictoria Royce

Reasan: | /4

IR SiETIE = a—
EIEIENT IR @_‘ @Mqug.;‘ QﬁMud.waew| ;.Unass\gnl:and\delé‘ SaAssion Eand\date‘ [J7Edit | @E\use‘

The Quick Contract\
Creator creates the
temp contract record
and pre-populates
much of the information
required

Select ‘View Related
Records’ to open the
associated Vacancy
record created by the
Quick Contract Creator/

Select the ‘View Related Records’ button to the bottom left of the temp contract record to open the
associated Vacancy record created by the Quick Contract Creator. This is shown below:

* Vacancy Dotails - Programmer (IT) at Felipse Software

Vacancy Details

Motes/Candidate Shortiist (0] 1 Schedule

Fief No :fyiac-11004
Client : [E clipse Software

Addiess :[Porlland Tower
Portland Stieet
Manchester

Postcode M1 3LF 2|

Country : [ ited Kingdam

Fegion
Area: [Manchester

Contact : [victoria
Contact TelNo: 0244 880 2212
Contact Mab No 07788 45 798
Contact Email: |ictoria2@recn.iment-software: co.uk

Froyce

=
Date Registered - [13,/08/2012 14:14:11 v
Job Title :[Fragrammer (IT)]

Industry <[]
Discipine : Frograrmmer

Core Skills ©

Qualifications

Type: [Temparary

FullPat Time : Either

Start: End

Source

Client Commitment

Indicatar Eat ikl

Salary/Benefts :[3 Duration |7 D.ay(s]
Hourly Rate <[ Shit Type [ D.ays
Agreed Fee % | oo Est Fee:|n r r
PO Humber
r r
Description ﬂ

Wacaney Status - Unfilled

Consultant: [yictoria Royce

Oivsin:nchessr g

B> > B0 2| 9|« &=

o Contact ‘ Hitizm

;Match| [ZEdt | @ Ciose ‘

The Quick Contract\
Creator creates
automatically creates
a vacancy record and
completes some of

the information

required
Additions such as )
qualifications can be

added to the vacancy
record

_/

This Vacancy record now acts as a job description. Alterations and additions can be made here for
example, qualifications can be added to the list of requirements and a job description entered. From
here the match and shortlist features are available.
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10 Temp Contract Records:

Continuing with the same example as above, selecting ‘OK’ transfers the user to the temp contract
record as displayed below. As with every other tab in Eclipse, the record can be opened from the main
interface simply by double clicking or selecting the ‘Show Record’ button on the left.

A temp contract record is made up of three tabs, ‘Contract Details’, Rates and Shifts’ and ‘Schedule’.
This section will explain the information held in each tab.

10.1 Contract Details:

The screen shot below, displays the front page of a temp contract record named ‘Contract Details’. This
page contains information about the client and candidate assigned to the booking.

e 8| c d4:
Contract Details L Fates and Shilt [ Schedule ontract Record:
Fief I Date Fegistered (7 Tab One:
ef No < [CON-11746 te Registered :[3/06/2012 141412 | .
Client - [E clipse Software Candidate :[(Unassigned) - Contract Detalls
Addiess : [Porand Tower Address : _\
Portland Strest
Manchester
Posteods M1 3LF Postcade :

Vacancy RefNo.:[iacrione Status:[Unassigned
- Charge client : 100 % of expenses cost
b Tite: [Frogiamme (1) sccifiog  avel [ip ober [0 The front page of the
Clent Contact: [Victoria Aopee ¥ Include in Batoh Invai
Clent TelNo.- 0541 860 2212 oo [omobade nBatchimcicna e temp contract record
Client Mob Mo, : 07788 45 758 . :EE Cansolidated Invaicing Murnber tai inf {i
Client Emal ¢ |victoria2@rectitment-software oo uk Emal Victaria Fioyee contains information
victoriaZ@reciLitment-software, co.uk . .
Losalion /DepC[5R oo Addioso- 304 Ducie House regarding both the client
Location Tel o' | 97 Ducie Street . .
P Mumber | Manchedtar and candidate copied
s Postcode 1 21w through from the wizard
TR ¥ Invoics Details Authorisad and the aSSOC|ated
i Consultant : [\fictoria Ropce
e I Use VAT Friendly Gcheme ¥
e il records
AR Status o Clock | Division : [lanchester
Pred. Qual Date 2| r Reason [l ™ Teminated
[~ SMS Sent V¥ PO No. Required @Q
Mzinlist N yati -
Oy . Y= ENLS @,W:N gf;Momlnyew‘ 5 Unsssign Candidatd {g;,AsslgnEand\date‘ [ZEdt ‘ @Close‘
Yiew Related Records
I
Ref Number:

As with all other records in Eclipse this is a system generated reference number. A temp contract
reference number always begins with ‘CON’ however this can be overwritten completely by the user.

Client:
This is the name of the client that the temp contract relates to

Address and Postcode:
This is the address and post code of the client named above and therefore this is the location of the
temporary contract

Vacancy Ref Number:
If there is an associated vacancy record, the relevant reference number appears in the temp contract
record for reference.

Job Title:
This is the job title associated with the temp contract

Client Contact, Client Tel Number, Client Mob No, Client E-Mail:
These fields indicate the contact for the contract and that person’s contact details. Selecting the green
|+’ button against the client contact name will display a list of contacts for the client in question.

Location / Department and Location Telephone Number:
Where required, manually enter the location or department of the contract. Additionally, enter a
telephone number.

PO Number:
If required, the purchase order number is copied through from the new contract wizard. It can also be
entered at this stage.
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Notes:
This is a free notes box which allows for the addition of any information that is not catered for elsewhere
within the temp contract record.

Use VAT Friendly Scheme:
This tick box indicates that the VAT friendly scheme is employed for this particular contract.

Requirement:
Where the status of a booking is ‘Unassigned’ or ‘Unassigned Requirement’ (where there are still
requirement days left in the schedule), a tick will appear in this box.

Lock Contract Record:

As with all other records in Eclipse it is possible to lock a temp contract record for editing by other users
by placing a tick in this box. This ensures that the ‘Consultant’ assigned to the record cannot be
changed by other users apart from those with the permission to override record locking. This permission
is granted in the ‘Records’ tab of the ‘User Administration’ section of the ‘Maintenance Menu’.

AWR Status:

This shows which qualifying week the Candidate is at for this Contract. This is based on the processed
timesheets related to the associated Clock. If no Clock is linked to the Contract, it will simply have a
value of ‘No Clock Found’

Note:
If the value in this field does not match the value stored against the Candidate, then the Contract will be
included amongst the Contract Alerts when logging in. (or by pressing CTRL-F3).

It is possible to manually change the value in this field up until the first timesheet is processed (after 15
October 2011). Once a timesheet has been processed, the value is ‘locked in’ to the Contract and the
only way to change it would be to ‘split’ the Contract.

Pred Qual Date:

This field is found beneath the ‘AWR Status’ field. Where a candidate is due to reach the 12 week
qualifying period within this contract, the date at which Equal Treatment is applicable is displayed in this
box.

No AWR Alert:

This box, if ticked, will eliminate the contract record from appearing on the ‘Contract Alerts’ form. This
field is also searchable on the ‘Search Contract’ form and can also be batch updated using the ‘Batch
Contract Update’ form.

Date Registered:
Whenever a new record is created in Eclipse, it is allocated a system generated reference number. This

applies to every single record type. Each temp contract reference number begins ‘CON’. If a record is
deleted, the reference number is deleted with it and will not be re-used. The reference number can be
over-typed and a manual one entered were required. In the ‘Edit’ mode, a green ‘+’ button appears next
to the reference number field, to re-allocate a system generated number to the record, select this button.

Candidate:
When a candidate is assigned to the temp contract, this field displays the candidate’s name. Until a
candidate is assigned the field indicates that the temp contract is as yet ‘Unassigned’

Address and Postcode:
Once a candidate is assigned to the temp contract these fields will display the candidate’s address and
post code.

Status:
This field indicates the status of the booking as either: active, requirement, unassigned, completed or
terminated

Charge Client 100% of Expenses:

This value is copied through from the information provided in the ‘new contract wizard’ and indicates the
percentage of candidate expenses charged to the client. The extension of this feature indicates what
percentage of accommodation, travel and other expenses will be passed onto the client where
necessary.
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Include in Batch Invoicing:
This information is copied through from the associated client record and indicates whether the invoices
relating to the client are to be included in the batch invoicing process.

Type:

This value is copied through from the ‘Branches / Financial’ tab of a client record and indicates the type
of invoice selected for the client. The options here are ‘Invoice per Timesheet and ‘Consolidated
Invoicing’. Consolidated invoicing batches together all timesheets for the same client onto one invoice
rather than creating individual invoices for each and every timesheet.

FAO, E-mail and Invoice Address:

These fields indicate who any associated invoices will be addressed to, their e-mail address and the
invoicing address. This information is pulled through from the client record. To change who the invoice
should be addressed to, select the green ‘+’ button. This will show a list of alternative contacts at the
client in question.

Invoice Address Authorised:
This tick box indicates that the client’s invoicing details have been authorised. Again, this information is
pulled through from the client record.

Consultant and Division:

By default, the ‘Consultant’ will be the person who created the record and the ‘Division’ the area of the
company they belong to. However, these values can be changed where required simply by selecting the
required consultant and division from the drop down lists.

Terminated and Reason:

Where a contract has been included in a batch termination, the ‘Terminated’ box will be ticked and a
reason specified. To terminate the contract within the record itself, ‘tick’ the ‘Terminated’ box. The
following window will appear:

E Terminate Contract

To terminate the )

contract from a specific
date, un-tick the box

and choose the desire

/\ date -

!:l Terminate Contract

I Terminate all booked and requirement day:

Or Booked and requirement days from

22/1042010 - \ \/

Reason for Termination

Finally, select a reason
for the contract

termination from the
drop down list

o Further Requirement

(& Cancel | H Save |

The ‘Tick’ box labelled ‘Terminate all booked and requirement days’ is checked automatically. To
terminate the contract from a specified date un-tick the box and choose the desired date. Finally select a
reason for termination from the drop down menu.

Note:

Where a contract has been terminated, its status will only become ‘Terminated’ if all timesheets are
terminated in the contract. If there are any unassigned, pending, processed, authorised or invoiced
timesheets then the status will be automatically determined as with the standard contracts.

Terminated by and Termination Date:
Where a contract has been terminated, these fields indicate which user terminated the contract and the
date it took place. These are also searchable on the contract search form.

SMS Sent:
Where the auto SMS feature is activated, this tick box indicates that the SMS has been sent to the
assigned candidate.

PO Number Required:
This tick box indicates that a purchase order number is required.
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10.2 Rates and Shift:

This ‘Rates and Shifts’ tab of a contract record contains the information set up in the New Contract
Wizard’, hence its similarity to step one of the new contract process. However, there are several
additional information fields at the foot of the window, explained below:

Contract Details Rates and Shift Schedule

e Fragarme Nl Contract Record:
2 E— Tab Two:

Notes:

RaeKoun: [T o T me e x Rates and Shifts

ok Ta
Margin 0| = F

Name: Pay  WID EmpNl Chage Margin % Makup Invoice
Standatd : [Standard oo e[ 215[ 188s[ 13 204 zioo
aT1 ooo| o000 000 ooo 000 000|000
T2 oo ooo| 000f ooo| oo0of o000 ooo
073 oon| ooof o000] ooo| ooof o000 ooo

Day Rate Start End Paid Units

Point to note:
Additional fields

-] |

Est Cand Exp./Client Pay oo0 | 10000 % | 0.00 I OIS Scheme 000 %
Paymert Method |y I™ Include Holiday Pay with Candidate Payment
Contractor Status : |awR Applicable [¥ Rates Agreed with Client

Categow : [Category I Rates Agreed with Candidate

I™ AR Equal Treatment Equivalent Rates

a3
Mainlist b jati
YRS d_,‘ 4;’7‘”'1;:“ ‘“;‘ »“Mnd\ly/New| 4 Unassion Candldate] g Assian Eand\dale‘ [ZEdt ‘ @Elnse‘

iew Related Records

Estimated Cand Expenses / Client Pay:

Here, the candidates estimated expenses can be added and the percentage to be passed onto the
client. These are taken into consideration when calculating the total, predicted, actual and lost values of
the contract. Also the pending timesheets are populated with the estimated expenses based on the
number of days booked for the timesheet.

Payment Method:

The information in this field is copied through from the associated candidate record in Eclipse. The field
will indicate whether the candidate is PAYE, self-employed or to be paid via a composite / umbrella
company.

Contractor Status:
The default setting here is ‘AWR Applicable but will be changed accordingly once a candidate is
assigned to the contract.

Category:
The category list is configured in the Eclipse maintenance menu. This is an additional searchable field
and can be used to search for types of contracts e.g. PSL.

CIS Scheme:
This indicates whether the candidate contributes to the ‘Construction Industry Scheme’ at what
percentage of their pay is contributed.

Include Holiday Pay With Candidate Payment:
This box does exactly as it says and includes holiday pay on top of the candidate payment.

Rates Agreed With Client:
This box indicates that the rates have been agreed with the client. Timesheets cannot be processed
unless this box is ticked.

Rates Agreed With Candidate:
This box indicates that the rates have been agreed with the client. Timesheets cannot be processed
unless this box is ticked.

AWR Equal Treatment Equivalent Rates:

This box will be ticked automatically if a rate and shift template has been used to create the temp
contract and the box was ticked in the template itself. Otherwise, the box can be ticked manually to
indicate that the rates are equivalent to equal treatment.
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10.3 Schedule:

This final tab to make up the contract record is the ‘Schedule’. This is almost identical to Step Two of the
‘New Contract Wizard’. A similar screen also appears in the corresponding candidate record.

B Temp Contract Details - Programmer (IT) at Eclipse Software

Contiact Details Fiates and Shift Schedule

«| ¢ ‘ Jan 2010- Dec 2010 )>‘ Thursday 03/12/2010

SIM{TW|T|F[G[S|M|TW[T|F|S[S[M|T|W][T|F|5

If a candidate has been
ST E TSIy assigned to the booking, the
Feb 2o required days will appear in

e mm ‘ REn the schedule will as ‘booked’

Jun 2010

Jul 2010
Aug 2010
Sep 2010
0ct 2010
Now 2010
Dec 2010 =]

Jan 2010

Start Date: End Date

[7] Bank Holiday@> Today's Date

Also visible in the schedule

=1 =1 3| Fequirement 8 Pending Timeshest
[ Booked Terminated Timeshest H ’
T‘WES“EE'F'E““E”WJ rg"”‘jE"d =l il Teminated Pracessed Timesheet are timesheets and tOday S
5| Checkedn Authorised Timesheet date
[] Processed ) Invoiced Timeshest
50 Dayls) 10 Timesheetls) P Guthoriced
Total 179360 al potential markup [l Irvoiced Authorised Absence
Fredicted | 179360 ol avaiable markup ] Holidap Unauthorised Absence
Actual | 000 filed markup o] tness
Lost:| 000 lostmarkup

03
| .;Unasslgnl:and\dals| goAssgncandmaxe‘ [ Edt | OElnsa|

Mainlist Navigation

R 5 Modifp/New

EEIENTIES

In this example, a candidate has not been assigned to the booking therefore the required dates in the
schedule appear as ‘requirements’. If a candidate has been assigned, the required days would appear
as ‘booked’. Visible in the schedule are the timesheets due dates indicated with a blue circle and today’s
date highlighted with a red circle.

To view one day in the schedule in more detail, simply double click. The following screen is displayed:

gSchedule Day Details

‘e Schedule Day Details

This screen displays the

Dale:|y\/|t,,.,dmI 22032010 Slalt:‘na o0 date, StatUS, Start and
Stalus [Fooked End:[17:50 end time plus the units
o Untg and the rate line.

Nates : Standard 5 ordard o

ot o7y | om Additional notes can be

o732 | o \added where required

OT4:JoT4 | om0

0T8:|nT8 | oo

0T6:|oTe | oo

OT7:JoT7? | om0

OT8:|nTe | oo

073:jo13 | 0o

Drese | & 0K

This screen displays the date, status, start and end time plus the units and the rate line. The same
action can be performed for multiple days in the schedule for example where changes need to be made
for multiple days. Highlight the days to undergo the alteration and whilst still holding down the ‘Shift’ key
‘double-click’ the mouse. The following screen is displayed:

ﬂs::hedule Day Details

‘e Schedule Mulliple Day Details

This screen displays all
of the highlighted dates.

© 120420 End: [17:00 Any changes made here
& 130472010 ) .
& 141042010 Stanod ";atm: - ’% will apply to all of the
-] Landars .
T oo ot jom | 0w dates listed on the left
0T2:|oT2 | ooo
OT3:|oT3 | ooo
glé |oT4 | ooo
. |oTs | 0o
Hotes OTE:|oTE | ooo
OT7:|ot7 | ooo
OT&:|oTe | ooo
0T3:|aT9 | ooo

Qose | & 0K
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Where a candidate has been assigned to the temp contract they can be ‘checked in’ or marked as
‘absent’ in this screen. First, select ‘Edit’ at the bottom of the window to take the screen out of read only
format. Right click on the desired date and select the required option from the dropdown menu. The date
in the schedule will change colour accordingly. Again, this action can be performed for multiple dates by
first highlighting continuous days in the schedule. Select the first date then holding down the shift key,
select the final date. Finally, still holding down the shift key, right click and assign as ‘checked in’.

Caniract Details I Rates and Shift ) Schedule

Right click on a date to active
this window. Candidates can

09:00 > 17-00

«| ¢ ‘ Jan 2010-Dec 2010 ) >>| Tuesday 18/05/2010

STMI T[] T]F 5[5 [M]T[W[T]F[S[S[M[T[WT[F[S]S[M[T[w[T][F[S]S[M[T[w][T][F[5[s Ml be Checked INn Or mal’ked as

Jan 2010

Feb 2010 T absent

Mar 2010

Bpr 2010

Jun 2010

Jul2010

fug 2010

Sep 2010

Oet 2010

Hov 2010

Des 2010 7]
Stat Date End Dals [T] Bank Holiday@™> Today's Dale .
[2032010 =] [emsoio -] _[FlUpdae G] Requiement 8 Pendina Timesheet As actions are performed
Tmeshet Fromiens PoiodEnd [ Gooked Terminated Tmeshest L .

ey et Rt within Eclipse, the schedule
[wreckis =] [Sunday ] Clupdae | 5] Checked In Authorised Timeshest il d fl h
S0Das) WTnetests  Eungnat] e Poced O Inoked Tineshes will update to reflect them
Tatal: £179360  all potential markup | nvoiced Authorised Absence
Frecicted | £179350  al avalable markup [ Hoiday E Unauthorised Absance
Botual| gy filed markup T liness

Lost:| 000 lost markup

\éastUpdale [rrsrano 7 L Delete ‘ G@Cancel ‘ H Save ‘

iy |

As actions are performed within Eclipse, the schedule will be updated to reflect them. For example, as
timesheets are processed, authorised and invoiced, the required days and the circles indicating
timesheets will change colour. Pay particular attention to the ‘key on the right for more information.
Additionally, there is a mark-up calculator on the bottom left of the window indicating total, predicted,
actual and lost mark-up. The figures are calculated as follows:

e Total:
Total contract mark-up on un-assigned, pending, processed, authorised and invoiced
timesheets + lost mark-up (if any)

e Predicted:
Total value of all mark-up on pending, processed, authorised and invoiced timesheets

e Actual
Total value of all mark-up on processed, authorised and invoiced timesheets.

e Lost:
This field is populated only when a contract is terminated and is the total value of the mark-up
for all unassigned and pending timesheets which are set to ‘terminated’. The mark-up of these
timesheets is set to zero as part of the termination process.
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10.4 Assigning Candidates to Unfilled Temp Contracts:

As discussed previously, the new contract wizard allows the creation of a new booking without assigning
a candidate. If a contract is ‘unassigned’ the temp contract record will indicate this both in the main
interface and in the contract details tab as pictured below. The ‘candidate’ field is populated with
‘unassigned’ with the address field remaining blank.

oftwa

Contract Details L Riates and Shift Il Schedule

RefNo:[coNTizas Date Registered  [13/06/2012 141412 | ‘ PR
Cien: Foeseimas———— Corddee [Tmsired) - The ‘Contract Details’ tab
adbess [Fotbed Tower ke of the “Temp Contract’

Portland Stieet

Menchestr will indicate if a candidate

Foscode: 1 2P Pascose is assigned to the
VacanopRefNo [aCtions St [Unassigned .
o o e booking
Programmer (IT) ace.f1on tavel [jon other [1op

Clent Contact:[yictoria Aopes. ¥ Inchade in Batch Inveicing
Client Tel No. : {0244 520 2212 e e Invoioe Address
Tvpe - [Consolidated Invoicing Number :

Client Mab Ne. - 07785 45 798 F A0 |victeria Ropee I
Client Email |yictoria2@recnitment-software. co.uk Email wctmaz@imu,mm software. o uk

Lecation /Dept:[j InvaioeAddiess 304 Ducie Howse
|

Location Tel No 37 Ducie Street

PO Number | Manchester To assign a candidate
Motes ‘ . . ,
Fescode 1 2w select ‘Assign Candidate

¥ Inveice Detals Authorised
[Victoria Fioyce

Mominal Code
oo | UseVAT Fiendy Scheme Consultant
¥ Requirement I~ Lock

AW Status i[No Clock, #| Division : [Manchester

Pred Qual Date :| & Reason /8
T SMS Sent

Mainlist N jati -
EIEEYFIES e;\ q,a’i'"ujj'g ‘“;‘ @Mnduymew‘ 5 Unassign Candidate geAss@ncanmdata‘ FEdt ‘ @E\usa|

To assign a candidate to the booking, simply select ‘Assign Candidate’ from the toolbar at the foot of the
window. The following window will appear:

]
8 Assign Candidate The candidates listed are

those currently in the

22
G — No.of Days o Assian:[5 . .
. candidate tab of the main
Eclips= S oftware Display List of Candidates From .
9o T8 oy ) T —— interface
A [ RefNo__ | Sumame | Forsname [ Discipine [ TelNo [ Status [ Doystw. | ETQud. | AWR Status |
O  CAN1183 Ban Alesander  Scftware Seles (1) 07BB3256778 Blackpool 5 ek 1
O  CAN0BH Bealie Jskn Progiame Hana... 0191913393 Dundee 5 Wesk 1
O  CANADFND Hewson  Nei Engineeting Mana.. 014422543, Hemel Hem 5 ek 1
O  canizees Hevey Stuat Tester[IT) East London 5 ek
O  CANADSE Hinds epne Progsrmer (T)  019258363..  Manchesler 5 ek 1
OG5  CAN-14083 Hopper Anthony Progsmmer (T) 073035841, Manchesler 0 S072  WeekB
O  CANIZIB Kalrlay  Healer Progammer (T)  01623B846...  Notingham 5 ek 1
O  CAN1Z30 Leather amy Progianmer (1) Wartinglon 5 ek 1
O GO0 o Tocs Pl 00047 L 5 Vet To search the database for a
O  CANADISE Reed Simon 0144284105 Hemel Hem. 5 ek 1 . ‘ ,
O&  CANADISS Shaw Julen TechSuppot (1) 012358322, Dsford 5 Week 1 Candldate, select ‘Search
11 Candidalels - I
Transfer to Main List Check Availabiity and AWR | 4 Search | @ Ciose ‘ @ oK ‘

Note:

The ‘Days Avail’ column shows the number of days of the contract that each candidate is available to
work.

ET Qual:

This is the estimated date that the Candidate would be eligible for Equal Treatment based on the most
recent clock for that Candidate & Legal Hirer and only on the assumption that Equal Treatment status
would be achieved within the duration of this Contract.

AWR Status:

This field is an estimation based on the most recent existing clock for that Candidate & Legal Hirer and
assumes that all ‘Pending’ timesheets already related to that Clock will be submitted as worked. This
value shows the AWR Qualifying Week that would be applicable to the Candidate on the first day of the
Contract. These fields don’t apply to ‘AWR - N/A’ candidates and this will be reflected in the ‘AWR
Status’. Candidates are shown in red if they are going to reach Equal Treatment status during the
duration of that Contract.

When selecting a Candidate, if the Candidate has the Contractor Status ‘AWR N/A — Derogated
Contract’ then a warning is displayed so the candidate’s status can be checked e.g. confirm that the
Candidate is still within a Derogated Contract.
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The window above is similar to step 3 of 3 in the ‘New Contract Wizard’. The ‘temp contract reference
number’, ‘client’, ‘job title’ and ‘number of days to assign appear at the top’. Similarly to the wizard the
initial list of candidates that appear are those currently in the main interface of Eclipse.

As with the contract wizard select ‘Display List of Candidate From:’ to list candidates from various
sources including the main list, candidates previously worked at the client, the associated vacancy
shortlist, exact match and general match candidates and finally all the candidates in the database.

Note:

If assigning candidates at this point it is worth ensuring that the desired candidates appear in either the
associated vacancy shortlist or the candidate tab in the main interface. However, the candidate search
screen can be activated simply by clicking ‘Search’ at the foot of the window. The following ‘candidate
search’ screen is activated.

- Candidate Search

General 1 Addtional T Addtional 2 1 Industies/Disciplines/Skill
Sumeme [ CountUnted Kingdorn =
Foerme:[ Fiegion: [ =
Koot s ———————————— oo <=l The results of a candidate
Relocation dveas:[— 1 H
Reto[ e search will appear in the
o © o Include . .
Dae gt e[ o] I candidate tab of the main
elosalion Abioad: [Argraristan = R
O — Alaria E]
e algeia o Include interface
Posteode: [~ American Gamoa &7 Anpwhere
Postoode Radus:[ & man[5 mies Employment Sougrt: [ <
Tl [ FulPen e [Eper =
R Salap:[ orbelw Change
v e Hourly Rate orbelow  Change /
NotePersd:|
Status 1 active -
AvalableBeteen: [ & & Active Contactar: [ -
shi Type: | Complisnce Consubanks[ <
ool ] T
Diviion: |4 =l
Department:|_ .- = og|
@ Ciose &Coniact I~ SeschtheMainlit [ 5222 /0MOPEN [k | O seach

The results of any search will automatically appear in the main interface in the candidate tab. Therefore,
when returning to the ‘Assign Candidate’ screen, refresh the list by choosing ‘Main List’ from the ‘Display
List of Candidates from’ drop down menu.

Select the required candidate(s) by clicking the corresponding boxes on the left of the window. Again, if
the candidate(s) do not have the ‘right to work’ check, Eclipse will provide a warning as detailed below.

“% Assign Candidate

"0 Assign Candidate

[ e e — Noof Days o dssign [
Clent: [Ecpse Softwar Display List of Candidates Fam

Job Title : [Fragrammer (T ’h‘
Sumame > G AWR Status

O&  CAN1933 Bain -
& CaNI0631 Beattie \j,) The candidate 'Heather Kalantary' does not have the Right to Wark! check.

68 CANAO7DD Hanison
O can12224 Harvey

Eclipse Recruitment Manager

Where a candidate is
selected and they do not

Are you sure you wish to assign this candidate?

& CANA0S03 Hinds 1o o - T .
06 CANT4063 Hopper T2 Weekb
Bl CANAZE Kalantay —wearer T - Wesk 1 have the nght to work
I8 CAN-I2330 Leather Ay Programmes 1T) Wartington 5 - ek 1 i 1 i
O&  CceN1mas Logan Teresa Programmer (IT) 01843 4621.. Leeds 5 week 1 CheCk’ EC|IpS€ WI” dlsplay a
& CANIOSE Reed Siman 0144264105 Hemel Hem. 5 ek 1 i
as CAM-10155  Shaw Julian Tech Suppart (IT] 01235 8322, Owford & ek 1 Warnlng
11 Candidatels) M
Transfer o Main List Check Avalebity ard WA | Search | @Ches | @ ok |

To assign the candidate to the booking, select ‘Ok’. Eclipse will return to the “Temp Contract' record
where the details of the candidate will be available.
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Batch Assigning candidates to multiple contracts.

' Meain Interface - Training - Temp Contract

Qﬂhenl I B condidate I &P Vacancy I @\Memew I KZI,...,, Contract I XD Timeshest

U’:’] Shaw A [ RefNo [ StatEnd Dates | Client Name [ Candidate [ Jab Title [ Das| Reg|

Detais | [ CoN-13636 0B/08/2016 - 08/08/2016 4BC Conpany T Batch Assign Condidate

O con1er 03/08/2016 - 09/08/2015 4BC Conpany

Do seach || conims 10/08/2016 - 10/08/ 2016 ABC Company . . -
|9 o 11708/2016 - 11082016 ABC Company ) Batch Assign Candidate
&gty || conima 1200872016 - 120080216 “ABC Company . . .
- — —_— b . Pressing the ‘Batch Assign
E%g = evew unassigned Conractcutenty in the main st . Al .
o o | Candidate’ icon will allow

ontiacts
B . .
ol TVER | you to assign a candidate

v/ fick Conray H H
M to multiple unassigned

requirements present in the
contract main window

Select the candidate you
wish to assign to multiple
unassigned
requirements by placing

a tick in this field and
pressing ‘OK’ ot

Fequiemer|

QAseach | @ooe | @ d

%% 6/« a| vl = 2o

|
5 Contiacts) -5 Dayls] 45000 Makup

The batch assign feature allows you to assign a candidate to multiple unassigned contracts present in
the main window of the contract section. Depending on how you have set the permissions regarding
‘Right to Work’ Eclipse will either provide you with a warning asking you ‘Are you sure you wish to
assign the candidate?’ or ‘You cannot book this candidate onto this contract. On both occasions it will
ask you if you ‘Would like to view the candidates right to work checklist?’

Note: If the payment method of the candidate doesn’'t match the payment method of the contract then
you will not be able to assign the candidate to the multiple requirements.

10.5 Creating Contract Confirmations Using the Mail Merge Feature:

Once a candidate has been assigned to a temp contract in Eclipse it is possible to use the ‘Output’
feature to create contract confirmations for both the client and the candidate. Firstly, ensure that the
confirmation templates are configured in the Maintenance Menu. For more information on creating
document templates, please refer to the ‘Document Administration’ user guide.

In the example below, the document templates have been configured for both the client and candidate
contract confirmations. Select the ‘Output Letter, Email, SMS’ button on the bottom left hand side:

¥ Temp Contract Details - Programmer at Eclipse Software (Anthony Hopper)
1 Conliact Details 1 Rates and Shit I Schedle

Ref No: [CON-11705 Date Fiegistered : [02/02/2010 10:03:40

Client:[E cipse Software Candidate: [1pthony Hopper

Address: [Potland Tower Address:[123 Holt Rnad
Portland Street Manchester
Manchester

Posteods |1 3LF Postoode :|M12 264

‘
Vacancy Ref No <[yAC10868 o S‘T‘HS Completed Select the OUtpUt Letter, E-
e — aigeclient 100 % of enpenses cost . i y .
o “: I‘Et Fiogiammer accfion  bevel [iog other [ ma”, SMS’ button’ to dISplay
ert Contact yictoia Foyce ¥ Include in Batch Invaicing f i
Cint Tl o541 0 o072 oo o Ivceukdess a list of pre configured
Clent Mo Ho | mae o oot (e e Per st Number
Client Email: |yictoria2 @recriment-software. co.uk Eamegt on Nolen document templates
Localion / Dept: [y Invoice Address 25 Main Steet

Location Tel No.
PO Murber: | sg7e5

Manchester

Notes

rwoice Details Authorised

Srsultant - fvictaria Parker

Nominal Code

e [~ Use VAT Friendy S chey
I”_Reguiement
AWR Stalus /2 * Division: [Manchester
Pred Oual Date; r Reason |5, I Teminated

[ SMS Sent v PO No. Required 23

Mainlist Navigati —
CAEYENTIEY g| @W;\ QﬂMnd\fy/New‘ ;.Unass\gnEand\daIE‘ Za pssign Eand\data‘ [ZEdi ‘ Omnsa|
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A list of pre-configured document templates is displayed. In the example below there are separate
contract confirmation documents both candidates and clients.

# Output Letter/Email/SMS

Eé;. QOutput Letter/Email/SMS

Please select the document template you require o output

A | Reftio [ Hame [ Description

Choose the desired template
from the list. In this example

E DOC-10090 Booking Confirmation - Candidate .

# paciois Basking Confimation - Cient - temp|ates for both client and
¥ opocaons Client Booking form to be sert to a client ko confirm a booking i

i pocaoa Confimation of Contract - can d i d ate contract

Iﬂ DOC10109 Order Confimation order confimation . .

¥ pocimm Ral Cortract Corfimation tobe sent to a contractar who is kd company registered confirming... co nf| rmations h ave bee n

%] poc-1o0ss Surgery Boaking Corfirmation Form Use when & Locum is being placed in a sLrgery whete there ate 5

configured in the
Maintenance menu

[Honel
Please select from the list below the intended recipient for this document.
Nare [ Postion | TelNa | Email [ Mobie

[None Selected)

I™ Create a Task

Dale [ I
or ictoria Royee: A ‘ H H ’
_ ,V‘”—_I :' Select ‘Finish’ to create the
T e contract confirmation

Notes

™ My Division's Contacts
[iNo Contact Requied) [~ My Cantacts Orly I~ Create a Rerminder

@Eame\| @Back | D Hex

| (@ Finish |

Choose the desired template from the list and select ‘Output’. The word document will open after which
the information can be merged into a completed contract, saved and then either e-mailed or sent by post
to the client and the candidate.

10.6 Attaching Signed Contracts to Temp Contract Records:

To attach a signed copy of a contract to a temp contract record in Eclipse, first select the blue paperclip
icon from the foot of the desired temp contract record. This will open the attachments screen. Select
‘Add New’ to open the following window.

Browse the Windows file manager for the document to attach and provide a brief description of the
document. Please note that this is a mandatory field and the document cannot be saved unless this field
is completed.

Finally, place a tick in the box: ‘This attachment is the signed copy of the contract’ as indicated below.
The facility to search for signed contracts is available in both the contract and timesheets search forms.

. Attached Document Details

Attached Document Details B Browse for Windows file
manager for the document
Tyre :[Conact and attach.

RefNa. :|con-11705
Time Stamp : [13/06/2012 14:54:58

Cateqgory : I Mone

Provide a description and

File to Attach: | select the box: ‘This
Save File s | attachment is the signed copy
Descrpton'| of the contract .

[ This attachment iz the Signed Copy of the Contract

R Original Fil
& 10pen Documentl r wﬁ::;?taéﬁ:; ile 3 Cloze | K save |
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10.7 Agreeing Client Invoice Rates:

Before Eclipse allows timesheets to be processed, Eclipse must recognise that the rates have been
agreed with both the client and the candidate. Ensure to indicate this by placing a tick in the ‘Rates
Agreed with Client’ and ‘Rates Agreed with Candidate’ boxes in the associated temp/contract record as
indicated below.

Cantract Details Rates and Shift Schedule

Description : [Programmer Motes: ﬂ

Exp
Hotes

Rate Knawn [ < =
wark To

Hergin O | = F

Name: Pay  WTD  EmpNl Chaige Margin% Matkup lnwoice HP

Standard : [Standad 1500 e[ 215 1ese| 1075[  204[ 20 Mo~
0T1:joT1 ooo| ooo| ooof ooo| 000l ooo| ooo I’:IJ
0T2:jo12 ooo| ooo| ooo| ooof ooo| ooo| aoo I
0T3:]oT3 oon| ooo| ooof ooo| ooo| ooo| oo Il

Day Rate Start End Paid Urits

@[ 7z07 %
@] 1280 %

Before processing
timesheets, ensure to
indicate that the rates
have been agreed with
both the client and
candidate by ticking

these boxes.

b e

Est Cand Exp./Client Pay 0.00 100.00 % 0.00

Fayment Method | paye

I OIS Scheme [0.00 3

I Include Haliday Pay with Candig

¥ Rates Agreed with Client

¥ Rates Agieed with Candidate

I AWR Equal Treatment Equivalent Rates

Cantiactor Status  |w/F Anplicable

Category: [None

Mairlizt N: jati -
AT RS Q| Ty ‘“:M QﬂMud\lnyEw‘ 3 Unassign Canddate] £ Assian Eandldale| [ZEdt ‘ @E\Dse‘

Once these boxes have been checked, it is now possible to process, authorise and invoice an
associated timesheet.

Note:

Timesheets can only be processed on or after the final day that the timesheet relates to. However,
where the user permission ‘Allow Early Processing of Timesheets’ is granted the timesheet can be
processed on any day that the timesheet relates to.

10.8 Modifying Temp Contracts:

It is possible to make several quick and easy modifications to an existing temp contract, or create a new
temp contract based on an existing booking, in two simple steps. This section explains the process
behind these modifications. Firstly, open the temp contract to be amended and select the ‘Modify / New’
button from the toolbar at the foot of the window:

oftware (Anthony Hoppe

Rites and Shif 1

Contract Details

Fief Mo [CaN-11745 Date Registered :[12/06/2012 10:06:13
Client:[E cipse Soltware Condidate :[anihony Hopper

Address < [Portland Tower Address 123 Helt Road
Portland Street Manchester
Manchester

Open the existing temp
contract to be modified

Postoode : |1 2LF Postende | [M12 2Ew

Vacancy Rel No. [z Vasancs] St ocive
Charge dient:[1g0 % of enpenses cost

dobTile: Frogammer accign Wavel [jog  other [fog

Client Cortact : [\ictoria Patker

hent Tel No.:| 044 g20 2212 Type :[Eonsoldated Inveicing

Client Mob No. - | 07733 45 738 FAD. Jvictoria Parker [
Client Email: | ictoria2@recrutment-softviare co.uk Ermail: [yictoria2tErecritment-soltware.co.uk

¥ Include in Batch nvaicing
Inveice Addiess

Location / Dept: [HR Invoice Address :|304 Ducie House
|

Location Tel Mo
PO Humber ;|

Hotes Postcade

|37 Ducie Street
Manchester

M1 20

Select ‘Modify / New’
from the toolbar

[ Invoice Details Authorised

Honina(Fos Consultant  yictoria Ropee

Fooiaaae | UseVAT Fendy Scheme
Sesaaaiany ™ Requirement I Lock
AW Staus:[weekn @]  Diisin

Predl Qual. Daate:| 31/07/202 r Reason I Teminaled

[ SMS Sent v PO Mo Required

Mainist Navigation

EEIEN"IRS Q‘ o sos ‘\VﬂMad\MNew‘ i Unassian Candidate £¢Asswgntand\dale‘ [AEdt | @:lose|
Output Letter/Email/SMS

The following ‘Modify / New Contract window will appear displaying the 5 modification options. Step one
asks the use to select the type of modification required:
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E Modify/New Contract

!{. Step 1 of 2 - Modify/New Contract

Select the desired
contact modification
from the list

@@ Conbiact E stersiort
Creates a new extension contract using the
client.vacancy and if required the candidate

" Change Candidate/Shifts/Paprates

Creates a new contract from a specified date
allowing amendment of candidate/shifts/paprates

" Absent Days

Take any absent days and create new
contract

Select ‘next’ to specify
the specifics of the
modification

™ Requirement Days

Take any requirement days and create
new contract

" Duplicate

Create an exact copy of this contract and add
rore candidates

& Cancel | ) Nest ‘ ‘

1) Contract Extension:

Creates a new extension contract using the client, vacancy and if required the candidate

2) Change Candidates / Shifts / Pay Rates:
Creates a new contract from a specified date allowing amendment of candidate/shifts/pay rates

3) Absent Days:
Take any absent dates and create new contract

4)  Reqguirement Days:
Take any requirement days and create new contract

5) Duplicate:
Create an exact copy of this contract and add more candidates

Select the desired modification from the list and click ‘Next’. Step two of each of modification process is
explained below:

10.8.1 Contract Extension:

Step two of a contract extension is explained here. Firstly select how long or until what date the contract
is to be extended to using the drop down menus or the calendars below. Assign the existing candidate
to the new contract using the tick box. If a new candidate is required, the box should be left blank in
which case once the contract extension is complete, a candidate can be assigned to the booking as
described earlier. Finally, specify whether the existing shift pattern should be assigned as either
‘booked’ or ‘requirement’ in the new contract schedule. If this box is left blank the shift pattern should be
manually assigned.
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E Modify/New Contract

!" Step 2 of 2 - Contract Exdension
e Select the length or start
and end dates of the
contract extension

Extend this contract for
1 VI IW’EEK[S] -

Meve Contract Start Date  Mew Contract End Date
|o2rozizooe =] fosmzeeone <]

v Assign Existing Candidate to this Contract

[v Assign the Contracts Existing Shifts as Booked/Fequirement

To complete the contract
extension select ‘Finish’

@ Back | SNewt | & Finish |

‘{3 Cancel

To complete the contract modification, select ‘Finish’. The new contract record will appear.

10.8.2 Change Candidates / Shifts / Pay Rates:

It is possible to change the candidate, shift or pay rate of a temp contract booking by selecting the
‘change candidates / shifts / pay rates’ option. The following screen will appear:

B Modify/New Contract

e ——— Select the ‘split’ date or
! Step 2 of 2 - Split Coniract start and end dates of the
- new contract

Split this Contract on the Fallowing D ate
25/01/2008 b I

Meve Contract Start Date

|es/mizoos x|

[ Assign Existing Candidate to this Contract

Mew Contract End Date
|osozreoos x|

To complete the
modification select
‘Finish’

v Assign the Contracts Existing Scheduled Days as Requirsment/Booked

& Back | e N et

‘{gEE”CEI | [&Finish |

The screen is almost identical to the ‘contract extension’ feature. Specify the date from which the
contract is to be split and the start and end dates of the new contract. Select the remaining options as
required. To complete the contract modification, select ‘Finish’. The new contract record will appear. The
old contract will be ended on the last booked day prior to the ‘split’ date.

Note:
When splitting a contract Eclipse will take the original number of days on the contract and reapportion
the estimated expenses accordingly using the number of days of the new contracts

10.8.3 Absent Days:

This modification identifies absent days in an existing contract and creates a new contract for that
period. Specify the new contract start and end dates a required. The new requirement days will default
to those specified in the original contract
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B Modify/New Contract

!) Step 2 of 2 - Absent Days

Select the ‘split’ date or
start and end dates of the
new contract

Please specify the new contracts start and end dates

Mevs Contract Start Date  Mew Contract End Date
ozoteooe x| forvozezone ]

To complete the
modification select
‘Finish’

@ Back | SNewt | [@Finish |

[ FTancel

To complete the contract modification, select ‘Finish’. The new contract record will appear.
Note:

When splitting a contract Eclipse will take the original number of days on the contract and reapportion
the estimated expenses accordingly using the number of days of the new contracts

10.8.4 Requirement Days:

The fourth modification takes any requirement days from an existing temp contact and creates a new
booking. For example, if an existing contract was extended but the candidate has since been booked
elsewhere, leaving requirement days. Specify the new start and end dates as required.

E Modify/New Contract

Specify the start and end

!" Step 2 of 2 - Requirement Days
dates of the new contract

Please specify the new contracts start and end dates

MNew Cantract End Date
|ovozrzons x|

New Contract Start D ate:

|ozonszos x|

To complete the
modification select
‘Finish’

@Back | & Nt | [ Finish

e |

To complete the contract modification, select ‘Finish’. The new contract record will appear.
Note:

When splitting a contract Eclipse will take the original number of days on the contract and reapportion
the estimated expenses accordingly using the number of days of the new contracts

10.8.5 Duplicate:

Finally, it is possible to quickly create an exact duplicate contract. This is useful if a client requests
additional staff for an existing booking. Simply specify the number of duplicate contracts required.
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B Modify/New Contract

E Step 2 of 2 - Duplicate Contract

Specify the number of
duplicate contracts
required

Please specify the number of duplicate contracts required

Nao. of Contracts
1

To complete the
modification select
‘Finish’

| SNewt | @ Finish

To complete the contract modification, select ‘Finish’. The ‘Assign Candidate(s) screen will
automatically appear as pictured below.

As with any other temp contract, either complete the booking without assigning a candidate at this time,
or select a candidate for the contract. Click ‘Finish’ to complete the action:

2 New Contract Wizard

E Step 3 of 3 - Assign Candidate(s)
If required, select the
desired candidate for
the temp contract

Number of Requiements: [1

" Do not assign candidates at this time (click finish to proceed) Dispiap List of Candidates From

& hssign the following candidate(s) to this requirement [Main List =l

CV_ [ FefNo | Suname | Forename | Discipine___ | TelNo | Localion | ET Qual | AWR Status |
&8 CaN1335 Bain lesander Seltvare Sale. 07359255, Blackpool 31/07/2012Z  ‘week 1
OO CANDEN  Beatlie Jotn Progiamme M., 0191919999 Dundee  J1/07/2012  Wesk 1
C65 CANADTO0 Hanson  Neil Ercinesing . 01442254 Memel.. 31/07/2012  ‘week1
CI&8 CaN42224 Hanvey Stuart Tester (7] Eastlo. 31A07/2012  ‘week
CO65 CAN-DS03 Hinds Wayne Programmer (1] 0132583, Manche.. 31/07/2012  ‘wesk 1
CJ&8 CAN-4083 Hopper  Anthony Frogrammer [T) 07809564, Manche.. 31/07/2012  ‘wesk 1
068 CeNAZI3E Kelantay  Heather Programmer (IT) 01623684, Notting..  31/07/2012  Wesk 1
&8 CoNAZ30 Leather  dAmy Frogiamme [IT) Waring. F1AOPZIZ wesk 1
OO CANADTES Logan Teresa Progiammer (1] 01943462, Leeds  J1/0/201Z Wesk1
&8 CaNADISE Reed Simon D1442641 Hemel.. 31072012 ‘weski
O CaNnSs Shan Juiian TechSuppott., 235632, Odad  J107/2012  Wesk1 To Complete the

modification select
‘Finish’

11 Candidatels)

r If the candidate is not available for entire contract then assign the candidate to the 4 Search

available days and create an additional 1equitement for the remairing unilld days

EhenkAWHl qa:ancell ()Back | =5 LI

| @ Finish |

The new contract will now appear.
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11 Contract Alerts:

The contract alert feature is a permission based tool that alerts users to certain types of temp contracts
in Eclipse that may require attention. Permission can be granted to view the contract alerts based on
user only records, user division only records or all relevant records in the database. Please refer to the
User Administration section of this guide for more information on user permissions. The contract alert
window will appear automatically upon log in as shown below:

| Ectipse Rncruitmen ianager V4.0

The contract alert feature is
permission based and will
appear at log in for those
with permission to view it.

Alternatively, select ‘View
Contract Alerts’ in the Tools
menu to display the same

screen
The contract alerts feature displays four pieces of information:

Contract Alerts

!“ Contract Alerts Eclipse displays lots of
IS —————————————— warnings that require
D\sp\ay\-rvg all contracts - att enti on.

Expired Contracts Right to Work

Unfilled Finished Contracts [T [@view Due ko Expire = /

Unfilied Live Contracts o [3) View AWR

Action Required Clock Assignment 1 View

Rates Mot Agreed a [ View Contractor Status Changed o [ View in the main interface se|ect
CRNM —— [0 B view SepreirEqua Treatment [ 5 @vien View’
redicte
Equal Treatment Qualified 0 View /

To display these contracts

(Predicted)

[V Include Equal Treatment Equivalent Rates
¥ Inchude Contracts without a Predicted Qualification Date:
I only display the most recent Contract for each AWR. clock

3 Update thiz Form

Expired Contracts - Unfilled Finished Contracts:
These are unfilled temp contracts in Eclipse where the last scheduled day has now passed

Expired Contracts - Unfilled Live Contracts:
These are unfilled temp contracts in Eclipse where there are still unfilled scheduled days that have the
potential to be filled

Action Required - Rates NOT Agreed:
These are contracts in the database where the client rates have not been agreed and have timesheets
ready to be processed

Action Required — Rejected Timesheets:
These are timesheets that have been rejected within Eclipse and require attention. The rejected flag is
also searchable on the timesheet search screen.
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Selecting ‘View’ to the right of any of these fields will display the list of records in the main temp contract
interface. This feature can be used in conjunction with the batch update contracts button found at the
foot of the main temp contract interface whereby unfilled finished contracts that are now lost
opportunities can be terminated and any related timesheets set to the same status. Using both of these
tools will ensure that the data in Eclipse is as accurate as possible and it not cluttered with irrelevant
temp contracts that are no longer useful.

Right to Work — Due to Expire:

This field indicates the number of documents that are due to expire. This information is based on the
default document settings configured within the ‘Right to Work section of the Maintenance Menu and the
information entered into the individual candidate’s records. Selecting ‘View’ opens the following window:

£ / Candidate Right to Work Expiry

This screen displays lots of\
}L [Refmo__ | surname | Forename | Discipling [ el o [ Right to Work Desc, | Expiry Date | Days | Approved N .

& cavt.. copper Lucy Project Manager | +4410) 7., Passport Z2j0sfa01z a useful |nformat|on SUCh as the
candidate’s name, the name of
the document that is due to
expire, the expiry date and how
many days away from the expiry

date the document is. /

Fhe list can also be transferred
e L ‘ to the main candidate window
2 T —— for ease of management

@ Close 2, Search —I—\

This screen displays lots of useful information such as the candidate’s name, the name of the document
that is due to expire, the expiry date and how many days away from the expiry date the document is.
The list can also be transferred to the main candidate window for ease of management.

Clock Assignment:
Clicking on the ‘View’ button will show the AWR Clock Assignment screen.

& AWR Clock Assignment ==

,’0 AWR Clock Assignment

Candidates Legal Hirer Contracts
A_[ Sumame Forename Location A Legal Hrer [ Location [ status [ [ Teranch [ StartDate | EndDate

Eclipse will scan \

[ [bbott  [John  [Reaonc IR Wiarrington  Confirmed through the list of

08 abbott Nicola Crewe @l ‘ ]

© e Ve _— Clock-less’ contracts
Griffiths Gary Stockton-on-. \ and present a |iSt Of

candidates that have
Temp Contracts in

Eclipse which are not

assigned to a Clock.

/

4 Candidate(s)
Legal Hirer : [go ~| b save Create AWR Clock
Client :|

S8 View Candidate| &3 View Clirt | 57 iew Dorract | g Update this Fom | @ Close |

Eclipse will scan through the list of ‘Clock-less’ contracts and present a list of candidates that have
Temp Contracts in Eclipse which are not assigned to a Clock. The reasons for this could be as follows:

e The Client for the Contract has no Legal Hirer value set and the Contract was created by a user that
did not have permission to set this.

e There is an existing Clock already active for this Candidate / Legal Hirer which may or may not be for

a similar employment type so requires a manual decision on whether to create a new clock or add to
the existing one.
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Clicking on the Candidate’s name will present a list of Legal Hirers / Proposed Legal Hirers in the
second list. If the Status within the Legal Hirer list is set to Unconfirmed, it is possible to select the
Client and set the Legal Hirer at the foot of the list.

Once the client’s status is changed from ‘Unconfirmed’ to one of the confirmed statuses, Eclipse will
again re-scan and automatically create any Clocks that it can.

If there are any left in the list, clicking on the legal hirer in the middle list will present a list of applicable
Temp Contracts that are not assigned to a Clock. Choose one of the contracts in the list and click the
‘Create AWR Clock’ button. The ‘Clock Assignment’ screen will be presented. The process from here is
identical to that explained earlier.

E:) Assign Contract to AWR Clock | 3 |

"'0 Assign Contract to AWR Clock

The candidate will need to be assigned to an AWR dodk for this contract. Please select below to create a
new AWR clock or assign to an existing one.

Legal Hirer Branch

&+ bl i
|ABC Telecoms (WA7 IGL) 2| [ABCTelecoms (wa7 16L) Kl Either create a
Candidate Contract new AWR
|7ohn Abbott (RG3 5PE) ﬂ |[Programmer ﬂ

clock or assign
to an existing
AWR clock

{+ Create a New AWR Clock
|ABC Telecoms

™ Assign to an Existing AVWR. Clock

& | Legal Entity | Name | startDate | Predicted End | Status |
(¥} ABC Telecoms (WATIGL) ABC Telecoms 01/10/2010 Week 4

L8 \iew Eandidate| i@ Cancel | H Save |

Contractor Status Changed:

This is a warning list of any Temp Contracts where the Candidate’s Contractor Status e.g. ‘AWR N/A —
Derogated Contract’ does not match that of a Contract that is live and Active. This will typically occur if
the Status of a Candidate has changed after the creation of the Contract.

Approaching Equal Treatment (Predicted):

This is a list of all Contracts that are approaching the Equal Treatment 12 week qualifying period based
on the current date. The default warning period is 7 weeks or above. This is based on the ‘Predicted
AWR Status’ rather than the actual which also includes Pending Timesheets rather than just Processed
Timesheets.

Equal Treatment Qualified (Predicted)

This is a list of all Active Contracts that have now exceeded the 12 week qualification period for Equal
Treatment and should now be considered as such. Please note that this is also based on Pending
Timesheets rather than the ‘Actual figure’ based on Pending Timesheets. It does also include Contracts
where the pay rates that the Contract is based on are already deemed to be ‘Equal Treatment
Equivalent’.

Include Equal Treatment Equivalent Rates [Tick Box]:
This tick box will include contracts in the alert numbers where rates have been confirmed as ‘AWR
Equal Treatment Equivalent Rates’

Include Contracts Without a Predicted Qualification Date [Tick Box]:
This tick box provides the capability of only displaying contracts that actually have a predicted
gualification date present.

Only Display the Most Recent Contract for Each AWR Clock [Tick Box]:

Ticking this box will only show the most recent AWR contract for each clock. For example where the
candidate has multiple temp contracts for the same legal hirer, ticking this box will display only the most
recent temp contract. This feature can also be accessed via a button at the bottom of the temp contract
main interface.
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12 Contract Search:

As with every other section of Eclipse, there is a search facility to search for contracts based on a
variety of criteria. To open the contract search box, first ensure that the Temp / Contract tab is selected
in the main interface. Now, select the ‘Search’ button on the left hand side as indicated below:

& Eclipse Recruitment Manager V4.0

File Edit Mantenance Tools Analyss Recent Window Help

DBV V2R ERE": 40UP|02 D

Cut Copy Paste | Clent Cand Va It Con Tm Inv | Diary Add View | Act CVAct log | Hep Feed About

B Main Interface - RSS Ltd - Temp Contract

Q Client &Eandidale @Vacancy c@\\ Interviem
] Shom
L Detais

_ J
v
g Temp Contract O Timesheet L,"%\ rwoice

| Fef o | stat/End Dates | Clert Mame | Candidate | Jeb Tide
CON-10022 BA0B/2008 - 30/11/2005 Recnitment Software Solutions

‘ Days‘ HeqlSlatus | [u]
Cunringham, Andy Floor Cleaner 13 5 Active [Requirement]

@

B3 BY BY B By B>

I )

CON-10123 1605/2005 - 24/10/2005 Recnitrment 5 oftware Solutions e, Kenneth Floar Cleaner il 6 Active [Requirement)
% Search CONAMA? 00141272008 - 30/04/ 2008 Ielisaft UK Ltd Fiapkon Freemantle, Tammy — (Mew Contract] a0 4 Active [Requirement)
- A CON10235 2340172006 - 30062008 Ielisaft UK Ltd Anderton, Raymand P4 to National Sales Manager 115 a0 Active [Requiement)
C CON-10264 150272006 - 31./03/2008 Julie Inc: Kely, David Diiver n 9 Active [Requirement)

I )

CON-10316 134272008 - 30104/ 2008 M & C Contractors [Liverpaol] Ltd Aichibald, James Plasterer 1 5 Active [Requirement]

Select the ‘Search’

button on the left

side of the main
interface

Once opened, the contract search box displays a variety of criteria for locating contracts of various types
including client, candidate, vacancy and date ranges. It is also possible to search for contracts on status
and by consultant.

E Contract Search

fram to
el Wl 0O E El The contract search
Cliert | Client Cortact : bOX prOVideS a variety
I™ Also include related branches Clent TelMe: | : : H
Consdse [l goconts of criteria on which to
|app-- -
Yacancy = Client Region : A”ny Kl Seal’Ch f0r contracts
Indust [ 2 = C.I\entAlea e jﬂ
O — i
from to |
Start Date y—j [ = Payment Type : [_a- =
et E S o It is also possible to
O et I o E b
n;;v;:l‘.:::“[ian: } z ﬂ LobTile SearCh based on
Z,— B
Notes | contracts belonging to
Tem. Reason ’ﬁ e
Tem, User ,ﬁw S| DR a specific consultant,
and. Suppler Flef | L.
TamDss [ e [ s Caeso: [T = division and
OnyouWebsite [Eiher ] ) department
Client Agreed :[4,, = Fiequitement  [a, hd
Cand. Agieed | oy =] Status : [y -
Signed Conbact: |, =] ot em Bavs |
Datedtached:[ 2| L3 Comsullant - -
Contractor Status : [, = Division | . -
AR Status 2,,; = Depaltment.l_i::“ j
Eqﬁz\i\rj;lr:;: i:; % ™ Exclude Child Contracts 22
D Close - 4 ;i:‘rf;;g'";huﬂe” [YBlark | 3 Search
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13 Contracts by Week:

The 'Contracts by Week' feature allows the manipulation of contracts using a convenient week view
screen. This section is accessed either by selecting ‘Contracts by Week’ from the ‘Tools’ menu or simply
clicking the icon on the left side of the contracts section in the main interface.

The ‘Contracts by

Week’ feature can be

accessed via the
‘Tools’ menu

Alternatively, select
the ‘Contracts by
Week’ icon on from
the ‘Temp Contract’
tab

B s oot

il 1T O] Fgmananti]

The following options are provided:

Contracts By Wesk

B Step 1 of 2 - Conlracts By Week

Pl sl oo o 6 o bt beksard ek st

& View ol my Convacts or this Wask

Select the required
option and click
‘Next’

his Divisians Canlracts for s Week. 1
8 20

ot o i Wk 1

" View ol Cantracts in e Mo List

1. View all my Contracts for this week:

This will display all contracts that pass through the current week where the consultant is the

user.

2. View all the Division’s contracts for this week:

This option displays all contracts that pass through this week based on Division. Choose the

‘Division’ from the drop down menu

3. View all Contracts for this week:

The third option will display ALL contracts that pass through this week regardless of consultant

or division.

4. View all Contracts in the main list:

This option presents the most flexible method where the user can create a list of contracts in
the main list using a search and then order them using the column headers. Therefore the list
displayed in ‘Contracts by Week’ view will be an exact replica of the contracts in the main list.

5. Order by:

This option allows the list of contracts to be ordered by reference number, client, vacancy,
candidate, pay rate, invoice rate, start date or end date. The ‘View all Contracts in the Main
List' option does not use the ‘order by’ setting but retains the order the contracts are displayed

in the main list.

Select the desired option from the list and click ‘Next’. The ‘Contracts by Week’ screen is displayed
containing the required information. For the purpose of this example, the ‘Contracts by Week’ to be

viewed are those currently in the main list.
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This section indicates the To navigate between
week currently being weeks, use the arrow
viewed. keys

Each line represents
EEX| an individual contract
record in Eclipse

EIEX
'!. Step 2 of 2 - Contra\gllly Week
< [2008  -[week 4: za.rouN)a t0 03/02/2008 - ¥ |
e Vrane
ARN e

=
B 2 Ceen dsoloned [—— Erze— 0w 2350}

w2

ErdDate

2070172008 01 /272008

T zer0iizmE 032008

o 3 swn Engnes s Bareqee @ o

Highlight a contract
and select the
corresponding ‘View’
button to open the
record in full

3Corkactsl
/e Conioct | @ Rtes and Shits | Zg Assgn Cancidte| ) Modip/Mew|  ilipdse | (lnsssignal|  gfilindo

Vi G| Vi Caie| < Vi Vacarey | 5 Vi ot | WSS

) remp conacts.. | 5 e

In effect, each line in this view is a contract record indicating either the booking (blue) or requirement
(green). Scroll through the weeks using the controls provided at the top left hand side of the screen.

To view an actual record relating to a contract in the list, first highlight the record then either select the
'View' buttons to the foot of the form or double click on the vacancy, candidate etc. in the list

Within the ‘Contracts by Week’ view, days can be assigned and unassigned in exactly the same way as
the schedule in a temp contract record. Right click on the specific day to activate the context menu
pictured below. Candidates can also be ‘Checked In’ etc from this screen/ Simply right click to open the
list of option shown below:

= Ecipse Recruitment Manager V4.0
T it Mamimae Toos s Recent virdon neb

¥ Contracts By Week

B' Step 2 of 2 - Contracts By Week

< [2008 [ Week 4: 2810172008 to 0310272008 | 3 | ‘ Right click on a day
el - g s to assign, un-assign,
z mark candidates as

absent etc.

Double clicking on an individual day activates the following window. From here shift start and end times
can be amended along with rates etc. Notes relating to the booking can also be added from here.

Page 90 Last Revised: June 2012



Eclipse Software Ltd Eclipse User Guide
2012 Eclipse for Temps and Contractors

& Schedule Day Details

‘o Schedule Day Details Double click on an

- individual day in the
Date : Monday 28/01/2008 Start: [00:00 schedule to activate
Status : [Bocked End - [00:00 this window

Name
Notes Sta"'dafd'lsmndard

aT1 ot
0T2:|g72
DT3:|DT3
UT4.|[|T4
DT5:|0T5
UTB.|UTE
OT7:|oT7
DT8.|UTg
DTS'lDTg

@ Close | & OK

The second selection of buttons (indicated below) performs the same actions as they do in a contract
details record. For example, ‘Assign Candidate’, ‘Modify / New’ etc. Simply highlight the desired record
and select the action required.

<o " MEE Rb-2r : A date in red )
EER indicates the start or
end date of the
contract falls in the
week being viewed

< [2008  -|week 4: 28/0172008 10 0310272008 -| ¥ |

et Vacancy Canddaie
W1 M Proggammes Inassigred

_/

2000172008 03022008

The user is able to
assign candidates to
bookings etc. from
the ‘Contracts by
Week’ view
_/

3Comsetfs)
5 Hem Contiact | @, R and Skt | Zg Assin Cancidste| 5 Modip/Mev|

Tequenert [ Procesed ]

@tweel | @Bk | 1 ar-n.

@Vewlien | @View Condiote| » ViewVocercy | 3 View Comect | @ RickeshLint

44 Windows e Meszen... | 57 Ot - Comesaton | ) T ContrctBock... | 3 Wk L Hotma.

The two columns on the far right indicate the start date and dates of the contracts in the list. If a date is
displayed in red this signifies either the start or end of the contract falls in the current week being
viewed.

The 'Contracts by Week' screen is a useful tool for quickly assessing contract activity on any given
week.
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14 Batch Update Contracts:

The ‘Batch Update’ feature can be found at the foot of the ‘temp contract’ main interface as indicated
below. This button allows the update of all the contracts in the main list by performing one of four
actions. This feature is particularly useful where large numbers of contracts need to undergo the same
amendment.

10 Cantract(z] - 463 D ayls] - 226 Requirement(s] - £19,4718.08 Markup

Select ‘Batch Update Contracts’

Firstly, ensure that only those contracts requiring the amendment appear in the main temp contract
interface. Secondly, select the ‘batch Update Contracts’ button. The following window appears:

E Batch Contract Update E|

!‘ Step 1 of 2 - Batch Contract Update
Step One:

Select the required option by

checking the associated box

(v Extend the Contracts in the Main List

Extends all the contracks in the main lisk ko &
specified date using the existing shift patterns

" Terminake the Contracts in the Main List

Terminates all the contracks in the main lisk and sets
all booked and requirement days to terminated

™ Complete the Conkracts in the Main List

Complete all the contracts in the main lisk and
removes all booked and requirement days

" Move Candidates

Takes all booked and requirement davs From
existing contracts and creates new requirements

Select the ‘Next’ button to
move on to Step Two

" Update AWR Alert

Set the AWR alert flag on the related AWR clock
for the contracts in the mainlist

& Cancel | | [STE

The four available options are as follows:

1) Extend the Contracts in the Main List:
Extends all the contracts in the main list to a specified date using the existing shift patterns

2) Terminate the Contracts in the Main List:
Terminates all the contracts in the main list and removes all the booked and requirement days

3) Complete the Contracts in the Main List:
Complete all the contracts in the main list and removes all booked and requirement days

4) Move Candidates:
Takes all booked and requirements days from existing contracts and creates new requirements

5) Update AWR Alert:
Allows for the ‘AWR Alert’ to be switched on or off

Select the desired modification from the list and click ‘Next’. Step two of each of modification process is
explained below:
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14.1 Extend:

Extending contracts using the ‘batch update’ feature is very quick and simple. In Step 2, select the date
to extend the contract from and enter a new contract end date. Once the new dates have been
confirmed, select ‘Finish’.

® Batch Contract Update

!: Step 2 of 2 - Extend Contracts Enter the date the
- contract is to be
extended from and the

new finish date

Extend Contracts from

07/07/2008 -

until

07/07/2008 -

To extend the contract
select ‘finish’ at the
bottom of the screen

| [&Finish |

Eclipse will display the following notification box before the extension is complete: The notification says:

“WARNING! This will extend the 1 contract(s) which are currently in the main list.
This process can only be reversed by individually amending each contract processed
Are you sure you wish to proceed?”

Selecting ‘Yes’ at this point will create a new contract for the extension which will be known as ‘the child
contract’. The original contract will be known as ‘the parent contract’.

14.2 Terminate:

The second ‘contract batch update’ option allows for the termination of contracts in the main list. In the
screen below the date from which the contract is to be terminated is specified. Secondly, a reason for
termination is selected from the drop down menu.

B Batch Contract Update

!‘f Step 2 of 2 - Terminate Contracts

Select the date from
which the contract is to
be terminated

From

07/07/2008 -
Reason for Termination
[rvja

Select a reason for the

termination. This list

can be administered

via the Maintenance
Menu

| @ Finish |

Eclipse provides a standard list of reasons for termination, however may be amended and added to via
the Maintenance Menu under ‘Contract Reason for Termination’. To complete the modification select
‘Finish’. Eclipse will again provide a warning before the update is complete. All of the contracts in the
main list will now be updated.

Note:
When terminating a contract Eclipse will reapportion the estimated expenses accordingly.
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Note:

When a contract is terminated, its status will only become ‘Terminated’ if all timesheets ate terminated in
the contract. If there are unassigned, pending, processed, authorised or invoiced timesheets then the
status will be automatically determined as with standard contracts. However, these contracts will still
display the termination details e.g. by who and when.

14.3 Complete:

The third ‘batch contract update’ allows for the completion of contracts in the main list. This will remove
any future booked or requirement days from the specified date and complete the contracts.

B Batch Contract Update

!‘( Step 2 of 2 - Complete Contracts
Select the date from

which the contracts in
the main list are to be
completed

From

ID?,!D 7/2008 -]

To complete the
modification select
‘finish’. Eclipse will
provide a warning
before the process is
completed

| B |

To complete the modification select ‘Finish’. Eclipse will again provide a warning before the update is
complete. All of the contracts in the main list will now be completed.

14.4 Move Candidates:

The ‘move candidates’ batch contract update moves candidates from the contracts in the main list.
Eclipse completes the original contracts from the specified date and creates a new contract for the
remainder of the original contract length but leaves the new contracts ‘unassigned’.

E Batch Contract Update

! 8 Step 2 of 2 - Move Candidates

Specify the date from\
which the original
contracts are to be
completed and the

assigned candidates

removed thus creating
new unassigned child

contracts /

From

[o7707/2008 |

| @ Firish |

To complete the modification select ‘Finish’. The contracts in the main list will now be updated. The
original part of the contract is now known as the ‘parent contract’ whereas the new contract is known as
the ‘child contract’.
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14.5 Update AWR Alert:

The final batch contract update relates to the AWR functionality and switches the ‘AWR Alert’ on or off
within temp contract records.

E Batch Contract Update

!‘ Step 2 of 2 - Update AWR Alert

Set all Mo AWR Alert' Flags to -= Choose Whether
~select-- Z to set all ‘AWR
NOTE: This willinitially Filter the list Alert’ flags in the

ta show only the mast recent

contrack For each AWR clock, main interface to
‘Yes’ or ‘No’

& Cancel | | [ Finish |

To complete the modification select ‘Finish’. The contracts in the main list will now be updated.
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15 Contract Reporting:

Finally, Eclipse can also produce reports on the temp contract information in Eclipse. To access the
Temp Contract reports, first ensure the Temp Contract section is selected in the main interface. Select
the ‘Eclipse Reporting’ button on the bottom right hand side of the main interface. The icon looks similar
to that of the ‘print” icon.

Select the ‘Eclipse Reporting’
button at the bottom of the
main interface

B COMIMM
& conie

& 2
& CONIME e
WCaodt T T2 Foavomil

o Vitwa Pkt Foaty

The following ‘Eclipse Reporting’ screen will be activated. This screen lists the reports that are available
from this section of Eclipse and provides a brief description of the report.

i Eclipse Reporting

Fle Edt View Help
PSS CaBK 4P Q- %]

Parameters |

Some reports require a
date range. Select the
range from the section on

the right

g Date range
Contract Reports @ This wesk
Booking Plan Q MNext week
 bool O Other

Start Dater

End Date:

A
L’;/ Temp/ Contract Finishers

== Temps / contractors who are about to finish their contract.
L’_’/ ContractList

= Simple list of contracts

L’;/ Requirements

1= Avieckly view of contracts thatneed 3 candidate tobe assigned

(7 ContractDetail
_( ontract Detail

Full contractrecord

Eclipse will display the
list of report available
within this section of the
software

Once the report type and
date range have been
selected, click ‘Run
Report’

_

Highlight the desired report in the list and where required select a ‘date range’ from the section on the
right hand side. Selecting ‘Run Report’ on the bottom right hand side will create the report and display
the desired information.

Page 96 Last Revised: June 2012



Eclipse Software Ltd Eclipse User Guide
2012 Eclipse for Temps and Contractors

16 Processing, Authorising and Invoicing Timesheets:

There are 3 methods of processing, authorising and invoicing timesheets:
e One at a time, manually from within the timesheet record

e Using the ‘Process/Authorise’ button in the timesheet tab and ‘Batch Invoicing’ button in tools menu
e Using the image folder.

17 Manually Processing Authorising and Invoicing Timesheets:

Manual processing, authorising and invoicing of timesheets is carried out within the timesheet record:
17.1 Manually Processing Timesheets:

The following screen shows a timesheet that is ready to be processed. On the left hand side the
timesheet shows the number of hours the candidate is expected to have worked during that week at
each of the 10 pay rates. In the example below, that number is 37.5 hours at ‘Standard’ rate based on a
7.5 hour, 5 day working week.

To view the schedule for that week, select the ‘Schedule’ tab for a breakdown. Check that the number of
hours worked is correct, if not select the ‘Edit’ button and enter the correct value.

Timesheet Details 1 Schedule I

%
RefNo.:[TsH-20269 Date Registered :[03,02/2010 14:02:58 Q

Check the number of
hours worked

Client [Ecipse Sotws Conddae:fahony Hopoer corresponds with the
sddiess [Potand Toner Address :[30estminster Crescent i ’
Paterd Tos T _ candidate’s actual
banchester [Tyre nd Wear timesheet and amend

Poscod JFTIF Pesoode EG where necessary

Job Title : [Prograrmmer
Unitswarked: [ 3750

WeN|  ogo OIS deduct : 0o

T WD :| Do Makup:|  2g2sp
000 jot2 CordPay:[ 7aqop ec VAT [ 7ooon AT @0%
) 000|073 | CientPay:| qor2soesVAT | qygga VAT @175%
Tatallnis:] — 37.50 % charge clent Nows:[
Aogom. - | 000 [ wooo 0.00 A
Tevel|  pon | w000 | 000 g Once the details have
Other:|  gop | o000 | o000 ifi
been verified, to
TowlExp.:[  noo [ om0 [ ooo Status  [Ferding .
ez etz | P Nunber [a5res process the timesheet,

‘:DkEU"W"a”‘- WVictoria Parker . ¢ 3
Waminal [F5arsosrn Invece et | Divion e ————— simply select ‘Process

I Norvinwsicesbls Timsshest
Mainlist N; ati -
O3 | Bn| 3 | had %| @W;\ &, Process Edit ‘ Q Ciose ‘
Fint Timesheet Fronord

Once the ‘Edit’ button has been selected, a green ‘+’ button appears against the ‘Units Worked’ field. If
selected, the following window appears:

Man 07/05{2012 0.00 0,00 |i: Standard

Enter the number of

Tue 0{05/2012 0.00 0.00 H

Wed 03/05/2012 oo 000 hours the candidate has
;:“lif;gfgf . O.00gh: T3 worked each day and
Sat 12{05)2012 000 ool ot Eclipse will calculate the

Sun 13(05/2012 total for the week.

Mon 14{05{2012

Tue 15/05(2012 .00
wed 16/05/2012 .00 0.00 [to:oma
Thu 17j05(2012 .00
Fri 15{05(2012 .00
Sat 19/05(2012 .00

Sun 20{05/2012 000 D Oose | | Save

By entering the number of hours a candidate has worked each day, Eclipse will calculate the total for the
week. Additional hours at overtime rates should be entered manually on the Timesheet Details tab.

To process the timesheet select the ‘Process’ button at the foot of the window.
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17.2 Manually Authorising Timesheets:

Once the timesheet has been processed, those with permission to authorise timesheets will see the
‘Authorise’ button in its place as shown below. Check the timesheet values are correct. Making changes
at this point will update the candidate payment and client invoicing values on the right of the screen.

¥ Timesheet Details - Programmer at Eclipse Software (Anthony Hopper)

Check the number of
hours worked
corresponds with the

Timesheet Details Schedule

RefNo. : [T5H-20269 Date Registered : [03/02/2010 14:02.56 @

Client : [Eclipse Softwars Candidate  [4ihony Hopper
il S : )
Addiess  [Forland Tower Acdess [30vesmnster Craszent candidate’s actual
Portland Strest |Hebbum .
Marchesler [Tyme And Wear timesheet and amend

|
Postoods [W13F Postcode | [NEZ
Jab Tt [Programmer =

Urits warked: [ 3750 -

0.00

where necessary

Emp [ pon OIS deduct : om

WTD | 0.00 Markup:| 25250

oo jor2 CandPay [ 7mnon exVAT [ 7sn00 AT @0%
oo |oTa vl ClentPay:| qpizsn esVET | q1gags VAT @1755%

Tatal Units: [ 37.50

% charge client Motes .
s [0 | o Once the details have
oha | o | | b Eelee been verified, to
TodBe [ 000 [ 00 [ 00 gy process the timesheet,
Timesheet Number [ FD Number:le—DCkEDmu“am R S|mply select
Nominal [reoi0000  Invaice Ref <] e ‘Authorise’

I™ Norvinwoiceable Timespze

22
0 [ Wainlist Masigation
S E™ %‘ T -JAddmnna\| GRsieet ‘ «VAU.hOHSE‘ [ZEdit ‘ @ Close |

Once the ‘Edit’ button has been selected, the green ‘+’ button appears against the ‘Units Worked’ field. If
selected, the following window appears:

© Enter Timesheet Hours

Man 07/05/2012 0.0 0.00 |1: Standard

gyl s oo oo Enter the number of

Wed 09/05/2012 0.00 oo | hours the candidate has

;:“lif;gfgf 0.00 0.00 |+ 073 worked each day and
0.00 000 |5 oT4 - -

Sat 12{05)2012 P 000 | ot Eclipse will calculate the

Sun 13{05/2012 0.00 000 |7 oTe total for the week.

Man 14{05/2012 0.00 0.00 |&: OT7

Tue 15/05/2012 0.00 0.00 |o: 0TS

Wed 16/05/2012 0.00 0.00 Ji0: oT3

Thu 17/05/2012 000

Fri 18/05/2012 000

Sat 19/05/2012 0.00

Sun 20{05/2012 000 @D Oose | | Save

Once any amendments have been made, select the ‘Authorise’ button at the bottom of the record.
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17.3 Manually Invoicing Timesheets:

Once a timesheet has been ‘Authorised’, the ‘Invoice’ button appears in its place as shown below:

imesheet Details - Programmer at Eclipse Software {Anthony Hoppe AES
Timesheet Details 1 Schedule I )
> .
Ref o [T5H20289 Date Reghtered : [03/02/2010 12:02:58 O Perform the final check
Dot [Foipsie " Conddse[iberg T of the timesheet details
Addess :[Fotand Tower Address :[30 weatminster Crescent
Portland Strest |Hebburn
Ianchester |Tyne and Wear
Posteode:[iialF Postoode - L5
Jdab Title - [Programmer 3| 24/m /2010
Units Worked || 3750 [Standard g ﬂ Ernp NI 000 IS deduct [ pop . :
o WID ooy Makmq 9% Select the invoice
oo |oT2 Cand Pay 75000 =% VAT 75000 VAT @0% button to add the value
oo [oT3 v|  ClentPays| qpi250 e VAT | 1igags VAT @175% X
AU Ty e e of the timesheet to an
Aceom [ ooo [ tooo0 [ 000 existing, unissued
Trawel:| goo | 0000 | 000 b g . .
Other:|  goo | o000 | 000 invoice or create a
Tatal Exp. : —
S N L B T S e brand new one

Timesheet Murnber ;| FO Mumber : 35765

r
LoeyToreutant: [ictoria Paer

Norinal:fogirocin  Invaice Ref <

Division : [\ anchester

I Moninvciceable Timesheet a3
| Finveice | B | © Close |

%lm Vairlist Mavigation
B 3w ®| W e | Véddiond| pRdet

Displaying Record 2 of 16 from the Mainfist

Finally, to complete the process and invoice the timesheet, select the ‘Invoice’ button at the foot of the
screen. There are now two possible scenarios:

1. There ARE NO outstanding invoices for this client that have not already been issued
2. There ARE outstanding invoices for the client that have not yet been issued

Scenario One — NO outstanding Invoices:

Where there are no outstanding, unissued invoices for the client in Eclipse, the following confirmation
message appears:

“This client does not have any invoices that have not already been issued. Would you like to create a
new invoice for this client?”

mesheet Deta Programmer a pse Software (Anthony Hoppe -
Timesheet Details i Schedule 1 Where there are no \
T — Dok g [T I — ) outstanding, unissued

Candidale [arthory Homper

invoices for the client in

Client: [E clipse Software

Address : [Pontland Tower Address : 30 Westminster Crescent EC“pse, thIS

Portland Street |Hebburn - .
Marcheste [Tone And s confirmation message
‘ appears
Postcode : (41 3LF Posteode : [NE31 2JE
Job Title: [prg, T e TR
Units ‘worked : 0.00
— \l‘) This client does nat have any voices that have not aiready been issued. | e oo
wwould you like to create a new invaice for this client? AT (@02 S H « ’
electing ‘Yes’ allows
ezt N | for the creation of a
Accom. [ L —romr————rOrT . .
oo ow | mm | 0m gy brand new invoice for
Otheer:| 000 | 10000 | 0.00 th
e value of the
TetalExp:[ goo [ o000 [ oo Status : [authorsed

| timesheet
PO Number : lecktgnsu“aﬂl VicwiaPaker

Irtvcice Ref. ;[ ;

I Norvinvoiceable Timesheet a3

BRsiect | Hinvoice | [FEdt | Oﬁlnsa‘

Timesheet Number :

Noiinal: ;39653040

_

o Mainiist Navigation .
B3] B o e m| DAddon]

Selecting ‘Yes’ will open the following window from where a brand new invoice for the value of the
timesheet is created. Place a tick in the box on the left hand side and select ‘Save’. The associated
invoice record will be created.
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& Timesheet Details - Programmer at Eclipse Software {Anthony Hopper)

Timesheet Details Schedule Adjustments

€ Add Timesheet to Invoice

Place a tick in the box
on the left hand side

‘ Add Timesheet to Invoice

Fef No - [T5H-20263

= A Ref Mo Invoice Date Client Mame:

E® P04 03022000 Eclipse Software 000

Select ‘Save’ to create
the associated invoice
record in Eclipse

T

Timesheet

Create a New Invoice @ Close

™
T~ Morrinvoiceable Timeshest a2

HEETIRY| W&I O addional| gReiect | [ imoies | [ZE | @ Cos |

“iew Related Records

Scenario Two — Outstanding Invoices:

Where there are outstanding invoices for the client that have not yet been issued, Eclipse gives the
option to add the new invoice amount to the outstanding invoice value. To combine the records, place a
tick in the box to the left of the invoice details line. To create a brand new, separate invoice, select
‘create a new invoice’ at the bottom of the window.

Where there are outstanding
invoices, Eclipse gives the
option to add the new amount

to an outstanding invoice

& Timesheet Details - Programmer at Eclipse Software (Anthony Hopper)

Timesheet Details Schedule Adiustments

¥ Add Timesheet to Invoice

‘ Add Timesheet to Invoice

Ref Mo [TsH-20270

4 | RefNo [ IrwoiceDate | Client Name | amount |
O PiNA1024 030220010 Ecipss Softwars 101250

To combine the records, place
a tick in the box to the left of the
invoice details line

\

To create a brand new,
separate invoice, select ‘create

a new invoice’
I~ Norvinvoiceable Timeshest i

Mainlizt Havigati @
I ETTIES ﬁwwﬁmﬂ © acdiional | gReiect | invoice | [Z1Edt | &) Close |

T

Li=ses —

Create a New Inucice

Selecting ‘Save’ will now perform the desired action. Further to this, where there are additional
timesheets relating to the same client that have not yet been processed, Eclipse will display the
following message:

“There are 4 other timesheets for this client that has not yet been invoiced. Would you like these
timesheets to be displayed for you to invoice?”

Page 100 Last Revised: June 2012



Eclipse Software Ltd Eclipse User Guide
2012 Eclipse for Temps and Contractors

% Timesheet Details - Programmer at Eclipse Software {Anthony Hopper)

Timesheet Details Schedule Adjustments
ST — Date Regisered [I/02/2010 140256 = @ V\_/hel’e there are
e Exlpes Sattware Carddate [irhony Hopaer add't'on?‘l t'meShefets
Aekiess [Partand Tow Adess 30 estmimter Ciosoant for the client in Eclipse
Bt e ancvie that are yet to be
' processed Eclipse will
R T — X . .
R display this message

Job Titl - [rogl

Units Worked

Total Units Ves Mo

Agcom
Tavel:]  poo | 10000 000

G| 0w | om | oo P Selecting ‘Yes’ will list
P BN WD SIB?EE 2 swafr all other timesheets
N [T e | ED'“ ::rh Ptarkev @hat _have_ yetto be
invoiced in Eclipse

I Norinvoiceable Timeshest a2

Mainlist N jati -
I ETEIES ﬁa‘”'wj'“"!l «‘JAdditiuna\l @Amusnmem| [ZEdt | © Close |

Selecting ‘Yes’ will list the 4 other timesheets for this client that have yet to be invoiced, this includes
timesheets that have not yet been processed and authorised. Select the additional timesheets to be
added to the invoice. Use the ‘Select All' and ‘Deselect All’ buttons where necessary.

# Timesheet Details - Programmer at Eclipse Software (Antheny Hopper)

Timesheet Details Schedule Adjustments
[ T —— (%] . This list includes
™) D timesheets that have not
‘ Add Timesheets to Invoice yet been processed
ReiNo:[FRmgzr 7 authorised or invoiced
4 | RefNo | PiocessDate | Candidate | Jab Title | Amount
D‘® TSH-19924  19/06/2003 lan Anderson parter E45.75
D"‘E’ T5H-19925  26/06/2003 lan Anderson parter £86.80
Unit O® 1sH19926  03/07/2009 |an Anderson arter 9.7
O% 1sH-z0288  17/01/20010 &nthony Hopper Eluglammel 101250 . \
To add the timesheet
3 value to the invoice,
place a tick in the box on
the left and select ‘Save’
T /
Mo Selsct Al Deselect &l i Close Heve
W e T @3
RIS % D adonal | (adusnert | [JEQ | @i |

The ‘Schedule’ tab of the timesheet record is shown below. This section confirms when the timesheet
record was processed, authorised and invoiced and who by. This is a system generated feature and
cannot be amended.

& Timesheet Details - Programmer at Eclipse Software {Anthony Hopper) Eh:

Timeshest Datails Schedule Adustments

%]

Sehedule: 3 T Day [ Date [Stat [End [ TotalUnis | Staws | Motes I
o Monds 251200 0300 1700 70 Inviced
o Tussdsy  26MZM0 0300 1700 7AD Ivioed
ag Wednesday  27/01/2010 0300 1700 750 Inwoiced
& Thusdy 201200 0300 1700 70 Iviced
& Frdsy w0100 DRON 1700 TED Iveiced

Details of when and who
processed, authorised
and invoiced timesheets

Name Fay WTD  EmpNl Charge Margin® Markup Invoice HP

Standard : [Shandard | 2voo] ooof ooof zo0f 3moo[  woo[ zroo [ e
0T1:Jam | noo| ooo| ooo| nooo| ooo| ooo| noo T .
072012 | wooo| ood| ooo| wooo| ood| ooof wooo I can be viewed on the
0T3:1o13 | ooo| oo0d| oo0| 000 ool ood| oo [ow ‘Schedule’ tab within the
Date Processed : [03/02/2010 14:46:30 Date Invaiced : [03/02/2010 14:52:48 i
Processed By :Jyvictoria Parker Invoiced By [victaria Parker timesheet record
Date Authorised : [03,02,/2010 144631 Date Asjected : N I Put out wl’Ea‘lhc_h
Authorised BY  Victoria Parker Rejected By ;| U”mfs";‘g; ;‘;‘Iy "

Rejected Reason:

I™ Paid/Exported to Payrol

DatePadiEup [

22

Mainlist N: jati .
E}\F@\J\m\ﬂ i  pddiioral | Adstnent | (AEdt | @ Dloe |
vt Later/Emal/SHS
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18 Batch Processing and Authorising of Timesheets:

In addition to processing and authorising timesheets individually, both of these actions can be performed
in a batch. Select the ‘Process / Authorise Timesheets’ button on the left of the main interface in the
timesheet tab or select ‘Process / Authorise Timesheets’ from the Tools menu.

B Ecipse Rocruitmont Manager V-

In addition to processing and
authorising timesheets
individually, this action can be

performed in a batch

Select the ‘Process /
Authorise Timesheets’ button
on the left of the main
interface in the timesheet tab

Trneshestal - Howl] - Mt

Selecting the ‘Process / Authorise’ button activates the following window:

 Process/Autharise Timasheats Wizard X
e Step 1 of 2 - Select Timesheets

This screen provides four
options each for processing
and authorising timesheets

& Process AllPending Timeshests 1m e N
© Process All My Pending Timesheets 1
 Frocass Al Pending Timesheets inthe Mein List 110

 Process Timesheats Using Image Folder

Flinase select he oplicn you tequre fiom the s beiow and clck e

© Muthorise Al Processed Timeshaats 23
: 0 Select the desired option
‘ 4 from the list and select ‘Next’

© Authorise Timesheets Using Image Atachments

T~

This screen provides four options each for ‘processing’ and ‘authorising’ timesheets, these are:

Process All Pending Timesheets

Process All My Pending Timesheets

Process All Pending Timesheets in the Main List
Process Timesheets Using Image Folder

Authorise All Processed Timesheets

Authorise All My Processed Timesheets

Authorise All Processed Timesheets in the Main List
Authorise Timesheets Using Image Attachments

Note:
This method of processing / authorising timesheets will ignore all future timesheets

The following section addresses the batch processing and authorisation of timesheets without the image
folder and attachments feature. These will be addressed separately later in this guide.
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18.1 Batch Processing Timesheets:

There are three options for processing timesheets in this screen, these are:

e Process ALL pending timesheets:
This will display a list of all timesheets in the system, that are set to ‘pending’ and are due to be
processed.

e Process ALL MY pending timesheets:
This does that same as option one except only the timesheets logged against the consultant
logged in will be processed.

e Process ALL pending timesheets in the MAIN LIST:
This option allows a search to be performed first so that the main list displays exactly the
timesheets to be processed.

Select the relevant option from the list and select next. For the purpose of this example, the first option
‘Process All Pending Timesheets’ was selected. The following screen displays the 36 timesheets in the
database waiting to be processed:

¥ Process/Authorise Timesheats Wizard

Make amendments

a R where required to the

SRS e R e units worked and
= expenses fields.
000 5875 2. 0 5600 8250 R /
Ll 460.00 00 160000 208000
00 2000 000 100000 1000 @ TO proceSS the

2000 000 100000 1260000 @

timesheet, ensure a
B — tick is placed in the
o box on the right

000 420000 000 6300001050000

245000 000 245000 430000

3ViewCient | GRView Condudste| oo View Vacancy | 1 View Contiact | View Timeshee (@Carcel | (HBack

Some basic details such as the client, candidate etc. are displayed along with the units worked and
some financial information relating to the timesheet. It is possible to make amendments to the units
worked and the expenses fields. Eclipse will recalculate the figures based on the amendments.

Finally, to process the timesheet, place a tick in the box on the far right hand side of the row. To select
all of the timesheets in the list, press the ‘Select All' button at the bottom of the window.

Note:

Where rates have not been agreed with the client or candidate in the corresponding temp contract
record, Eclipse will not allow the ‘Process’ box to be ticked. Highlight the record and select the ‘View
Contract’ button at the foot of the screen to view the contract and agree the rates.

To view details of other related records such as the clients, candidates, vacancies or timesheets,
highlight the desired record in the list and select the corresponding button at the bottom of the window.

Select the ‘Finish’ button to process the timesheets.
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18.2 Batch Authorising Timesheets:

The process for authorising timesheets in a batch is exactly the same as the processing option. Select
the ‘Process / Authorise’ button from the left hand side of the timesheet tab. The activated window
displays three options for authorising timesheets, these are:

e Authorise ALL processed timesheets:
This will display a list of all timesheets in the system, that are set to ‘processed’ and are due to
be authorised.

e Authorise ALL MY processed timesheets:
This does that same as option one except only the timesheets logged against the consultant
logged in will be authorised.

e Authorise ALL processed timesheets in the MAIN LIST:
This option allows a search to be performed first so that the main list displays exactly the
timesheets to be authorised.

In this example, the first option ‘Authorise All Processed Timesheets’ is selected. ‘Step Two’ shows
details of the 36 timesheets that are ready to be authorised:

¥ Process/Authorise Timesheets Wizard

e Step 2 of 2 - Authorise Timesheets
Check the information in the
o list and make amendments
where required

Candidate Clert
Paymeri Invoice Authorse
g ~

00
000 001 000 000 000
o M 000 000 000 000 000 %75 000 22750
000 003 000 000 000
000 000 000 000 000 000 4@ 00
000 000 000 000
000 000 000 000 000 0 %000
000 000 000 000
000 000 000 000 000 000 2000
00J 000 000 000
000 000 000 000 000 000 245000
003 000 000 000
003 000 000 000 000 16000
000 000 000 000
000 000 000 000 000 000 26000
00) 000 000 000

Place a tick in the
corresponding ‘Authorise’ box
on the right hand side or
alternatively use the ‘Select
All’ button at the bottom of
the screen

000 000 000 000 D000 o emo0
000 003 000 000

36 Timeshestls)

FView Oient | §8View Condcre| < View Vacancy | 1/ View Cortact Viewe Tmeshee| ,,,(WNJ & Back J

As with the Processing’ of timesheets, check the information in the list and make amendments where
required. Place a tick in the corresponding ‘Authorise’ box on the right hand side or alternatively use the
‘Select All' button at the bottom of the screen.

To authorise the timesheets select the ‘Finish’ button.
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19 Processing and Authorising Timesheets Using the Image Folder:

The final method of processing and authorising timesheets in Eclipse incorporates a faxed image of the
timesheet itself. This is only possible where timesheets are received as faxed images. If this is the case
they can be saved into specific folders which Eclipse can view. Eclipse can then display the images
which can be matched with the timesheet records in Eclipse.

In order for this method of processing and authorising to work, firstly, there must already be a system in
place where faxes are received as TIF files. The following Eclipse Default Preferences must also be
considered.

19.1 Setting Eclipse Default Preferences for the Image Folder:

The following screen is found in the Eclipse Default Preferences section of the Maintenance Menu. An
explanation of the three tick boxes at the top of the screen relating to the image folder can be found
below:

General T Candidate T Wacancy T Temp Cont. T SageLlneEUT Sage Paproll Sage MMS
Invoice | Timesheet | Tempal | AuoSMS |  OLPay | Tempest

Set the default

Only allow timeshests b b d and

I caiberisd s the Fu/imoge methos. preferences for
Use the 'Timesheet Queus Folder per H

[ Divizion' system. [Assign the folders in the proceSSIng and
division maintainance section.] authorising timESheets
On the process timesheet by image form filker N s

[~ out timdesheals wihere the rates are not < us|ng the |mage folder
agreed. . .

in this tab

Timesheet Image Falder : {740 ocuments and Settings\Wictoria Parker\Desktoptiics ﬂ

Processing without Signed Contract : |A||uw

Processing without Invoice Address &pproved : |Allow

Pracessing without PO Number : |Wam

Processing withaut 24/F Equal Treatment : |Wam

Invaicing withaut Invoice Address Approved : |A||uw

Irvvaicing without PO Nurnber : |Wam

D Cloze I Save

Azsigh Cand. Invoice Address Mot &pproved : |Allow

Only allow timesheets to be processes and authorised using the fax/image method:
Placing a tick in this box prevents the processing and invoicing of timesheets using any method other
than the fax / image feature.

Use the ‘Timesheet Queue Folder per Division system:

Where users are assigned to a division and the fax / image method is employed to process and
authorise timesheets, selecting this option will allow for a queuing system. For example, in the instance
where are three divisions within a company, a timesheet folder per division can be configured. As the
timesheets come in via the faxed image method they can then be saved into the relevant folder.

To assign a timesheet folder to a division, re-visit the user administration section of the maintenance
menu and double click on a division. Locate the folder via the green ‘+’ button which will open the
Windows file manager.

On the process timesheet by image form, filter out timesheets where the rates are not agreed
As it suggests, selecting this option will only display timesheets records if their rates have been agreed
with the client.

Timesheet Image Folder:

Where timesheets are to be processed and authorised using the fax / image method but NOT the
timesheet queuing system, use the green ‘+’ button to open the Windows file manager and locate the
folder in which the timesheets will be saved.
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Processing without Signed Contract:

This option is a control feature associated with signed contracts. Where a copy of a signed contract is
not present in the temp contract record in Eclipse the preference can be set to simply ‘Allow’ the
processing of associated timesheets, ‘Warn’ that a copy of the contract has not been attached but still
allow the processing of timesheets or ‘Prevent’ the processing of any associated timesheets until the
signed contract has been attached.

Processing Without Invoice Address Approved:

Where a client’s invoice address has not been approved within the ‘Branches / Financial’ tab of the
client record, this option will either ‘Allow’, ‘Warn’ or ‘Prevent’ the processing of any associated
timesheets until it has been approved.

Processing Without PO Number:

Where it has been specified in the ‘Branches / Financial’ tab of a client record that a purchase order
number is required on any associated invoices before they can be paid, this option will either ‘Allow’,
‘Warn’ or ‘Prevent’ the processing of any timesheets until the purchase order number has been entered
into the associated temp contract record.

Processing without AWR equal treatment:

Every Contract that is created and eligible for AWR has a tick box which defines whether or not the rates
associated with that Contract can be deemed to be equivalent to Equal Treatment Comparators.

Eclipse has a function that will allow the decision of whether to “Warn”, “Block” or “Allow” when trying to
process a timesheet that does not have this tick box ticked. The default value when the update is
installed is “Warn” which will display a pop up warning to the user but give them the option to process
the timesheet anyway.

Invoicing without Invoice Address Approved:

Where a client’s invoice address has not been approved within the ‘Branches / Financial’ tab of the
client record, this option will again ‘Allow’, ‘Warn’ or ‘Prevent’ the invoicing of any associated timesheets
until it has been approved.

Invoicing without PO Number:

Where it has been specified in the ‘Branches / Financial’ tab of a client record that a purchase order
number is required on any associated invoices before they can be paid, this option will again ‘Allow’,
‘Warn’ or ‘Prevent’ the invoicing of any associated timesheets until the purchase order number has been
entered into the associated temp contract record.

Assign candidate where the client invoice address not approved:

Where a client’s invoice address has not been approved and a candidate is assigned to a related temp
contract, Eclipse gives the options to either ‘Allow’ the candidate to be assigned, ‘Warn’ that the client’s
invoice address has not yet been approved or ‘Prevent’ the candidate from being assigned. This is
particularly useful in temporary and contract recruitment where it is imperative that the correct invoicing
preferences have been configured as these preferences impact on timesheet and invoice management
within Eclipse.
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19.2 Processing Timesheets Using the Image Folder:

There are two ways to access this feature, firstly by selecting ‘Process Timesheets Using the Image
Folder from the ‘Tools’ menu at the top of the screen and secondly via the ‘Process / Authorise
Timesheets’ button on the left hand side of the Timesheet screen. Whichever method is employed, the
following window will appear:

The faxed images in the Where the timesheet Search for the

selected folder will queue feature is candidate named on
appear in the window on employed, select the the timesheet image
the left hand side appropriate queue using these fields

& ¥ 2ARIER"* | & 40P O

It Con Tim Inv | Diary Add View | Add | Act VA Log | Help  Feed

s @ &

Cut  Copy Paste | Clent Ca

Process Timesh A =3
\/ reseatod | \/ TE
s Sep 06 10:32 VR!! 08700940787 p.1 | Division : Vtanchester _v|Cand Name::[ \
Ol timeshests fom the  Candidate:[artbory Foppesr 2
I solscted dvicin frthony Hopper El
WEEKLY TIMESHEET T Fef Mo Cand et
Client Name: IntediSoft — & [ PetNo | PeiodEnd | Clent Name [Conddale__ [ JobTile |
Week Ending V92006 T TSH20436 03/06/20.. Eclpse Scfware Hopper, &t Progiam
I TSH2M37 7A08/20.. Eclpse Scfware Hopper, &t Progiam
Please lick here if this | Normal Hours T Overtime Hours: Overtime Hours®
is your last week ans Rete: Ratei______
Sunday
Vionda:
Lesda 2 Timesheelfs]
Timeshest Details
hursday — RefNo :[TeH-20436 Client :[E clipse Software
% Per. End :J03,08/2012 Candidate :| Anthony Hopper
aturday Consultant Job Tile
Satuday = — [Victora Fioyos |Programmer
¥ Faid 2L slomatve 31e 1 Ui worked FEAm E‘I-i\ﬁmﬁa Fatker f 2
c tian = : h-software.co
e cartity that the total hours werked are carrect and will accept your account for the chargeable 73.00 [Standard 2 . Ad 1304 Doie House
haurs shown. We agree to your terms and conditians of business and accept that your normal
Scale of pesmanent introduction fee will be payable should the above named temparary worker 0oo [oT1 37 Dusie Street
entor employment with us in any capacity. Ne refund is available whether or not the engagement | oo T2 o Manchester
continues. . | oo [oTa -
Signed (Gient)_ i KM ___postion %,Mr 1\ chege client Posteode: |1 2w iin
Print Nama___ P 0¥ ate: -4 © . Af”'""" [ ‘ 1% ! [ I Inv. Detals Auth \Dod
S T e, Piamins oy & Epy of (3 TmeshesT f67 your racordsy el o | 00
. ) - - Oters| g | | om TPEZZ ‘ [ PO No. Requied
Tolal:[ goo [ om
10 S0 EmpN:[ s s 0.00
. Exp. &| WTD:| 3293 Makup:| 14n32
otes ©
Cand:[1pa5.00 == VAT [ 103500
Client:| 153300 B2 ¥AT | 183360
o e o MNominal : [i00s000a0000ed | [ Lok
b I Copy o Sig
P 1 View Conlract | - DFisiect HWlndo 3. Fif fess
CADocuments and i Parker ECLIPSEAD: ics FolderTraining =
Timeshest Mavigetion  Page Dispiay size Maove ieshee! image to
M M M Ot @ o o [-2Fitowidh | R Antiesing [-Select = g Rescan Folder for Images) Close:
To scroll through the timesheets, Enter the actual number of hours Select
. . . . y
use the timesheet navigation tool worked and expenses Process

Note:

For the purpose of the example above, the Eclipse Default Preferences have been set to incorporate the
timesheet queuing system. Therefore, the Division ‘Manchester’ has been chosen from the drop down
menu at the top of the screen which has displayed timesheet images held in that queue only

This screen is split into two sections. The area on the left shows timesheet images as they appear by
fax. The area on the right displays information from the actual timesheet record created in Eclipse. The
first timesheet image in the folder will appear in the window. To scroll through the images use the
timesheet navigation tool at the foot of the window.

The idea is to search for the related timesheet in Eclipse via the 'Timesheet Lookup' section in the top
left of the form using either the timesheet reference number, candidate reference number or candidate
name. A list of pending timesheets will be displayed in the list. Conducting a search with no criteria will
list all pending current timesheets but excludes all future ones.

Select the corresponding timesheet to the one shown in the image window. Once located check the
number of hours in the timesheet record in Eclipse and make any amendments where necessary. Add
any expenses cost where required. This will re-calculate the client and candidate payments where
applicable and allow the timesheet to be processed.
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Selecting the 'Process' button will set the timesheet to ‘processed’ and attach the image to the
processed timesheet record in Eclipse. Once complete, Eclipse will move onto the next timesheet image
in the folder until all of the timesheets have been processed.

Note:

Where there are details of multiple candidates on one faxed image, select the ‘Keep Image After
Processing Button’ towards the top of the screen. The image will remain while the next timesheet record
in Eclipse is processed.

19.3 Authorising Timesheets Using the Image Folder:

Once a timesheet has been processed and the image of the timesheet attached, the second step is for it
to be authorised. To authorise timesheets using the image folder select ‘Authorise Timesheets Using the
Image Attachments’ option from the ‘Tools’ menu at the top of the screen or again using the ‘Process /
Authorise Timesheets’ button on the left of the timesheet main interface. The process is very similar to
that of processing timesheets using images as described above. The difference this time, it that the
timesheet images are already attached to the corresponding timesheet record in Eclipse. Therefore all
that needs to happen at this stage is the confirmation of the timesheet totals.

The list displays all timesheet records ready to be
authorised regardless of how they were processed

Timesheet records displaying a blue
paperclip have a timesheet attached

10 |5
= - > B0 EORY - 2 i)
e @ Qe o™ AW @ 2 v
Cut  Copy Paste cClient Cand  Vac Int Con Tim I Diary  Add  View Addr Act Qele  Feed  About
o=
Timesheet Image Processed Timeshest List \ =
8 Sep 08 10:32 Rss 08700940787 Pl 2| [& [Refto [ PeiidEnd [\ [ [ Condidate  [JobTite |
@, TSH20435 20/05/20 - Hopper, Ant...  Program
WEEKLY TIMESHEET T TSH20438 0306720 are Hopper, Ant..  Program
Contractor Name: Thowos 37D wle .
Grint Name: Ineslsofe UK &d —
Week Ending. 9 poob
Flease lick here if this | Normal Hours T Overtime Hours: Ovedime Hours®
i your last week ang R
ou require 3 PAS
Sunday
vionday
uesda: 2 Timeshestls]
Timesheet Details
hursday — Ref No :[TeH 20438 Client: [Eolipse Software
SLE“% Per. End :J03/08/2012 Candidate :|snthony Hopper
Sabiday . = - Consuant: yictoia oy Job Tile: Frogammes
T paid ol allomatve o —— FEAm 2“' Victoria Parker |
Client Authorisation - : oo
We cartity (hat the fotal hours werked are carrect and wil acsept your a;m.m;a[:‘ \l‘my chargeable 1 73.00 [Standard ]+ 50 Draci Foes
d i f business and acce al
D o et voducaion. fos will s payable shouid the above ramed temparary worker T 7 Duci et
anter amployment with us in any capacity. Ne refund is available whether or not the engagement ] oo Jarz Manchester
continues. . ‘ 0.00 |UT3 j
en(mpm}__ul.@ ___postion %,Mr % cherge elent Postoode: {1 2w/
Jint Name, o q S Af”’”-‘- oo | 100.00 | oo I™ Inv. Details Auth.
ciates | Ghents: Please koop a copy of I oot Tor your records) avel 000 | 10000 000
_ . e Other; 000 | 100w | 000 ¥ FO No. Required
Total 000 100.00 000 Emp N[ 458 95 Cis 0.00
En o WTD:| 13213 Makup:| 14832
K=y Cand:[ 103500 = VAT [ 7035.00
Cliert:| 153300 85 AT | 183360
Nominal : [0 &| ™ Lock
i oy of Signed Cortiact
i 77 v | OView Timesheet DAReiect | Alndo ‘ AT ‘
CAECLIPSESERYER'ECLIPSESHARED_DEMO'\attachmentstimeshest'104369T5H-20436_
Tirmeshest Nsvigation _Page Display Size
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- ‘ fan?
Confirm the hours worked Select ‘Authorise

and any expenses costs

Each timesheet that has already been processed either manually, using the batch feature or using the
faxed image method is listed at the top right hand side of the screen. Those which have been processed
using the faxed image method display the blue paperclip icon on the left to indicate that the image is
attached as per the example above.

Navigate through the images using the record selector at the foot of the form. Any amendments to the
timesheet details can be made using the fields on the right. Once all the information is correct select the
'Authorise’ button. This will set the status of the timesheet to ‘Authorised’. Once a timesheet is
authorised it is ready for invoicing.
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Where ‘rejecting’ a timesheet, the following screen appears:

€ Reject Timesheet

‘e Reject Timesheet

Choose a reason for

Plzase enter the reason For rejecting this timesheet in the box provided rejection from the list of
below, presets

Ref Mo ¢ [15H-20283

Presets : I

Reason : Where the queue system

has been employed,
choose which queue the
timesheet image is to be

returned to
v Put timesheet image back in queue [if appl

Mowve Image
ko back ko IManchester ;I

this dvision:
{aCancell & 0K |

Choose a reason for rejecting the timesheet from the drop down menu. This list can be updated in the
Eclipse Maintenance Menu.

If required, provide a more detailed reason for rejection in the ‘Reason’ box. If the timesheet is to go
back into the queue, leave a tick in the box labelled ‘Put timesheet back in queue (if applicable).
Where the ‘queue’ system has been employed, choose the relevant division.

Where a timesheet image is rejected, Eclipse will still attach the timesheet image to the relevant
timesheet record in Eclipse and the timesheet will appear in the ‘Contract Alerts’ screen at log-in.
Additionally, a reminder will be generated for the relevant Eclipse user.
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20 Batch Timesheet Invoicing:

Batch timesheet invoicing provides the facility to invoice authorised timesheets in one click thus saving
valuable time individually creating invoices. In order to batch invoice timesheets, there are certain
settings that require configuration. These can be configured either in the associated client record or at
the contract level. The following example shows the ‘Branches / Financial’ tab of a Client record.

- o]

Client Details Branches/Financial | Rates/Unsuitiigen | Cand Shortist (474] | R

Related Branches

To include invoices for
this client in the ‘batch’
place a tick in the
‘Include in Batch
Invoicing’ box

4 | Mame | Location | Frimary Cantact [
Eclipse Software Manchester Steve Logan
Eclipse Sofiware Lid Manchester Steve Logan

=

TaxCade 71 Standard rated transactions [20%] [~ Use AT Friendly Schey
VAT Number Cherge clent [1g_
Defaul Curency: [GBF ac
AccountPel:[iz36 [ Ey T das
¥ Include in Batch Invoicing ¥ FO No. Required e
Tupe: [Consolidated Invoicing Inwaice Freq. : [ujeek B B
S e Adkicns — Select the type of invoice
Inveice Terplate  [FOEDTTE Invoes Tenpiate - Win T * [ toms and the template from the
N 3 secons drop down menus
Emall:|yictoria2@necritment-safiware.co.uk % R
Iveice Addiess | 304 Ducie House
{if different)
I;?Du:\eflreet Refenal:[Cod Call
! anchester R
Pasicode [y 2w AWR Legal Hirer : [Dther
¥ Irvwoice Detals Autharised Elent[Eclipse Software Lid (M1 3LF) a2

Mainlist Navigation

53] | 3 | I8 1) | @@ oz wp GhanNotes

[ Edi | @ Close

L#Wacancy

Include in Batch Invoicing:
Placing a tick in this box will include the client in the batch invoicing process where required.

Type:

This also relates to client invoices, more specifically where the invoices relate to candidate timesheet
values rather than permanent placement fees. There are two options in the drop down list: ‘Invoice per
timesheet’ which creates an individual invoice for each and every time sheet relating to the client, and
secondly, ‘Consolidated Invoicing’, which takes all timesheet values for the client and creates one
invoice.

Group By:
This is used in the batch invoice creation and gives the option to group by client invoice address,

contract location, timesheet number, employee, period end or timesheet PO number.

Invoice Template:
The ‘Invoice Template’ drop-down, lists all the invoicing templates available. Eclipse is supplied with two

standard templates however, additional templates can be configured in the ‘Document Templates’
section of the ‘Maintenance Menu’. Selecting a template here will ensure that during the batch invoicing
process, the selected template is used for this client automatically.

FAO and Invoice Address:

These fields indicate who invoices should be addressed to and to which address they should be sent to.
Select the green ‘+’ button next to ‘FAQ’ to choose a contact. Select the green ‘+’ button next to ‘Invoice
Address’ to show a list of branches associated with the client record.

To include invoices in the batch from within the contract record, simply place a tick in the ‘Include in
Batch Invoicing’ box as indicated below:
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Contract Details Rates and Shift

Schedule

Dats Registared

FiefNo: [con-11745
Ciient - [Eclipse Software

Address

Candidate

Portland Tower Address
Portland Street

Manchestar

Posteade : |1 3LF

[No Vacaney]
Frogrammer
[victaria Parker
0844 980 2212
0785 45 798 FAD
viclaria2@recruiment:software.ca.uk Emal
Location /Dept: [ Inveice Address
Location TelNo <]

PO Number |

Posteode

Status
Charge client

‘acancy Ref No.
Job Title

Client Cortact
Client Tel Mo,
Client Mob Mo,
Client Email

Type

Notes Posteode

Nominal Code
I~ Use VAT Friendy Schems ot

PO I00RRN I Requirement

AR Slatus [y/aek 4
Pred Qual Date | 31,07/2012

I Lack
| Divsn
Reason

-

ace.

12/06/2012 100:06:13
Arthony Hopper

123 Holt Road
Manchester

h12 2B

Aclive
[100 % of expenses cost
[t wavel [iog  ster g

¥ Include in Batch Invoicing
Consolidated Invaicing

Victoria Parker
victoria2@reciuitment-software. co.uk.
304 Ducie House

37 Ducie Street

Manchester

b1 20
I Invaice Details Authorised
Victoria Ropce

Manchester
[N I~ Teminated
I 53 Sent ¥ PO No. Requied

Invoices an also be set to
‘batch’ from within the
contract record. Place a
tick in the ‘Include | Batch
Invoicing’ box and
choose the invoicing
type.

ainist Havi gatior

I P e

;‘ @Mnmwew‘ 42 Unassign Ear\d\datsl &,Ass\gntand\data‘ [AEdt ‘ D Close

Note:

This is useful where the invoicing preferences were not configured within the client record before the
temp contract was created, therefore retrospective invoicing preferences entered here will be carried
through to the associated invoices.

To access the batch printing option select ‘Batch Timesheet Invoicing’ from the ‘Tools’ menu. The
following window will appear:

f Batch Timesheet Invoicing L

‘Q Batch Timesheet Invoicing The window displays the

number of timesheets
ready to be invoiced
_

The number displayed below iz all the imesheets that have nat yet been = 2
invoiced but set ta be included in the batch invoice system. Please click

‘0K to batch invoice these timesheets now.

Mo. of timeshests ready to batch invoice : 1 @View
Without PO rumber where required : na
Invoice address not approved: na

This screen also
indicates timesheets that
are ready to be invoiced
but have missing
information

Mao. ta process in this batch

i
B Updste this Fom| @ Cose | [(@ 0K

_

NOTE: Timesheets in
RED will not be invoiced

This window displays the number of timesheets that are ready to be invoiced and have the relevant
permissions to be included in the batch. It also indicates the number of timesheets that are ready to be
invoiced but can’t be due to missing information such as purchase order numbers or approval of client
invoicing details. Selecting ‘View’ against any of these fields will show the related timesheets in the main
interface. Selecting 'OK" will cycle through the timesheets that are ready for invoicing and create the
invoices pulling through the invoicing preferences. The newly created invoices will be displayed in the
main list ready for ‘Batch Invoice Printing’.
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21 Invoice Printing and Issuing:

As with the processing, authorising and invoicing of timesheets in Eclipse, Invoices can be printed either
individually or in a batch.

21.1 Individual Invoice Printing and Issuing:
To print an individual invoice, first open the invoice record in Eclipse.

| G invoice Detail _Eclpsesormare |

Invoice Details T Invoice Addiess/Mates/Currency

RelNo:[PiNT1024 Date Registered [J3,02/2010 14 4253 l% \
Elient [Ecipse Software Candidata Once the invoice has
fddress Polnd Tower fddress ! been printed, place a tick
Manchester 1 in the ‘Issued’ box.
o . Eclipse will record the
sstcoe [T AF sotcods:[ ;
Job Title Invoice Date : [p3,02/2010 date and tlme
Salary Due Dats " |05,03/2010 /
Statt Date :|03/02./2010 Daelssued:[— [
Curency - [GBP Date Paid: | r
Invoice Detaik - ["4| Desoription [ Amount] ; R
© TSH-20269| 244012010 | Anthony Hopper | Programmer 1.01280 TO prlnt‘the InVOICe’
D TSH-202701 31012010 | Anthany Happer | Pragrammer 101250 select the ‘Output Letter /
E-mail / SMS’ button and
choose the desired
Consubant:[yictoia Parker Total [exWAT]

e template. -

237338

23

Wainiist Nauigati
2| @] B | et %‘ @W;‘ [ Edit ) Close

Select the ‘Output Letter / E-mail / SMS’ button at the bottom left of the record. As with any other record
in Eclipse, the document templates available from this section of the software are listed. Eclipse
provides two invoice templates as standard:

e Invoice Template - No Timesheet Line Breakdown
e Invoice Template - With Timesheet Line Breakdown

Additional invoice templates can be created in the ‘Document Templates’ section of the ‘Maintenance
Menu’.

For more information on the creating of document templates, please see the ‘Mail Merge’ user guide:
www.recruitment-software.co.uk/download/guides/document_administration.pdf

Once the required template has been selected and the information merged into the document, the
invoice is now ready to print.

Once the invoice has been printed, place a tick in the ‘Issued’ box in the invoice record. Eclipse will
record the date automatically.
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21.2 Batch Invoice Update.

| voice Update @

¢ Batch Invoice Update

—
| Set All Invoices in the Main List to exported | _/-/SEtS all invoices in the

- - main list to ‘exported’
Set All Invoices in the Main List to unexported | or ‘unexported’ D

Set All Invoices in the Main List to issued |

__ o ] Sets all invoices in the
Set All Invoices in the Main List to unissued | . . s ,
—Lmaln list to ‘issued’ or

‘unissued’
__

Set All Invoices in the Main List to paid |

Set All Invoices in the Main List to not paid |

Sets all invoices in the
Update 'Invoice Date’ to -> main list to ‘paid’ or

~ Lz ‘not paid’
18/07/2016 p B,
D Clase \/
Selecting a date in the\

Update ‘Invoice Date’
to. Will allow you to
batch change the
Invoice date of all
invoices within the

main window.
Set All Invoices in the Main List to Exported /

By pressing the ‘Set All Invoices In the Main List to Exported’ will mark all the invoices in the main list to
exported, any invoices that are marked as ‘Exported’ will not then be included in the next export to your
accounts package.

Set All Invoices in the Main List to Unexported

By pressing the ‘Set All Invoices in the Main List to ‘Unexported’ will mark all the invoices in the main list
to Unexported, any invoices that are marked as ‘Unexported’ will then be included in the next export to
your accounts package.

Set all Invoices in the Main List to Issued

By pressing the ‘Set all Invoices in the Main List to Issued’ marks all the invoices in the main list to
Issued, this will mean that they won’t be included in the batch print feature.

Set all Invoices in the Main List to Unissued

By pressing the ‘Set all Invoices in the Main List to Unissued’ marks all the invoices in the main list to
Unissued, this will mean that they will be included in the batch print feature as the batch print looks for
any Invoices that are set to unissued.

Set all Invoices in the Main List to Paid

By pressing the ‘Set all Invoices in the Main List to Paid, will mark all the invoices present in the main list
to be marked as paid.

Set all Invoices in the Main List to Not Paid

By pressing the ‘Set all Invoices in the Main List to Not Paid’ will mark all the invoices present in the
main list to be marked as not paid.

Update ‘Invoice Date’ to

By entering a date and pressing ‘Update’ will change all the Invoice dates for all the records present in
the main list.
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21.2 Batch Invoice Printing and Issuing:

Batch invoice printing allows the printing of multiple invoices. This can be accessed from the ‘Tools’
menu by selecting ‘Batch Invoice Printing’.

"ﬁ ice Printi x|

% Batch Invoice Printing

Place a tick in the
‘Include Timesheets’ box
to attach the timesheet

B image to the invoice

The number displayed below is all the invoices that have not yet been issued. Please click ‘0K to batch print these
invoices now.

etz e (@ i< [ Vi I Include timesheet imags{s) fif attac]
Dutput to:5ngle Batch Invoice | ¥ Atachinveice to record

Export TPDE"Miclosoft Word j [ Do not set invaice to lssued"
(it 2| I Ouputfor duplex prirting \ \/V\/here a printer is able to
Step 1 - Generating Individual Invoice and Timesheet Pages prlnt on bOth Sldes Of the
0% ] paper, select ‘Output for
Duplex Printing’

Step 2 - Merging and Attaching Irwaice Documents

| )

Step 3 - Creating Final Batch Invoice Dacument(z]

0% ]

52 Update this Form Close & 0K
MOTE: MS “whard 2007 or above required to save POF documents | 0 ‘

Invoices Ready to Print:
This indicates the number of invoices that are ready to print. These are invoices that have not already
been issued.

Output To:

There are three options available in the drop down menu:

Single Batch Invoice: This will save the invoices as a single document

Individual Invoices Only: This will save the invoices as individual documents

Batch and Individual Documents: This will save both a consolidated and individual documents

Export Type:
The options here are either ‘Word’ or ‘PDF’. Please note that Microsoft Word 2007 is required to use the

PDF feature

Export Path:
Select the folder in which the document(s) is to be saved

Include Timesheets (if attached):
Selecting this option will attach and print a copy of the timesheet image after the associated invoice

Attach Invoice to Record:
Selecting this option will attach a copy of the invoice to the invoice record in Eclipse. By default the box
is left un-ticked and will therefore automatically attach a copy to the invoice record

Do not set Invoice to ‘Issued’:
By default this option is left un-ticked and will therefore set the status of the invoice to ‘Issued’. To turn
this feature off, tick the box.

Output for Duplex Printing:
Duplex printing allows for printing on both sides of a piece of paper. This option is only applicable where
the printer can be configured in this way.

Select ‘OK' to save and print the invoices. Eclipse will generate the individual invoice documents and
attach them to the invoice records in Eclipse and then merge the entire document into an MS Word file
as requested. The file will open ready for printing. Where Invoices are batch printed, Eclipse will
automatically set them to ‘Issued’.
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22 Timesheet Amendments:

Amendments to timesheet values such as hours worked and expenses can be made even after a
timesheet has been authorised. Simply select the ‘Edit’ button in the record and amend the figures
where required.

Note:
Only those with the permission to make amendments to timesheets can perform this action.

23 Timesheet Adjustments:

Adjustments can be made to a timesheet even after it has been ‘Invoiced’. However, adjustments can
only be made by those with the relevant permission. To make an adjustment, select the ‘Adjustment’
button at the bottom of the timesheet record as indicated below.

Note:
This button will only be visible once the timesheet has been ‘Invoiced’.

Schedue
)
Date Registered :[03/02/2010 14:02:58

Candidate : [4nthory Hopper

Timesheet Details 1

Ref No.:[TsH-20268

Client: [Ecipse Software

Address : [Porland T ower Address : [30\westminster Crescent
|Partland Strest |Hebbum
[Manchester [Tune dndwear
I

Postcode: [W1aF

Job Tl [Programmer

Posteode : [NEZ1 21E

Peiied End: [17/01 /2010

Units Worked: [~ 3750 [Standard il B 000 CI5 dedct 0
wiD Markup
e | 0.00 | 28250
| om or2 Cond Pay [ 750,00 = VAT 750,00 VAT @ 0%
}ﬂ jor3 | CientPay:| 1m2s0 exVAT | 118369 VAT @17.5%
Tosllnits: |~ 3750 % chagecient  Notes: [
accom [~ 0w om [ e
Tevel| om | 10000 | 000 g e
Oker:|  goo | 000 | ooo
Total Exp
[ om 10000 [ oo Status  [lmvoiced

Timesheet Nurber

PO Number:[38765 ECKEW‘W“E”‘ Victonia Parker
Norminal 3¢

Inweice Fief.

I Noninvoiceable Timeshee!

[Z1Edit ‘ szuse‘

Mainlist Navigation

e ™) %‘ L‘Addmnna\‘ (% Adiustment

Adjustments can be

made to a timesheet
even after it has been
‘Invoiced’

To make an
adjustment, select the
‘Adjustment’ button at

the bottom of the
timesheet record

Selecting the ‘Adjustment’ button opens the following window:

& Timesheet Adjustment Details

Ref Mo, : [T5H-20268 Perind End : [17/01/2010
Client : E clipse Softwars

Candidate : [anthony Hopper
Job Tile : |Pragrammer

Curent Adjustment
Standard:[ 37.50
o 000
o7z: oo
073: oo
0T4: oo
075: oo
o76: 000
oT7: 000
oTe: 000
o78: o0

Accam. ; 000
Travel: oo
Diher o0

Total Expenses : o0

Emp NI 000
WTD 0.00 0.00
CI5 Deduction : 0.00 ooo

Markup:| 25250 17.50
Cand Pay-[ ogon ee VAT [ gogon ee VAT |
| 75000 e VAT | gopog e VAT |

Client Py :[ 101260 & VAT [ 108000 & VAT [ g7.50 ex VAT

| 11gaga inc VAT | 126900 inc VAT | 7331 ino VAT

B.0Q Bk VAT
F.0Q inc. WAT

Notes :

Qo | | save

Indicate any
adjustments in the
‘Actual’ column. The
difference is indicated
in the ‘Adjustment’
column on the right
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Once all adjustments have been made in the ‘Actual’ column, select ‘Save’. Eclipse will amend the
timesheet record accordingly.

The timesheet record in Eclipse now displays the adjustment details on the front page. A clear, red note
is also added to indicate an adjustment has taken place.

Timesheel Details - Programmer at Eclipse Software (Anthony Hopper) AE=EER

Timesheet Details Schedule Adjustments

RefNo.:[T5H-20268-A1 Date Registered: [04/02/201012:18:58 @

Clent- (g sotmas— Condda:[tongHope Details of the
Address: [Poand Tower Addhess :[30 Westminster Crescent adjustment are shown

Portiand Street |Hebbum

Marcheste }Tynmdv«ear on the front tab of the

Postoade - 1 3LF Posteode : [NE31 2JE tlmeSheet record
Job Tite :[Fragrammer Feriod End - [17,01 /2010
Unitsworked:[ 250 [Standard il

0.0o

e,
Markeuy
o000 joti Pl e

000 jorz - CandPay: [ 5oo0 e VAT [~ soomvAT @ox ]
T e L B B R Where adjustments
. ol o have taken place,
Tiavel:|  pop 100.00 L E——— H H

» Eclipse displays a clear

[
| |
Other ;| oon | o000 |
[ [0 el red note

Total Exp.: [ 0.00
r
Lacteonsutant: [ictoria Parker

10000

Timesheet Mumber ‘ PO Humber |33755

Nominal: foaseocy Invoics Rel | Divison: 1
o

MNOTE: Undergone an =
adiustment. Norrinvoiceable Timeshest @2

EAEET ] §>| gf‘""?;%ma Rt | HInvaice ‘ [ZEdt ‘ @ Close |

The details of the original timesheet, the adjustment and the new timesheet value can be viewed on the
‘Adjustments’ tab (as shown below) within the timesheet record. Until a timesheet undergoes an
adjustment, this tab is locked for viewing.

f Timesheet Details - Programmer at Eclipse Software (Anthony Hopper) _ ot

Timeshest Details Schedule Adjustments

Original Timesheet Details

Unitsworked: [ 37.60 Wﬁ‘ Emﬂ;:,ﬁ Markup: [ 26250 \
T | 0.00 . ..
| ggg |ng CandPay:| 76000 ex VAT 760.00 inc. VAT Deta.lls Of the Ongmal
| oo foT3 +|  ClentPay:| 101250 ex VAT | 119363 e VAT t|mesheet, the
i adjustment and the
O] o (i Timsest | new timesheet value
Adustments [ s | Crasted | Ref Mo, | Basic [ 071 [ 072 [ 073 | Exp. [ Status | i
GJ DMD;/ZDWD TSH-20268-41 25 0 i a a . Ailltwnsed Can be VIEWEd on the
‘Adjustments’ tab within
the timesheet record
Tirmeshest Details after Adiustments have been applied /
Units ‘worked ]W Wﬂ EmDN\.lw Markup ]m
003 |aTt wip l L0
‘ 0.00 |mg Cand Pay: 200,00 e YAT 200,00 inc. VAT . .
. | om lmra - | DlentPay:] 10a00 ex VAT | 125900 e VAT Until a timesheet
o G TP | I
Towl | o undergoes an
ther . . .
| o a2 adjustment, this tab is

locked for viewing

Mainlist Navigation

R Q,‘ o e GRsiect ‘ [FInvaice | [ Edit ‘ @ Close ‘

The timesheet must now be re-invoiced and the option is given to add the amendment to an existing
invoice record for the same client as detailed earlier.
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24 Additional Timesheets:

There is the facility in Eclipse to raise additional timesheets of the same period, candidate and client.
For example, if a candidate was to work Monday and Tuesday and submit their timesheet believing their
working week was over and then unexpectedly work for the same client again on Friday, thus submitting
a second timesheet, this feature would allow the creation of an additional timesheet record in Eclipse for
the same week and therefore the attachment of the faxed timesheet image to the new record.

The following example indicates that the candidate has initially worked 37.5 hours. Should the candidate
then submit a further timesheet for an additional 8 hours, select the ‘Additional’ button

Timeshest Details 1 Schedule T

Ref Mo - [T5H-20271 Date Registered - [3,02/2010 14:02:58

Client:[E clipse Software Canaidate : [anthory Hopper
Address : [Portand Tower Address  [30 Westminster Crescent

Partland Street |Hebburm
Manchester [Tyne &nd wear

Postcode:[Myatr Posteade : [NE31 2IE
Job Title: [Programmer PFeriod End : [n7,/02/2010
Unitswerked:[ 3750 [Slandad H Emp NI o0 O deduct: [ oon

N WD Marku
o5 om | 000 i 26250

om0 Jor2 CondPay: [ 7000 e VAT [T 7000 VAT @0 To add an additional

o fora o|  DientPay| qpizEp exVAT | qqgmga VAT @175x .
Total Units 3750 o charge client Netes T tlmeShGEt, SeIECt the
Accom:[ 000 100,00 .00 ¢ iti ’
s IS BT T I Additional’ button as
Exp. Notes
Other:| oo | o000 | indicated
TolEp o[ o0 | [

10000
Timesheet Humber : | PO Number : [9g765

oo Stalus : [Processed

r
LagrCorsutant: [yictoria Parker

Nominal:[i52236440  Invoice Ref.:| Divisian

orrinvoiceable Timeshest =1

EEEY ] %| g,m%ma L'Addihnnal‘ ERsisct | ZEdt | @ Ciose

Enter the number of additional hours the candidate has worked and any expenses incurred during the
new timesheet period.

& Additional Timesheet Details

Ref Mo. W Period End : W
C ;::E"‘t Eclipse Software
andidate : | anthony Hopper
460 Tie: |Programmer Enter the new )
Standard: [ @I 015 gog timesheet values in the
oT 0.00 OTE:] 0o additional timesheet
aTz 0.00 aTy: 0.00
073 0.00 0T 0.00 screen
oT4 0.00 aTs: 0.00
Accom, 0.00 Emp NI 0.00 /
Travel 0.00 WD : 0.00
Other 0.00 Cl5 Deduction : 0.00 . . y .
Total Expensas 0.00 Markup - 56.00 Se|eptmg SaVe at thlS
Cand Py [TaTT e VAT Gl Py 7575 o VAT point will create the
and Pay 1E0.00 24 ient Pay [ 21g.00 &% e -
| 16000 e, VAT | 25260 ine.veT additional timesheet
. with the new

information
_

D Close I Save

Selecting ‘Save’ at this point will create a brand new timesheet for the adjustment. This timesheet has
the same reference number as the original but has the suffix ‘A1’ indicating adjustment number one.

The ‘Adjustment’ tab in both the original timesheet and the adjusted timesheet records display both the
original timesheet details and the adjusted timesheet details.
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% Timesheet Details - Programmer at Eclipse Software {Anthony Hopper)

Timesheet Details Schedule

Original Timeshest Details
Units Worked E0 [Standard 5‘
oo [om
| oo jorz
| oo jorz |
docom [ pon TetalEsp o[ oo
Trawel:| o0
Other:| oo

Enmp NI 0.00 Markup [ 262 50

WD | oon

Cand Pay: [~ 750,00 & VAT [ 750,00 inc. VAT

Cllent Pay:| 1mz50 &% YAT | 118383 ino. VAT

Adiustments -5 | Croaed | Ref Mo

% 040220010 TSH-20271:41

| Basic [ 011 [ 0712 [ 073 | Exp... | Status
5 0 0 0

Pending

Timeshest Details after Adjustments have been appisd

Unitsworked:[ 4550 Wﬂ
0.00

| oo
| om |
Accom:[ gog TollEw:[ 000

Trawel| o0
Others| oo

Ernp NI - 000 Makup:| 31850

wiD:|  om
Cand Pay:[ 000 ex YT [ aj000 inc. VAT

Dlient Pay:| 122,50 & VAT | 144349 ine. VAT

NI

R ‘

HRsiect ‘

[ZEdt @ Clase

Both the original and

additional timesheets
display the changes in
the ‘Adjustments’ tab

The original details are at

the top of the screen and

the adjusted information
is at the bottom

Add the new timesheet
image using the blue
paperclip button

_

In the adjusted timesheet record, the faxed image of the second timesheet can be attached using the
blue paperclip attachment button at the foot of the screen.

Note:

The original timesheet record will clearly show that an adjustment has taken place.

ﬁTimesheel Details - Programmer at Eclipse Software (Anthony Hopper)

Timesheet Details

Schedule Adistrients

Fief No. :[T5H 20271
Client: [Eckipse Software

Address : [Pomiand Tower
Portland Strest
Manchester

Postoode : {41 aLF
dob Tile: Frogammer

Urits worked: [ 3750 [Standerd ﬁl

o000 joti

000 Jorz

Total Units:[ 37.60

% charge clisnt Notes

Aceom. - [ 0.00 1o | 0.00
Travel:| oo 10000 000

Bt
Other:|  goo | 10000 | 000
[ [

TotalExp:[ o0 10000 000

Timesheet Mumber ‘ PO Number |35755

Date Registered : [03,/02/201014.02.58

Condidete :[anthong Hopper
Address  [30 westminster Crescent

[Hebbum
[Tyne Aind Wear

Posteode : [NE31 2JE

Period End :[7,/02/2010

EmpNI[ gop OIS deduct, 000

WTD | 0.00 Markup:| 28250

CondPay:[ 7ooon ex AT [ 7epop VAT @0%

000 jora ~| CientPasy:| qor2s0 esVAT | 11page VAT @175%

Exp. Notes

Stalus : [Invoiced

I Consubant, 5=
s

Noninal:[aooe Invoice Ref. [

MNOTE: Undergone an

adjustment

OWkion:[Manchester

I Norrinvoiceabls Timeshest 232

Mairlist Navigation

o m

EEIEITIRY|

-&Auduima\| &,}Ad\ustmem‘ [ZEdt ‘ @ Close |

The original timesheet
clearly indicates that an
adjustment has taken
place
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25 Rejecting Timesheets:

Timesheets can be rejected in Eclipse. This can occur in either the timesheet record itself or within the
faxed image screen. Timesheets could be rejected for reasons such as illegible writing etc.

The screen shot below shows the ‘Process timesheets using the image folder'. The ‘Reject’ button is
found at the bottom of the screen. Timesheets can be rejected at the processing and authorising stage
when using the faxed image method.

Select ‘Reject’ either
at the processing or
authorisation stage
using the image
folder

e g ko Pt s Do e e O D

03| Xu %) n | P Tive v ] 9 o 24| Ao i | © 0 |

When rejecting a timesheet, the following screen appears. A list of preset reasons for termination is
provided. Alternatively, use the ‘Reason’ box to add any additional notes as to why the timesheet has
been rejected.

¥ Reject Timesheet X ]
= reccttrochest A list of preset reasons for
eiaisclinackast termination is provided.

Alternatively, use the

Please enter the reason For rejecting this timeshest in the box provided

below. ‘Reason’ box to add any
Reftio.:fisizosse additional notes as to why the
Presets o =l timesheet has been rejected
= P Lo g N

Receipts missing for Expenses

Hours on timesheet are mismatched

"Wrong timesheet

The client is not set up

Multiple weeks on one timesheet =
Ineligible timesheets b

(@ Cancel | & 0K

The following screen shows a timesheet record itself. Timesheets can be rejected from here only after
they have been processed. Select the ‘Reject’ button at the foot of the screen:

ﬂTimesheel Details - Programmer at Eclipse Software (Anthony Hopper)

Timesheet Details Schedule

Fisf Mo, - [T5-20271 Date Registered : [03/02/2010 140268 @

Client:[E clips Softwars Candidate :[anthony Hopper
Address : [Portand Tower Addiess  [30 Westminster Crescent

Partland Street |Hebburm
Manchester | Tyne &nd wear

Posteode:[M1aF Posteode : [ME21 21E
Job Title : [Frogrammer Feriod End - [07,02/2010
UnitsWorked:[— 3750 [Standerd il Emp NI 000 CiSdeduct:[~ poo .
o0 [ar S T Uit L A timesheet can only
oo jotz CandPay:[ 7spon ex¥aT [ ango VAT @0 : H
oaa fors | e | e AT | eseavaT @175 be rejected from this
TotalUris:]— 37.50 % chagecent  Nees| screen after it has been
Accom:[ oo [ o000 [ om
ey — oo o0 I — rocessed. The button
Exp. Motes
Other:|  goo | 10000 | 00 H e H
is not visible up until
TotalExp:[ 000 | o000 | 000 5 T . . p
t8tLs | [Processed th t
Timesheet Number | PO Number: 3575 IS poin

r
LogsTomsuitant: [yictoria Parker

Nominal:[ioo230020  Invaice Ref.:| Division : [Manchester

=]

Mainlist N El
B3| y| | Q,| q,fim'w:?'g ‘°"$| 9 addtionsl| ' Reect ZEdt | @ Ciose

Page 119 Last Revised: June 2012



Eclipse Software Ltd
2012

Eclipse User Guide
Eclipse for Temps and Contractors

Once a timesheet has been rejected the information is recorded in the schedule tab of the timesheet
record itself. Eclipse records the date and who rejected it plus the reason for the rejection.

Timesheet Details

# Timesheet Details - Programmer at Eclipse Software (Anthony Hopper)

Eox)

Date Authorised

Authorised By |

Schedule Adjustments
Schedule: 5 Tpay [Date [Stat_ [ End [ TotalUnis | Status | Motes [

Name Pay  WID EmpNI Chame Magin% Markup Invoice  HP

Standard :[standard | zoo0[ ooof ool 2000 3soo| oo 2ro0 I oe
0T1:joTy | ooo| ooo|] oool ooo| ooo| ool ooo I
072 |oT2 | ooo| ooo| ooof ooof ooof ooof o000 I

0T3:joT3 | omo| om| ool ooo| oo omo| oo v

DateProcessed [ Datelmsiosd:[ ™ inchudedinBaich
Processed By | Invvoiced By | Invoicing

Date Rejected : [04/02/2010 14.53.55 2

Rejected By : victoria Parker

The ‘Schedule’ tab on the
timesheet record sites the
time, date, who the
timesheet was rejected by

K and the reason

timesheet only
[~ Paid/Exponted to Payiol  F1eiected Reasen:[ilisgibe writing
Date Paid/Exp
@2
Wainit Nawigation =
0| > | %\ FEECEE 5. Process ‘ [ 2 Edt ‘ © Close |

Finally, a task and reminder is created and assigned to the owner of the timesheet record in Eclipse.

% 1 Reminder,

Reminder List

& | Date/Time

Subject

Consultant |

[ 04/02/20101453 Rej

jected Timeshest Wictoria P...

——

Digmniss Al

Click Snooze to be reminded again

Open ltem | Dismizs |

i

|5 miriubes

[~ |

SnnnzeAII| D Clase |

Finally, a task and a
reminder is automatically
generated for the owner of
the timesheet record
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