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This guide shows how to set up your Document Management module and explains how to apply and
manage documents through your Etz system.
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Introduction

This guide explains how to make full use of the Document Management Module on Etz and shows
you how to create various document types - including template documents - and details how to
apply them to entities on your Etz system, such as Clients, Suppliers, Candidates and Assignments. It
explains the notification options and how to use the reports to highlight which documents are
outstanding and those which require action.

Firstly, there are three distinct stages to creating and applying a document on the system:

1. Create the document as a Document Type to represent it on the system

2. Apply the document to an entity on the system, for example Assignment, Client, Supplier or
Candidate

3. Initiate the process by ‘sending’ the document to the recipient

Document types can consist of either ‘Signing” or ‘Uploading’ documents; with documents requiring
signature they can be sent from the system for signing in various ways and they return to the system
following signature as signed document. With Uploading documents a request to upload a
document is sent from the system, for example a VAT registration certificate for a limited company
supplier, and the recipient then uploads the relevant document, ready for approval by the
administrator.

Within Signing types of documents, templates can be creating using merge fields extracted from Etz,
therefore upon applying the document to an entity the system will merge data from that entity into
the document which can then be sent from the system for signature.

Notification options for Document Management include our Etzsign function where the recipient
receives an email containing a coded link to the document where it can be signed electronically.

On-line notifications can also be sent via email requesting the recipient to log in to the portal to sign
the document.

Documents can also be placed on the recipient’s portal, available for them to sign or upload next
time they log in.

The Document Management module includes a facility to ‘chase’ recipients for outstanding
documents where they receive an email or SMS from the system reminding them to action the
outstanding document request.

Document Management reporting includes a status report allowing the user to focus on documents
outstanding of a particular status, or all outstanding documents. Also included is the Document
Expiring report which provides details on any documents about to expire, enabling the user to
replace them if appropriate.
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Setting up Document Management

Template Documents

Template Documents are created within MS Word and utilise the Mailmerge functionality, therefore
the first step in creating this type of document for use on your Document Management module is to
extract a ‘recipient list’ of merge fields for use in the template document.

Example Recipient List
As documents must be attached on an entity on the system, you will need to decide which of these
is relevant to the document template you wish to create:

Home Change Agency Context Change Password Reference Data Document Management 1

Example Recipient List

Assignment
Candidate
Client

Uy

Supplier

For example, if your document is assignment- specific then it would be most appropriate to use that
recipient list and it should contain every variable you would need relating to the assignment.
Alternatively if your document relates to suppliers then it would make sense to use those available
fields from the supplier list.

To extract a recipient list, click on the select icon:

Recipient List for Supplier(s)

Select Supplier(s) : | A Plus Accounts Ltd

Download Excel

Next you must select an example from the entity and this is used to indicate what each field is used
for and will assist you in applying the fields to your document template.

Click Download Excel and then choose either Open or Save (for the purpose for this example we will
Open the list to Excel):
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File Download .

Do you want to open or save this file?

Home Change Agency Context Change Password Refer* Name: Recipientlist.xls r Pay!
Type: Microsoft Excel 97-2003 Worksheet

From: www.timesheetz.net

Example Recipient List

| Oven J[ save J[ Concel ]

Assignment g Always ask before opening this type of file

Candidate ®

Client g @ While files from the Intemet can be useful, some files can potentially
harm your computer. if you do not trust the source, do not open or

Supplier (43 save this file. What's the risk?

The fields contained within Row 1 on the Excel file are the merge fields we will use within your
Template document:

)" Bl Rt DisplayAspeseviones [Fead-Onky] [Compatiiey Mede] « Micipsoft Excel =l ————
_ Wiws e Pegelapet Poreaiis Deta Sewew - aPoan
— “we L
X B . - A" AT - - 3 P . 3 = gvimm- X Awp |
3 3 Al 0 AN e @ = wop Tee Generst m & 9 Powses | @ )r Lﬁ 0 j
Paite - + &- - 4 3d Aden Centyr = - 3 X Coravonal Foest  Ced Loy Sand R A Share Wetés
. s 810 YEe e A E¥a kix SR Aot 5 Confr g »t " % '=:nm:<q- o Tatdn v Byt - SIFOONIL T 2% ppige > Selectc B r’u - =
Mmanid o timt Hagnent . hustiet M " Camng Wit
AL - & TodayOate >
[ st st | ;N B - T B o i { == 1 F =1 £ H T
) ,uoo:mpm,fum LbeComparyNe  LidCompanyhddress]  LtoCompanyAcdieas?  L1dC yAddessd  LI0C yA 4 LuaCompanyAccEmail L19C
2 WO 011 APus Accounts Lid 685876 12 High Street Lewss Sussen RH12 1HG Jomthaphsaccounts com  ASE |
3
4
3
& |

Save the recipient list of merge fields ready for use in your Word template document in the next
stage of the process.
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Creating a Template Document using MS Word
The next stage in creating a template is to open your document (or create one if you do not already
have a suitable document) within Word and click the ‘Mailings’ tab:

Hame  Dneet Mape Lagour uu-u'-.‘uua..‘u- View

X T : : - B R BN W4l (PN (3&
B % B E 9 :a L'i Lﬂ "mmvuu '_gvmv :‘u 1 rere
Emerloped Label  Start Mal  Sehet £an Magnhgin Agdiess Geano Insed Merge Fnith &
Merge * Recioents = Recgiem i Liege fun Boo Fods 8 Upsale laen lumn 3 At Chsk tae tireny Merpe «
St phst Marge mummu Nexrew Rosuns Foun

A Recruitment Agency Limited Self-Billing Agreement
THES AGREEMENT is o of he deladen takow
BETAEEN - (hereinafar Catled ‘the Sugplier)

WhIaR registeced qutall a 35 fokdas

Nama:

Company Name

A Recrutmant Agency Limitad, whasa regisiarad office &5 stuaned atho 5 Lonaan Stroet. Lendon,
WI2Y TRY

Condtons of Accegance

1. The ab me 10 provide A Agancy Linilad with 3 copy of
iz cutrent VAT ana Centficateof

2 Thie suppsies must 00t raie VAT i oas 10 565 pect OF Suppiies Uashr s 3G ameet

Next click Select Recipients then select the option to ‘Use Existing List’ and browse to select the
recipient list extracted from Etz:

Documents library
Docurent Mgt

';’C-vaib Marrw Date modifwd
Desktop
|6 Downloads m Document Mansgement Gusde D LT U R |
i Racent Places ﬂwungmnvu 1821012011 413
& e s.uanng s Tempk pl 2,00/2011 1216
B Dicison ] RecipientList suppliee 0TI 12T Microsolt Excel 97-200:
2 My Documents 18] client fields D209 I50 Microson Excel 37-200!
& Public Dm ) Confidentishity Agreement Templete 06092011 2242 Miczozoft Word Docun
&' Musc ) Chient Contract 13/07/2011 13:58 Microsoft Word Decun

) Chent Contract Template Eample 13/07/20113347  Microsoft Woed Docun. _

mmummm«mummmnmmwm
W12Y TKY

Conations of Acceptance

1. The above company Bhe Supplier] agrees 1o provide A Recrultment Agency Limitled with a copy of
#e rurrant VAT Ranietrafinm Maddirats and Cacticsin af inramoerabon
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Now you have attached your Word template document to the source field list you will be able to
click ‘Insert Merge Field’ to select each field you wish to incorporate into the document:

B o a0 Roelwen  eeemsl | Mg Revew  View
. N eemm - \ 2 Putwn ~ y L R ) »
. y —’}, g \ ) = 2 b{ ! L )
= »- 1 — i - " v

- Lo Mt Fresdy 73 Pl Recuien
Peaizped Ladels  Start Ml et rde tagatighl  Adibrens Grestng lnet Merge Fresuw T &

Merge = Masgients = Oacrent Lk Mergs Piedds - Siooh L Pierd - = Hasuets Ato Chec 1or Dmanm  — pagrge «

-

vt att Vabl Marge VWt B\ et Shatelt

A Recruitment Agency Limited Self-Billing Agreement
THS AGREENMENT |8 made on Ihe dats of e sctionc sgnatinrs Owiag g below
EETWEEN sLACompanytianss Nersmater caled MeSuppler)

nhoee regriered dulais e ot foliows

Niwerw sLiaComgamnConticts

Company Name sLComgaiytiames

Address alioc 1o, oLIS ¥ 2|
VAT Beg. o

Comean feg. Mo

and

A Recutment Agency Limfed whose regiteredotfNce is shuated 2 No 5 Londan Skeel Lonson

Continue inserting the merge fields until you have everything you need in the template document.
Save this document in a secure place ready for the next stage of creating a suitable Document Type
within Etz for this template (specifically for information on how to create template documents refer
to the section on Signing Document Types).
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Custom Fields

We have a number of ‘Custom’ fields that can be enabled on your site for use with Document
Management. These fields are available in the following main entity areas:

o C(Client Entry

e Supplier Entry

e Candidate Entry
e Assignment Entry

If you wish to utilise these additional fields for use on your Document Templates please log a
support ticket via the Support menu on your system and we will enable them for you.

Candidate Entry

Main Details || Document Management | New Starter | AWR Grouping

User Name davidc70
Unique ID 1013

Agency Ref 00000009

Payroll No 00000009

Title Mr

First Name David

Last Name Carter

Date of Birth

Email joh@etztimesheetsolutions.com
Mobile Mo e.g. +447973123456
Address 1

Address 2

Address 3

Address 4

Address 5

Address 6

Custom Text 1

Custom Text 2

Custom Text 3

Custom Text 4

Custom Text 5

NI

Preferred Supplier PAYE Candidate E|
Login Allowed

Update Suppier Record on LIVE Assignments [
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Document Types
There are two main types of documents — Uploading and Signing.

Uploading Document Types
For ‘Uploading’ documents suitable examples could be a VAT Certification or Incorporation
Document that you are asking the Supplier to upload:

Document Type : 1429426
Document Class : Workflow
Description : Ltd Co Cert
Notification Description : Ltd Co Cert

Action Required : 'Uploéding

Attached To : | supplier

Action By : Supplier
Workflow Check :

Select File :

Update

To create these as Document Types you simply follow the example above by setting the Action
Required option to Uploading. Set the relevant entity on the Attached To option and Action By
fields to suit your document type (but you could have a document that is Attached To Assignments
but is to be Actioned By the Candidate or whatever combination suits the purpose).

It is not necessary to attach a file as you will be asking the recipient to upload a document (but the
system will allow you to attach one which can be useful if you wish to present the recipient with a
document for them to print off, sign manually, scan in then Upload).

Click Update to save the document type and the system will confirm back that the item has been
saved.
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Signing Document Types
Documents requiring ‘Signing’ can be either template-based or complete documents (where the
document has already been fully created outside of the system):

Document Type : 1577172

Document Class : | Workflow

Description : Supplier Agreement
Notification Description : Supplier Self Biling Agreement
Action Required : Signing

Attached To : Supplier

Action By : | Supplier

Workflow Check :

Select File :

Update

Browse to select the relevant document, either template or full document as appropriate and click
Update to save. Please note the system will accept file types of .DOC, DOCX and .PDF. The system
will confirm back that the item has been saved:

Document Type : 1577172

Document Class : ‘Workflow

Description : Supplier Agreement
Notification Description : Supplier Self Biling Agreement

Action Required : Signing

Attached To : 'S_u_pplier

Action By : 'Su_pplier
Workflow Check :

Select File :

Template saved.

Update
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Applying your Document

After creating your Document Type, you are now ready to apply it to an entity on the system —you
do this by clicking the link to add a document then selecting the relevant document type from the
list (please note only document types belonging to the entity will be displayed):

Edt Document : New

Sef B Agreamant

16 September 2011

16 Sapterbar 2012

o

Set any dates as relevant (although if you are using a template document the dates may be picked
up from the entity you are applying the document too, for example if the document relates to
assignments the start and end date may reflect the assignment start and end dates) and attach a file
if appropriate (again if using a template there will be no need as the system will create one for you).

Only tick the option to disable timesheet entry if relevant as this will block timesheets from being
submitted until the document process has been completed.

Click Update to save the document and the system will confirm back to you with a relevant message.
Click the red cross in the top right corner to close the window.

At this stage of the process the document will be flagged in blue (as in the example above) to
indicate the document has been initialized. The document can be viewed and edited if necessary by
clicking on the first icon highlighted below and can then be issued using the Manage Workflow icon:

Home Changs Agancy Cantaxs Changs Passwvnid  Rafarance Data Document Managemant  Tromshast Sakes Fwvokes Payiod Soppier Paymmnts Reports Support Admn

Jo Wil (ZTE Betrutunent i)
Supplier Entry
Mamn Detads | Document Management
Documents
Rel Description Notification Description For Start Date Expires On Status 0
Q D 1557871 5e¥F Bill Agreement Seff Bl Agreemeant Sigring 16 September 2011 16 Septeamber 2012 0 o ﬁ et

Update Dack

10
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Editing the Document created from a Template

Documents derived from a template remain as a Word document where they can be amended at
any stage prior to ‘sending’ from the system. At the point in which the document is sent it then
converts to a .PDF document type where it cannot be amended.

If you wish to make an alteration to the merged document you firstly need to view it, where it will
open as a Word document (as in the previous section). Make your changes and save it on your
pc/network under a new document name. Next close the Word document and click the Select icon
on the document item in Etz:

Home Ohange Agency Context Change Password Refgrence Datas Oocument Management Timesheet Sales bwoces Payrol Supplet Payments Heports Sipport Admn |

Jo Hill (1% Recristment Inc)
Supplier Entry
Mam Details | Documaent Management
Documents
el Description MNolification Description for Start Dole  Expires On  Status &

Q c 157N Supplier Self &dling Agreemant Supplier Seif 8lling Agreoment Signing 26 Sep 2011 24 Sap 2012 o m 0 -—

Update Back

Here you will be able to browse and select the revised version of the document:

Edit Document : 1577177

Document Type : Supplier Agreement

Mo. Pages : 1

MNotication Description : Supplier Self Biling Agreement
Action Required : Signing

Start Date : 26 September 2011

Expiry Date : 26 September 2012

Create document from available template : [

or replace the final docurmnent with an uploaded PDF or DOC file.
Select File :

Disable the following tasks until the document is signed.
[ enter Timeshest

Click Update and the new document will be saved in place of the previous one derived from the
template.

11
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Issuing the Document

Here you will be able to select you who you wish to notify and how you wish to notify them (please
note that in order to send a document to a Supplier or Client you must first ensure you have created
the individual as a Client/Supplier User on the system):

Sef Bl Agrassmient with status of Ir

Available Signatories
Name Emall

Sttt | Jabn sch@etztmesheatsokty

Notification options

When you are ready to send the document, click to initiate it. Depending on which notification
option you have selected, the document will be either emailed as an EtzSign/online request or will
be placed on their portal when it will be available next time they log in.

At this stage in the process the document will be flagged amber to indicate it has been issued but
not yet signed/uploaded:

Supplier Entry
Main Details | Document Management

Documents
Ref Description Motification Description For Start Date Expires On Status ﬁ
Q 1557871 Self Bill Agreement Self Bill Agreement Signing 16 Sep 2011 16 Sep 2012 ) (& &8

Update Back

The next section of this guide provides examples of how the documents are issued to recipients.

12
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Lead Consultant ‘CC’ Option
With documents attached to the Assignment area of the system, you will be offered the option to
‘CC’ the lead consultant on the assignment if you choose an email-based notification option:

Contract for Signing with status of Initialized

Available Signatories
Name Email

Brown, Jane Timesheetz@hotmail.co.uk

Hunt, Joanna joh@etztimesheetsolutions.com [l

Motification options
Send email notification with 'Etz Sign' link.

Send email notification with site login in details. []

No Notification. (Wil be available at next login.) [
CC Consultant (Mark Allen)?

2

Please note this will only be available if a consultant has been selected on the Categories page of the
Assignment Entry.

13
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Issuing a Document Request
Notification options for issuing documents for signature or upload requests include the following:

e Email containing an EtzSign link to sign a document (not appropriate for upload requests)
e Email asking the recipient to login to sign/upload
e No notification — place on portal

Dependent on the notification option select for the document, the recipient may receive an email
containing a coded link to the document for their signature or they may receive an email asking
them to log in to upload or sign the document. Alternatively the document may have been ‘placed’
on their portal available for them next time they log in.

EtzSign Notification
An EtzSign document email looks like this (please note the wording contained within the system
email templates can be amended to suit your specific requirements):

A signature request from ZTE Recruitment Inc for a Self Bill Agreement

joh@etztimesheetsolutions.com
Fri 04/11/2011 15:37
joh@etztimesheetsolutions.com

Dear John Smith ,

A Self Bill Agreement has been submitted by ZTE Recruitment Incfor your signature.

Can you please sign this Self Bill Agreement by clicking on the link
https://www.timesheetz.net/EtzWeb/EtzSign/Default.aspx ?Signature=3e07cd22-4010-41d8-acal-
S51lbaeefeb259&Hash=y9kWER4riHLfrsbBppOugA%3d%3d

Regards,
ZTE Recruitment Inc

The recipient clicks the coded link and the document will be displayed for their perusal:

Etz Document Sign

Hd@- QS.A [_1—/1 s.g%;_ -4‘_.]['—-

A Recruitment Agency Limited Self-Billing Agreement

THIS AGREEMENT s made on the
BETWEEN: - Smdth Accounting Lid (hereinafter called “the Suppber”)

whose regestered detasls are as follows.

CRC_

L4
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If documents are rejected at this stage a reason must be entered:

Reject Document

First Name
Last Name
Email Address
Job Title

Reject Reason

Reject Close

Upon rejection the system will email the ‘Post’ email recipient as set in the Agency Details area of
the system to notify them the document has been rejected.

Documents can be printed too if required.

To sign the document, the recipient must enter their details:

Notification to Log In
An email notification with site login request looks like the following example:

A document upload request from ZTE Recruitment Inc for a Ltd Co Cert

joh@etztimesheetsolutions.com
@ Extra line breaks in this message were remaved.
Sent: Fri04/11/2011 18:32

joh@etztimesheetsolutions.com
Dear lohn Smith,

A Ltd Co Cert has been requested by ZTE Recruitment Inc for your upload.

Please login at http://www.timesheetz.net to upload this document.

If you have not yet received, or forgotten, your user id and/or password, just click on the link "send me my
username and password" on the login page and then enter your email address.

Your user id and password will be emailed to you.

Regards,
ZTE Recruitment Inc

15
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If you are asking a recipient to log in to sign or upload a document then you must ensure you have
sent them their login details previously. These can be sent from the relevant entry list, so to send a
supplier user their login details you would need to click the email icon from the User Entry list:

User Entry
Show (V] administrators [¥] Consultants Suppliers ABCDEFGHIJKLMNOPQRSTUVWXYZALL F
Agency Ref User User Name Email Roles

8 Q Ellison , Mark marke12 mark.elison@etztime.com AgencyBatchAuthoriser
8 Q Brown , Marcus marcusb8 joh@etztimesheetsolutions.com AgencyManager =
b4 Q Hughes , Chris  chrish46 joh@etztimesheetsolutions.com AgencyOperator &=
ﬁ Q Smith, Joanne  joannes2 joanne.smith@etztimesheetsolutions.com AgencyUser &=
® Q Entry User, Client cliente2 joh@etztimesheetsolutions.com AteUser &=
8 Q Bishop , Nicola nicolab2 nbishop@ztetraining.com Consultant &=
“ Q Clydon , Emma emmac9 eclaydon@ztetraining.com Consultant &=
* Q Hayden , James jamesh30 jhayden@ztetraining.com Consultant =
“ Q Young , Darren  darreny3 dyoung@ztetraining.com Consultant (>==]
“ Q Allen, Mark marka30 joh@etztimesheetsolutions.com Consultant,Supplier =]
“ Q Winter, Rob robws rwinter@ztetraining.com ConsultantUser (=]
* Q Hadley , Sue sueh8 joh@etztimesheetsolutions.com CreditController &=
8 Q Myers, Gill gillm3 gill. myers@etztimesheetsolutions.co Supplier &=
ﬁ Q Smith , Mike mikes14 mike.smith@etztimesheetsolutions.com  Supplier &=
* Q Smith , John johns92 joh@etztimesheetsolutions.com Supplier B

Upon log in to the system the recipient will be presented with their document requests:

Home Change Password My Checklist Timesheet Supplier Payments Support

My Checklist

My Contract({s) & Other Document(s) Status

Document(s) To Action |[ Signed & Uploaded Document(s)

Ref Type Action Created Status
Q, 1697191 Ltd Co Cert Uploading 04 November 2011 0

Q, 1557871 Self Bill Agreement Signing 16 September 2011 @

16
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To action the request they simply click the magnifying glass to select the item then upload
(documents must be of PDF, TIF or TIFF format):

Upload Document,

) page madmum for 3 document of the typa(s) POF.TIFF.TTF

Upoat Close

Or of it is a signing request the simply enter their details, tick the agreement and submit:

Son Document
John
Booth
55 Umesheets@hotmal.co.uk
Acoountant

Wl 1 agrue that the nformation sntesed 53

ocument, [ athorse the document

Submit Close

17
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No Notification (Placed on Portal)

Selecting this option will ensure the document(s) are placed on the recipient’s portal where they will
be visible next time they log in to Etz:

Home Change Password My Checklist Timesheet Entry Support

My Checklist

Welcome to ZTE Recruitment Inc

Before you start work you need to complete the items below.
If you have any difficulties completing this page or any personal details are incorrect please contact Contractor Payments on 020 9

My Information Status

There are no tems to display.

My Contract(s) & Other Document(s) Status

Document(s) To Action | Signed & Uploaded Document(s)

Ref Type Action Created Status
Q 1714629 Agreement Signing 14 November 2011 0

To action the document request they simply click the Select icon (magnifying glass) and sign or
upload a document as required.

The document status indicator will change in line with its current status, for example Awaiting
Approval if an uploaded document or Signed if successfully signed.

18
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Document Management Reporting
There are several reporting options and features within the Document Management menu designed
to assist with the management process:

Document Reminders

The ‘Send Document Reminders’ option will detail any documents where the process is not yet
complete, for example documents that have been ‘sent’ to a recipient but not yet ‘signed’ or indeed
‘signed’ documents that have not yet been approved:

Home Change Agency Context Change Password Reference Data Document Management Timesheet Sales Invoices

Send Document Reminders

Candidate Mobile Email Status ]
Allen, Mark joh@etzrtimesheetsolutions.com Signed [l
Back, Meil +447970254172 10OH@etztimesheetsolutions.com Signed O]
Booth , John +447739024895 timesheetz@hotrmail.co.uk Sent
Brown, Jane timesheetz@hotrmail.co.uk Signed O]
Cooper, Mark +447914402571 timesheetz@hotrmail.co.uk Sent
Smith , John joh@etzrtimesheetsolutions.com Signed

Smith , John joh@etztimesheetsolutions.com Downloaded For Fax Back [C]
Smith , Mike mike.smith@etzrtimesheetsolutions.com Sent ]

Click here to send docurnent reminders.

When sending document reminders a relevant email template will be used dependent on the type of
document and notification option selected. The following example is relevant to a ‘Signing’ type of
document with a notification option of Etzsign:

Document(s) Requiring Signing Reminder from ZTE Recruitment Inc

joh@etztimesheetsolutions.com
Sent Mon 14/11/2011 13:36
joh@etztimesheetsolutions. com

Dear John Smith
Our records show that you have 1 document awaiting signing.
Please log on at Timesheet Manager or click on the link(s) below to sign your documents.

Self Bill Agreement - https://www.timesheetz.net/EtzWeb/EtzSign/Default.aspx ?Signature=3e07cd22-4010-41d8-
acal-51lbaeefob259&Hash=y9kWER4riHLfrsbBppOugA®%3d%3d

Regards

ZTE Recruitment Inc
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Document Status Report
The Document Status report details documents using the same criterion on the Document
Reminders, therefore any documents where the process has not yet been completed will show on

this report:
& Report Display - Windows Internet Explorer o ==
Select Status Iwv |

¥l rejected
V] waiting For Upload
¥ Awaiting Approval

Here is a key of document statuses:

Initialized — documents have been attached to an entity but not yet ‘sent’ to a recipient
Sent — documents have been sent to a recipient but are outstanding

Signed — the recipient has signed the document and it is awaiting your acceptance

Rejected —the document has been rejected by the recipient

Waiting for Upload — document upload requests have been issued to the recipient but no
documents have yet ben uploaded

e Awaiting Approval —a document has been uploaded and is awaiting administrator approval

This report should be used regularly as part of the Document Management process to identify which
documents are outstanding and which require attention. Using the data on the report the
administrator can refer back to the relevant document entity to address any issues (documents can
be resent and set as signed as required).
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Documents Expiring Report
For those documents where expiry dates are relevant the Documents Expiring report will identify

any documents where the expiry date is approaching or has been exceeded:

/& Report Display - Windows Internet Explorer - =REC X |
Expiring Within (Days) 30 Select Statue  Sent, Signed, Rejected, Waiting |v|
4 4 1 oft b Dbl o 100% [=] Find | Next d- @
Driginal File Name Date Time Date Time Expired Description Wor
Received
lest Candidate Template Contract 18/04/2011 26/08/2011 Candidate Contract
Contract 03/01/2011 29/07/2011 Contract for Candidate
AT Cert 01/06/2011 29/07/2011 VAT Cert
andidate Contract 01/06/2011 30/09/2011 Contract for Candidate
ontract 03/01/2011 01/07/2011 Contract for Candidate
est Candidate Template Contract 30/07/2011 30/08/2011 Candidate Contract
AT Cert 27/08/2011 28/10/2011 VAT Cert
[[Fest Candidate Template Contract 27/08/2011 28/10/2011 Candidate Contract
andidate Contract 27/08/2011 28/M10/2011 Contract for Candidate
andidate Contract 01/06/2011 26/08/2011 Contract for Candidate

For any documents that need to be replaced due to expiry (such as Limited Company Self-Billing

Agreements for example) a new document can be added and issued as relevant prior to the original

documents actual expiry.
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Completing the Document Management Process

Setting a Document as Signed
When a document has been uploaded by a recipient it will take on a status of ‘Awaiting Approval’
until it has been set as signed by the administrator.

The Document Status report should be used to identify which documents are awaiting approval and
these documents must be set as signed from the entity they are attached to — this example shows a
document that is attached to the Supplier entity that has been uploaded by the recipient:

Home Change Agency Contaxt Clange Password Reforance Data Document Management Tenesbaet Saws Invokes Payrol Suppder Payments Reports Support Admn #

Jo Hill (/1% flecrutment Inc) ¢

Supplier Entry
Main Detags | Document Managemant
Documents
el Description Motification Descrigtion for Stort Date  Expires On  Status ‘
Q B 1718276 1td Co Cort ttd Co Cort Uploading 15 Nav 2051 15Nov2012 @ RSB

Q ) 1577182 Suppher Self Bling Agresment Supplier Self Biling Agresment Sipnng 26 Sep 2011 265ep 2012 @ R G =

Update Back

The status indicator is red to show the document requires attention and the hover-over help when
you point at the indicator will state that a document has been uploaded.

To approve the document, click on the Manage Workflow icon and click the Set as Signed icon as
follows:

Ltd Co Ceart with status of Awating Approval

Avoilable Siguateries

Name Foail

ADDESh, Ade

Notification cptivas

end wmal neofication with 112 g ek,

The status indicator will then change to green to show the document has been signed:

Supplier Entry

Mam Detals  Document Management

Documents

Mol Description Notification Description fot Siart Dole
Q: 1718376 Lad Co Cert Ltd Co Cert Ugploading 13 Nov 20
Q __‘1 1577162 Suppksr Selif Biing Agreement Suppber Seif Biling Agréement Sigrng

Update Hach
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Overriding the Signing Process
Documents can be set as signed and approved before the process is completed, for example when a
recipient has manually signed a document and returned it to you via the post.

Before setting a document as signed in this instance you may wish to overwrite the original
document with a later version of the actual document that has been returned to you and we do this
by clicking the Select icon as follows and uploading the new document:

Edit Document : 1429428

Document Type : Ltd Co Cert

Mo. Pages : 1]
Motication Description : Ltd Co Cert
Action Required : Uploading

Start Date :

Expiry Date :

Please upload a PDF document for signing.

Select File :

Disable the following tasks until the document is signed.
[T enter Timesheet

The document can then be set as signed by clicking the Manage Workflow icon:

PO I SR S

Message from webpage

|'0I Are you sure you wish to set this document workflow as signed?

\

[ 0K ] [ Cancel ]

‘senmammmcam‘wm-msrgmmx. i

Send email notification with site login in details. [C]

No Notification. (Will be available at next login.) [C]

Please note that once a document has been set as Signed it cannot be updated.
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Attaching Documents Retrospectively

You may choose to manage some or all of your documents outside of the system and only attach
them to entities within Etz when they have been finalised and signed.

To use the system in this way you must still go through the process of creating Document Types to
represent the items you wish to attach, but when applying them to an entity on the system you
simply attach the document you wish to attach:

Edt Documant : New

Canddete Agreement

SormQ
15 Hovember 2011

15 Novermber 2012

18G 2 POF docomernt for sgnng

Cluzers\Jo\DocurmentsiETZ\Document Ngt\Canddate Agree | fhowse.. ]

Desable the following tasks until the document s signed.

Enter Timeshest

Upsdate

Then set the document as signed instead at that stage instead of actually issuing it to a recipient:

Agreement with status of Imtakzed

Available Signatories
Name Emall

Back, Nad JOH @ etztimeshsstsohtions.com

Notification options
Sand email nobiication with €tz Sign’ ink

Sand emad notibcabion with site logn o detadls

No Noofcation, (Will be available 3t next logn.)

B2

This way all your documents can be stored in Etz as a central repository.
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Overriding the Document Process

Voiding a Document
Documents can be removed from the recipient’s portal by clicking the minus sign on the document
item from within the entity to which it is attached:

Home Changs Agency Contest (hange Passwold Reference Data Document Mamagement Timeshast Saks Iwoicss Payiol Suppbsr Payments Rapocts Support Adimn
Jo Hilt {ZTE Recruitment Inc)

Supplier Entry
Main Detads L»;-.umé"{ l~1.m.:oo:.'n;_-ni

Documents
el DRescription Notificotion Descriplion Eor Start Date  Explees On  Status &

Q D 1577177 Supplier Self Bing Agreement Supplier Sell Bling AQreament Signng 26 Sep 2011 26 Sep 2012 o 0 0 -

Update Back

The status indicator changes to show the document has been voided, but will remain on the entity’s
record for the administrator to see:

Supplier Entry
Main Details | Document Management

Documents
Ref Description Motification Description For Start Date Expires On Status

Q @ 1577177 Supplier Self Billing Agreement Supplier Self Billing Agreement Signing 26 Sep 2011 26 Sep 2012 @ @ a -

Update Back

Removing a Document
Documents that have been voided can be removed completely by clicking the minus sign again:

Supplier Entry
Main Details | Document Management

Documents

There are no items to display.
Click here to add a new item.
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Re-opening Workflow
The Workflow on Documents can be re-opened at any stage prior to signing/setting as signed. To
Re-open Workflow, firstly click the Manage Workflow icon:

Supplier Entry
Main Details | Document Management

Documents
Ref Description Notification Description For Start Date Expires On Status #
Q 17453205 Public Liability Insurance Public Liability Insurance Uploading 29 Nov 2011 29 Nov 2012 0 @ & -
Q, [ 1617769 Supplier Self Billing Agresment Self Biling Agreement  Signing 13 Oct 2011 130ct2012 Q) () @ ==
Q, B 1517742 Ltd Co Cert Ltd Co Cert Uploading 30 Aug 2011 20Aug 2012 O (B & =
Update Back

Then click the Workflow icon as follows to Re-Open the process:

Public Liability Insurance with status of Waiting For Upload

Available Signatories
Name Email

Myers, Gill gill.myers@etztimesheetsolutions.co

Notification options
Send email notification with 'Etz Sign' link.

Ssend email notification with site login in details. [[]

No Notification. (Will be available at next login.) [

The following confirmation box will then appear:

Send email notification with site login in details. ["]

No Notification. (Will be available at next login.) [
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Once re-opened, the document the document’s status will revert to ‘initialized’, ready to be ‘sent’

again from the system:

N ETRE MIRTTT R

Supplier Entry

| Main Detads | Dooument Management

Documents
A

Hel Description Notification Description For Start Date  Explres On  Status
Q 1745305 Public Lisbdty Insurance Public Liability Insurance  Uploading 29 Nov 2011 29Nev2012 ) R B e
Q D 1617768 Supplier Seif Billing Agreement Self Billng Agreement Signing 13 0ct 2011 13 Oct 2012 O 0 a —

Q B 1517742 Ltd Co cart Ltd Co Cert Uploading 30 Aup 2011 30aug 2012 Q R w

Upclate Back

27



Document Management ‘ 2012

Contact Us

If you should require any further assistance at all please contact the Etz Support team via logging a
Support Ticket through the ‘Support’ menu on your system:

2 J1 5 pcon - Whaiioutisemer Gptores N Tl §- S R-@-

|
.*- r—-'x-—-Jbgl—

| 12 Support

} Debarr Hikng st thi Sarre, e yves checked oat cer buky velen?

1 o ek (v tive TN s a0t the pope MM yors seganie bl Ja el O Sannutooe lex | Ve Belp O
‘ [ . Ohonge sgency Gt Crangs Passwardt - Sgs Out

Lot > Dettmchoticaten san

Mo Fleass 750 you Phooe Mt

Coaws Ty Ploats St =l

Site Arma: Pees Senct. =l

Pt pravede 0 mach Sad e Comibie iy e Prssage Sehow 10 sasthe b mppert taes to ANy

SenTE v Bt OF eesin, A seeniet of S readl tees sl Ther oo B0) 18 o &5 SO0
punatie vet) 30 e § e rmme 2 furter ivereater be

Matn: You il wbus ruconss 3 supy o thex Sapport Sl for pesr recerds

Fasis 13w par memage bean

Update Sepper Reawt on LIVE Assgrreerts

Alternatively contact us on the following:

Email: Support@etztimesheetsolutions.com
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Contact Details

London

145-157 St John Street
London
EC1V 4PY

Phone: +44 (0)870 460 2698

Email: info@etztimesheetsolutions.com

Brighton

3":' Floor
37 Frederick Place

Brighton
BMN1 4EA

Sydney

Building 2

Level 1

49 Frenchs Forest Road
Frenchs Forest

Sydney NSW 2086

Phone: +61 (0)2 8005 7193
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