AWR Guide

How to implement AWR on Etz

Etz Support Team
March 2012

This document explains how to enable the new AWR functions and ensure your Etz Timesheet
Solution system is compliant with Agency Workers Regulations from 1st October 2011.
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Introduction

This guide is designed to provide existing customers with instructions on how to enable the new
AWR-compliant features within Etz.

Please note that if you wish to use these functions within your system there are a number of settings
you must check yourself as we cannot enable them automatically on your behalf, therefore it is your
responsibility to ensure these are in place and set correctly.

We advise the following sections of this guide are read carefully and if you have any further queries
on implementing the AWR options on your system then please contact our Support Team, preferably
by logging your query via the ‘Support’ option on your system (this drops into our central system
which is constantly monitored by a support technician) and your query will be dealt with promptly:

& £22 Suppart - Wndows Intwenet Explocer | i) e

Etz Support

Before filing out this form, have you checked out our help videos?
I not, dck the zm--l koo on the page whikh you require halp.

—

N H

Emad JORSarzirma ghastsoDoNS. Lo Z— l E
Phone: Fleaze type your Phone Number.,

Cose Type:  Quaston On A Feature Or Funcon

Siie Ares:  Refarence Uata [~

\:* Fayrol Suppher Fayments Reports [ Supnaml Admm Fage

Flease can you acdvise how to Slag an sssignoent s» Jo Hill (ZTE Meeruitment Ing)  Sian Out | [
R -exexpt |

| Ssomt | Ceaar

If you should require further information on the Agency Workers Regulations please refer to the
Department for Business Innovation and Skills (BIS) guidance on the following link as we are unable
to provide advice:

http://www.bis.gov.uk/assets/biscore/employment-matters/docs/a/11-949-agency-workers-
regulations-guidance



http://www.bis.gov.uk/assets/biscore/employment-matters/docs/a/11-949-agency-workers-regulations-guidance
http://www.bis.gov.uk/assets/biscore/employment-matters/docs/a/11-949-agency-workers-regulations-guidance

AWR Guide | 2011

AWR Settings and Configuration

Agency Details, Agency Info Page
The first item to check on your system is the ‘AWR Rule’ held within the Agency Info Page (Reference
Data, Agency Details):

Remittance Contact Contractor Payments Remittance Phone 020 9999 9999

From Email joh@etztimesheetsolutions.com Post Email joh@etztimesheetsolutions.com

Open Accounts:

Environment Payroll No

Company No 9999 AWR Rule Client IZ|

The AWR Rule determines if the functions are to be used at all and if so, how they are applied. The
options within this setting are as follows:

e Not Applicable — select this option if you DO NOT wish to apply AWR to your system

e C(Client —select this option if you wish the AWR grouping to be by client, i.e. if a candidate has
worked several assignments for the same client these will be grouped for the purposes of
AWR

e Sales Ledger Code — select this option if you wish grouping to be applied by client but you
have several individual records for the same client that share the same sales ledger code (so
if a candidate has worked assignments for both ‘Matthews Trust’ clients below these would
be grouped together for the purposes of AWR):

Client Entry

Active Items Only AUDCREFGHIIKLHUNOPORSTUYWXYZa )

o

MT000L Matthens Trust RS frowr

NTO0O1 pMrthags Tryer 11 s 1

AKX EEEXEXEXX
PPPPPPPPPPP
DO E

3
®

e Parent Company — this is a new high-level grouping category that we have introduced to the
system (not specifically for AWR). It allows the grouping of individual client records, for
example you have several client records for the same client and wish to reflect they belong
to the same Parent Company group. Please note more information is provided in
Appendix A to this guide.

® Agency - if this option is selected then AWR grouping will not be dependent on clients but
will be applied per candidate, for example a candidate has 3 assignments, 1 for Client A and
2 for Client B and these 3 assignments will be categorised as one group for the purposes of
AWR.

Important: Please log out and log back in again for these changes to take effect.

3
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AWR Grouping Sequencing
Also on the Agency Details, Agency Info page you will note a new sequencing for AWR:

System Name }rresheet Manzger URL ivﬁ:v:}_"wm.tmshee@ec

Branded URL tos/)devitmeseeineiSNet Defaut agprAgennyld=2380a= TR by

Setup Made F Auto Send Invoices B

SMS Enablad 72 Quiens Emafl Address 3

invoice Stylesheet IvoiceienShyeVatPerlne Agency Mode Agenty 3

Permanent Invoice : : - T

Shyiesheet TrvoicelensSoyePam Case Management 1d 0012000000
Sequence Numbers

Base Currency Gjﬂ - Type Change
gill Invoice Number Overwrite
Pay Invoice Number Overwrite

Timesheet Fax No ) (6‘,870_9289843_ 5 i Candidate Sequence 1016 Overwrite
Awr Groupnig Number 4 Overwrite |

This does not need to be altered as it will be set to begin at ‘1’ and is simply a unique identifier the
system utilizes to number groups for AWR reporting and audit purposes .
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Configuration
The following settings will be applied by default to your system configuration:

Agency Worker Requlations

Awr Cut Off Period Time Weeks 12

Awr Lapse Time Weeks 5]

Awr Start Date 01/10/2011 00:00:00
Awr Timesheet Status Id CSV 1,2,3,5,6

Awr Warning Period Weeks 10

AWR Cut Off

This is the number of weeks a candidate must work in order to qualify under the AWR regulations.
Please note that the number of units worked in any given week is not relevant, therefore if a
candidate only works 1 hour in a week this still counts.

AWR Lapse Time

This is the period in weeks that is used to link assignments, therefore if a candidate’s assignment
ends on 28" October and they begin another one on the 25" November these two assignments will
be linked for the purposes of AWR.

AWR Start Date

This is the date when AWR will begin on your system, therefore if a candidate’s assignment started
on 1* September and is due to end on 31° December, timesheets from 1* October will be used for
the purposes of AWR.

AWT Timesheet Status
These codes represent timesheet status on the system and determine which timesheets are used for
the purposes of AWR. The key to these status codes is as follows:

0 = Open 4 = Cancelled
1 = Awaiting Image 5 = Awaiting Authorisation
2 = Timesheet Received 6 = Rejected

3 = Awaiting Approval

AWR Warning Weeks

This parameter determines when the system will warn you to any assignments coming up to the
AWR non-compliant period. As default with AWR in place, all assignments will be compliant by
default unless specifically marked as ‘exempt’ and the system will highlight those coming up to the
cut off period.

If you wish to make any changes to these settings please notify the Support Team who will be
happy to assist.
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Applying AWR
Candidate Entry

AWR Flag
The Candidate Entry list now includes an AWR warning flag:

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

Candidate Entry

ActiveltemsOnIy’Z’ ABCDEFGHIJKLMNOPQRSTUVWXYZ&F

Payroll No NI Candidate User Name Email Mobile No AWR
* Q NBACK Back, Neil neib22 JOH@etztimesheetsolutions.com +447970254172 o B
®Q Booth, John  johnb6 joh@etztimesheetsolutions.com +447914402571 Q@ &2
8 Q ooooooos Carter, David  davidc70  joh@etztimesheetsolutions.com 0 =
* Q Cooper, Mark  markc68 timesheetz@hotmail.co.uk +447914402571 O =
b4 Q, HILO98 Hill, Joanne joanneh2  joh@etztimesheetsolutions.com +447914402571 0 =
“ Q Knight, Michael michaek23 joh@etztimesheetsolutions.com O &=
* Q 1006 Murray, Lorraine lorrsinemé  joh@etztimesheetsolutions.com 4447914402571 O [==5]
8 Q MYEQ876 Myers , Gill gilm4 timesheetz@hotmail.co.uk +447014402571 O &=

e Green ticks indicate the candidate’s live assignments are all AWR Compliant

e Amber hazards indicate the candidate has one or more live assignments that are
approaching the AWR qualifying period (this is defaulted to warn you after the 10 week
mark)

e Red hazards indicate the candidate has one or more live assignments that are non-AWR
compliant, i.e have gone over the cut off period and have not been marked as AWR-
compliant.

These statuses are also reflected on the AWR reporting which is covered later in this guide.
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AWR Grouping
You will note the new AWR tab within the Candidate Entry screen:

Candidate Entry

Main Details || Document Management " MNew Starter | AR Grnupia
User Mame joanneh2
Unigue ID 1001
Agency Ref [HILOO8 |
Payroll No HILD9S8
Title Mrs
First Name Joanne
Last Mame Hill
Date of Birth 250471
Email joh@etzrtimesheetsolutions.com
Mobile Mo e.g0. +447973123456
MI
Preferred Supplier| PAYE Candidate [=]
Login Allowed
Update Back

The AWR Grouping tab will detail all assignments for the candidate and will look like this example
below initially after enabling the AWR settings:

Candidate Entry

Main Details || Document Management “ MNew Starter | AWR Grouping

Ungrouped Assignments

If any items are ungrouped, they will be automatically grouped the next time the assignment is updated.

Id Client Name Start Date End Date First TS Start Date Last TS End Date AWR Status
04953 ZTE Training Solutions (ID: 15257) 01/08/2011 31/12/2011 01/08/2011 31/08/2011 Pre Awr Hp
95896 ZTE Training Solutions (ID: 15257) 01/01/2012 01/02/2012 Pre Awr *
05968  Bradwell Brown Ltd (ID: 14528) 01/09/2011 31/01/2012 Pre Awr K
Grouped Assignments

No Grouped Assignments.

Update Back
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The system will check all assighments and update the grouping automatically (this is scheduled to
occur once per day) when any Ungrouped Assignments will then move to the Grouped Assignments
area as follows (assignments will also move into the Grouped section if they are updated from their
Assignment Entry screen):

Candidate Entry

Mam Details | Document Management W Siarts AWR Groupmg

Ungrouped Assignments

If any £ems are ungroup<d, they will be automatcally grouped the next time the assignment is updated.

No Ungrouped Assignments.

Grouped Assignments

Ref Client Name Siart Date End Date Time Elapsed (Weeks) No. of Assignments AWR AWR Status
5  Bradwell Brown Ltd {SL Code: BRAGS02] 0 1 Q Pre Awr
6 ZTE Trammg Solutions (SL Code: Z ] 01/08/2011 31/08/2011 0 2 O Pre Awr

Update Back

The Grouping therefore represents the combination of the candidate working for a particular client
and is dependent on which AWR Rule has been selected for your system (see Page 3).

This example is based on an AWR Rule being set to ‘Client’ and we can see this candidate has two
groups, one for ‘Bradwell Brown Ltd’ and the other for ‘ZTE Training’ with a total of three
assignments (one for the first group and two in the second). If we click the link on ‘No. of
Assignments’ we can view the following:

Assgnment Detals O
Rel AWR Red Chent Mame Start Date  End Date  Time Bapoed (Weeks) AWR Manual Entry

=] 6 ZTE Tranng Sokbons (SL Code: ZTEON01) . Q Ho wm @

de: ZTEO001) 01/08/2011 31/10/2011 5 Q 1o e WP

This shows the number of weeks from each assignment that have been attributed to AWR (above we
see 5 weeks to reflect 5 weekly timesheets since the start date of AWR based on 01/10/2011, so
even though the actual start date of the assignment shown was 01/08/2011 the system is only
detailing those that fall after the AWR start date).
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Manually adjusting the number of weeks for AWR

The red plus/minus can be used to manually adjust the number of weeks against each assignment
within the assignment grouping and this can be useful, for example an assignment was added to Etz
after the candidate had already worked several weeks with that particular client, therefore the
number of weeks needs to be amended to reflect the actual weeks worked:

Assgnment Detais O

Rel AWR Rel Chent Namse Start Date End Dote Time Elapsed (Weeks) AWR Manual Entry
1 ZTE Traewng Sobmons (S Code: ZTECODL) 01/08/2011 31/10/2011 5 Q O — .

In the event of a manual adjustment the system will display this screen where a note must be
entered for the audit log before the number of weeks can be adjusted:

Add To Group ®
ZTE Tmning Soltons (SL Code: ZTEQDD1) (01/06/2011 - 30/09/2011) (=

Nurrber of Weeks Worked: 8

Plasse entar 3 nots helnw

The candidate actually worked for the client befcre
the sssignment was added to !t»zl.

Wpddate
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Assignment Entry

AWR Indicator Flag
The Assignment Entry list also includes an AWR flag to indicate the status of each assignment:

Assignment Entry

Filter @ candidate @ Client @ Temporary © Permanent ActiveltemsOnly¥] A B CDEFGHIJKL M1

Agency Ref Candidate Client Start Date End Date Live Manual AWR
®Q Back, Neil Matthews Trust 30ul11 30 Aug 11 ' Q =
* Q Booth , John Smith Technologies 01 Aug11l 31 Oct 11 O (=5
* Q Carter, David Norton Jones Ltd 01 Aug11 30 Nov 11 O =
8 Q Carter, David ZTE Training Solutions 18 Apr 11 26 Aug 11 O (=)
®Q Carter, David  ZTE Training Solutions 27 Aug 11 28 Oct 11 Q &
®Q Cooper, Mark  Smith Technologies 01 Aug 11 31 Dec 11 QO B=
®Q Hil, Joanne  Norton Jones Ltd 01 May 11 01 Oct 11 0O B=
®Q Hil , Joanne  ZTE Training Solutions 01 Aug 11 31 Dec 11 Q &=
8 Q Knight, Michael APT Charity 01 Oct11 01 Nov 11 Q B=
®Q Knight, Michael APT Charity 01Jul11 30 Sep 11 Q =
* Q Murray, Lorraine Norton Jones Ltd 01Junil 26 Aug 11 O (=)
® Q Myers , Gil APT Charity 01Sep11 31 Decit Q B=
®Q Smith, John  Systex Holdings 01Jul1l 31 Dec11 Q =5

e Green ticks indicate the assignment is AWR-compliant or AWR-exempt (assignments can be
marked as ‘exempt’ from within the Main Details page of the assignment, see the next
section of this guide)

e Amber hazards indicate the assignment is approaching the AWR cut-off period (this is
defaulted to warn you after the 10 week mark)

e Red hazards indicate the assignment is non-AWR compliant, i.e have gone over the AWR
cuto-off period and have not been marked as AWR-compliant/exempt.

Important - if an assighment becomes non-AWR compliant no further timesheets will be
generated until the assignment’s AWR Status flag is set to either AWR-exempt or AWR-compliant
(unless set to ‘Post AWR’ - please see the following section on AWR Status).

10
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AWR Status

On the Main Details page of the assignment you will note the AWR Status:

Assignment Entry

John Booth - Snuth Technologies [Assignment Live)

Mam Detalls Timesheet Authonsaton | Catagonss

14 354940
Ageancy Ref No

xport Ref No

Job Titds
Chient 0 S
Purchase Ordor Selact Purchase Order...
anddat
Display to Candidate Pay Detads
yment to Tty Accounts Ltd {John Booth)

01 August 2011

End Date 31 October 2011
AWR Status e Awr |
Assignment Lengt! 0.00
s
01 AugQust 2011
Start Day Monday
Time Template Weedy
lad?
Expenses? None

Updateo Rack

Document Manasgement worknow COSLOD Comasson | Tmeshaets

i 2

Contractar? ¥

I

[erminate Assignment
=@
Estumated length in Days or Howrs .0 1

The date that bmeshests will be generated by the system

v] The start day for sach and every tmashest genarated by thha systam

The AWR Status is controlled by you and all assignments are marked as ‘Pre AWR’ by default. The

status options are:

e Pre AWR —the assignment has not yet been marked

o AWR-Compliant - use this flag to set the assignment as AWR-Compliant

o AWR- Exempt — use this flag to set the assignment as AWR-Exempt

e Post AWR — use this flag when assignments have exceeded the cut-off period but have not
yet been flagged as either Exempt or Compliant (this will allow the system to continue
generating timesheets on an assignment)

When changing the AWR Status flag from ‘Pre AWR’ the system will prompt you to enter a note for

the audit log:

11
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ncy Watkers Requistions

o 3 Nota hekoy

This candidate is exempt from AWR

Ppdate

Audit Log
The system retains an audit log which can be viewed from the Main Details page of the assighment
itself, next to the AWR Status flag:

Assignment Entry
Gl Myers - APT Charity [Assignment Live |
Man Details | Tmesheet Authonsation | Catagones | Document Management | Workflow | Casting | Commission | Timeshests

Id 93465
Agoency Ref No

Export Rel No

Job Titde
APT Chartty [APRO0SE?] (Mark Elsun ) - Ol Tuder House -]
Purthase Drder Select Purchase Onder,.. -
Candidate Myers , MYEOEDS -
Display to Canddate Il pay Detats
Payment to Red Fower Ltd [REDOSE] (G Myers ) [=] contractor? ¥
Srart Date 01 Septambar 2011
£nd Date 31 December 2011 Lerminate Assianment
AWF, 5atus Awr Exarrpt - [+
Azzgnment Longth 0.00 Estimatad length m Days or Hours ».g 10.5

Tenezheet Detads

Start Data 01 Ssotembar 2011 The date that omeshests will be ganerated by the

Start Day Monday -} The start day for each and avary timashest gensrated by the system
Tima Tenmplate Weekly with month spit

Detadad?

Expenses? Nong 2

Sto Address

Ungdate Bach

All AWR events and occurrences within each assignment are recorded here:

Log view for item : 93669

Status  Updated By gv'g"ed Time Stamp  MNotes i
Awr Exernpt Jo Hil /A 29 Sep 11 13:09 Removing from AWR Group with Note: This candidate is exempt from AWR
(Manual Group: False)
Pre Awr Jo Hill /A 29 Sep 11 11:20 Updating AWR Group with Mote: (Manual Group: False, Group Status:
Compliant)
Pre Awr Updated by workflow process N/A 28 Sep 11 23:02 Updating AWR Group with MNote: (Manual Group: False, Group Status:
Compliant)

12
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AWR Reports

There are two dedicated AWR reports available, both of which are located under the Timesheet
Reports category within the Reports menu.

AWR Candidate Report

The AWR Candidate Report shows all current, live assighnments and can be filtered to focus on
assignments that may be ‘Becoming not compliant’, ‘Compliant’ or ‘Not Compliant’ as required
(these status flags mirror the indicators shown on the Assignment Entry screen):

& Report Display - Windows Internet Explorer o] B
Compliancy Becoming Not Compliant v:
4 4.1 ofr b D » 100% [=] Find | Next @ @
Candidate Assignment Group ld Client Name Client SLCode Parent Nam
Id

I B Carter, David - Norton Jones Ltd
Carter, David 94941 3 Norton Jones Ltd NORO0034

4 m

AWR Previous Assignments

This report offers the same as above but allows a date range to entered when older assignments can
be reported on:

& Report Display - Windows Internet Explorer = | =
Start Date  01/07/2011 2 endDate 31/08/2011 = [ View Report |

Compliancy Not Compliant [~

4 4 1 oft b P s 100% = Find [net B+ (@)
Candidate Assignment Group Id Client Name Client SLCode Parent Nam
Id
|
E Hill , Joanne - Norton Jones Ltd
Hill , Joanne 96770 2 Norton Jones Ltd NORO0034

Please note that the Assignment Summary report (available in Margins and Forecasting Reports) also
includes AWR Status and Elapsed Weeks information for each assignment.

13
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Appendix A - Parent Companies

As explained in this guide, the new Parent Company feature within Etz was not solely designed for
AWR but is more a general enhancement to the system. If you have decided to apply AWR grouping
to Parent Companies on your system, then you will need to firstly enter those Parent Companies in
this new area within the Reference Data menu:

Home Change Agency Context Change Password Reference Data Document Management Timesheet <

Parent Company Entry

SL Code Parent Company Contact Addressl
* Q; SLoo21 Big Company Mr Big Brighton

Any Parent Companies will then be available to attach to each client as appropriate from their Client
Entry screen:

Dev] K

Client Entry

Main Details ‘1 Docummnt Managemeant

Parent Company [tonesee [y
Agency Raf Tt |

Sales Ledger Code ZTENOO1

Factor Code 878784

Client Name ZTE Training Solutions

Billing Contact P Brown

Hilling Contact Position

Billing Cantact Emall joh@etztimeshaeatsolutions.com
Billing Contact Telephone No .0, +44208998888
Contact
Contact Position
Contact Email
Contact Telephaone No e.g. +44208998888
Address ZTE House
Marsh Road

This is simply a grouping tool and does not reflect anywhere within the system currently, but if AWR
is set to this option then any assignments for the same candidate within a parent company group
will be classified together for the purposes of AWR.
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