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IMPORTANT NOTE 
  

  

This document contains technical information that is supplied in good faith, and GPM 

Development Ltd has made every effort to ensure the accuracy and appropriateness of this 

information.  GPM Development Ltd can, however, accept no liability for any loss or damage 

that may occur as a result of acting on this information, or following the procedures or methods 

described herein. 
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Introduction to Windows IBS 
 

General points to note 
 

Once you have logged into the system, your diary will appear on the screen.  When first using 

the system, a message will appear stating that you have no diary items on file.  The diary 

functions are described later in this manual. You can ask your administrator to turn your diary 

off if you do not think that you will use it. 

 

The current user logon, date, time and Department are shown on the main window. 

 

 
 

 
 

Some screens have multiple pages or ‘tabs’ as they are referred to in the manual.  To view or edit 

details on another tab, click your mouse at the top of the tab or use the shortcut key. 
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Some options or commands are displayed with one of the characters underlined – a shortcut key.  

To access this command without using the mouse, hold down the Alt key and press the 

underlined letter. 

 

Some of the fields and menu options have tool tip text to assist you when entering data.  This is 

pop up text which appears when the mouse is focused on a field for a period of time. 

 

 
 

There are various search screens in the system.  Processing a search where the same search 

criteria is typed in upper, lower or initial case (i.e. if you are searching for Mr John Smith, you 

would type in j s or J S  as the first letter of each name) will produce the same results. 

 

When entering data into a drop-down field, typing the first character of the word in the list you 

want to select may be a quicker way of selecting text if the list is long. 

 

You will also notice within the IBS system this icon  (A box with three dots (…)). This icon 

allows you to search for the available data required for that field i.e. An Account Code or Client 

Name.  It will take to a search box like the one above.
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Client Enquiry 
 

Client Search 
 

 
 

From the main window, select the client search icon or click on the word Search and select 

Account from the menu.   

 

The following window will appear: 

 

 
 

Searching using text in upper, lower or initial case will result in the same number of search 

results.  Enter the search criteria as follows: 

 

Client Code 
 

Enter a Client Code (top code).  If complete code is not known, enter a * character before or after 

the text.  For example, typing ‘*all’ would find BALL and RANDALL, ‘all*’ would find 

ALLDERS, ‘*all*’ would find BALL, RANDALL, ALLDERS and UKALLOYS. ‘all’ would 

find none of these. 

 

Client Name / Short Name / Post Code / Contact Name  

 

Enter all or any part of these fields.  Do not enter any * characters. 

 

Account Executive 

 

Select the appropriate Account Executive from the dropdown list. This record is held on the 

Name an Address file not the Quote itself. 

 



  
 

 7 

 

Policy Number 

 

Enter a complete policy number.  The relevant client record will be found.   

 

Assured Name 

 

Enter all or any part of the Assured Name.  Do not enter any * characters.   

 

Process the search by pressing Search.  If an exact match is found, the name and address record 

will be opened.  If a number of possible results are found, these will be displayed in a new 

window as shown: 

 

 
 

Select the record by double-clicking the line or by selecting the line and pressing Select.  The 

selected name and address record will be opened. 

 

If the search results are not satisfactory and you wish to search again, press Search.   

 

You can also see whether an account has been suspended by pressing Comments. If the account 

is not suspended the following box will be displayed. 
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If however the account is suspended the following will be displayed. 

 

 
 

The list can be downloaded to Excel by selecting the Send to Excel option. 

 

 

Client Details 
 

An example is shown below: 
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As you can see from the screen shot above the Client Enquiry will display the contact details of 

the client .  You will see from the screen shot that this client has been set up as a Standing Order 

client, however you can also set them up as Premium Credit or Debit / Credit Client (Refer to 

Getting Started manual on how to do this). 

 

Enquiry options are as follows: 

 

Policies  
 

 
 

To see a list of policies for a client, press the Policies icon (above) or press the F1 key.  If there 

are more than one hundred policies to display, you will be shown the following prompt: 

 

 
 

If you have chosen to continue, you will be prompted for the type of policy to view: 

 

 
 

If you have selected Current as your option, IBS will only display the policies that are still 

active.  If you have selected Old as your option, IBS will only display the policies that have 

expired.  Finally if you select All as your option, IBS will display all the policies for that client 

 

Once you have made your selection click on the OK button.  The list of policies will be 

displayed as shown: 
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To view either the policy details or the sums insured details, select the policy from the list and 

then press the appropriate button, or double-click on the relevant policy to open the policy 

details.  The list of policies can also be downloaded to Excel if required. If you open up the 

Policy screen they will be opened in enquiry mode and look like the following.  
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This is the top level policy summary, if you want to view the full policy or transactional details 

you will need to either double click on the entry or highlight it and click on the appropriate 

Transaction Details or Section Details button at the bottom of the screen (See section on Policy 

Processing (Chapter 3) to understand the input screens)..   

 

Claims 
 

 
 

To view all claims for a client, select Claims or press the F2 key.  A summary of the claims will 

be shown: 

 

 
 

The claims are shown in claim number order.  The scroll bar on the right of the screen can be 

used to view the end of the list. 

 

A claims summary by year and currency is shown in the table at the bottom of the screen. 

 

To view details of a particular claim, double-click on a claim or select the claim number and 

press View Claim.   
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The list of claims can also be downloaded to Excel. 

 

 
 

The screen automatically defaults to the Claims Details tab, however you can use the tabs across 

the top of the screen to navigate to other areas that you are wishing to view (See section on 

Claims Processing (Section 13 or 14) to understand these input screens).
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Documents  

 

 
 

The Documents option (F3) will display all of the document folders relating to the client, 

including quote documents, as below.  (Please note, your document folders may look different to 

that shown.  If you wish to change to the structure shown, please contact GPM.) 

 

 
 

To see the sub-folders within one of the policy folders, click on the ‘+’ next to the relevant 

policy number.  The folder will open as folder 4059976 shown above. 

 

To open one of the sub-folders, of which there are five (Claims, Policy {Full Policy 

Documents}, Debits, Misc {General Letters} and Slpsch.{Cover Notes and Slips}) click on it.  

Please note that if there are no Policy or Claims Docs these folders will not be displayed. The 

documents contained within that folder will be displayed in the pane in the centre of the screen. 

 

A preview of the document selected will appear in the right-hand pane of the screen. 

 

Press the ‘S’ or ‘G’ in the top-right corner of the preview pane (highlighted) to obtain a full or 

detailed view of the document. 
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To open one of the documents, double-click on it.  The document will open in a read-only 

format.  To close the viewer, select File and then Close, or click on this icon . 

 

Ledger 
 

 
 

The Accounts option (F5) allows you to view transactions that have been released onto the client 

ledger.  Selecting this option will display a summary by currency for the client. 

 

 
 

Here you have the option to view the current ledger (View Ledger), the history ledger or to 

download the balances to Excel. 

 

To view the ledger select the currency you wish to view and then select View Ledger.  You will 

then see the following option. 
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Selecting Yes on the above option will show the ledger screen with unmatched items and 

matched items that have been processed in the current accounting period (i.e. from the last month 

end) only, otherwise the current ledger will be shown.  The following screen is then displayed if 

you have selected no. 

 

 
 

From here you can see all items that have not been matched due to the fact that the Outstanding 

field has an amount within it.   

 

If you have selected yes to view ledger the following screen will be displayed. 
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You still have the same functionality as if you clicked no, however the main difference is that 

you can now see items that have been matched in the current accounting period as well as the 

ones that have not been matched. 

 

From this screen you have the facility to view any comments that have been attached to a 

transaction, send the ledger to excel, view an individual transactions details, view the policy 

information of a transaction or you can move to another account. 

 

If you wish to view the comments of a transaction, firstly highlight the appropriate entry and 

click on the Comments button.  The following screen will be displayed. 
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The transaction reference, currency, amount and narrative (This is the narrative that was 

displayed when the debit note was produced) are displayed.  

 

 
 

If you wish to send the full ledger to an excel spreadsheet just click on the excel  button.  
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If you wish to view the Transaction Details of a ledger entry then highlight the appropriate entry 

and click on Trans. Details.  The following is then displayed. 

 

 
 

As you can see from the above screenshot the transaction selected is broken down into all of its 

components i.e. Client amount, Underwriters amount and Brokerage.  If the Match Date has 

‘Open’ within it, this means that this amount has not been matched, however if there is a date 

then that was when the item was matched. 

 

The Allocation Details option is available within this screen for items which have been matched.   

This will show the user all the items that were matched with the current transaction. The screen 

will look like as follows. This shows you exactly how the transaction was allocated when 

processed by the accounts team. 

 



  
 

 19 

 

 
 

Once you have finished with the Allocation details click on the Close button. 

 

While in the main Ledger display screen you also have the facility to view the policy information 

of a specific transaction by highlighting the appropriate entry and clicking on the Policy button 

(See Section on Policies for an overview of the screens). 

 

Should you wish to view History items of a particular currency, then you will first need to select 

the currency and then click History button.  This will take you into the Ledger Display screen as 

detailed above.  The functionality is exactly the same as is it for the current ledger. 

 

If you wish to view the policy information for a particular transaction, highlight the appropriate 

entry and click on the Policy button.  This will then take you to the main policy screen.  For 

information on how to navigate around these screen, see the section on Enquiry Policies. 

 

If you have finished with the current account that you are viewing the ledger on and you wish to 

view further accounts you can do so by clicking on the Next A/c button.  This will then clear the 

current screen for you to enter the new account details.  This negates the need to close the screen 

down and go back into it, should you wish to see more account information. 

 

Once you have finished with the ledger screens click to close to exit. 
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Create Documents 
 

 
 

(Please note before using this option, Letters and Letter Categories table files in IBS must first be 

set up.) 

 

To create a standard letter, fax or other Word document, select the Create Doc option or press the 

F6 key.  The following window will appear: 

 

 
 

Select the letter category from the Level 1 dropdown list. 

 

Select your document template name from the Level 2 dropdown list and select Print. 

 

The saved document will open in Word and you will be able to make any amendments as 

required.  Save any changes and close in the normal way.  The document will be automatically 

saved in the Client Folder under the Misc (Miscellaneous) folder. 

 

Create Diary Item 
 

 
 

To create a diary entry for a client, select the Create Diary option or press the F7 key. 

 

If a diary entry for this client has been made in another person’s diary, the following prompt will 

appear: 

 

 
 

Select OK on this and a new diary record will appear for you to complete. 
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Enter the relevant policy, claim or quote number as a reference and add the comments as 

required. 

 

To save the entry, press Update, or to another diary entry select Add. 

 

When closing the diary entry, the diary is shown  (see below). 
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View Diary 
 

 
 

To view the diary, select the View Diary option. 

 

 
 

The diary will display the diary items per system user for a specific date range.  The diary will 

default to your own diary and will display items diarised for up to a week in advance of today’s 

date.   

 

These viewing options can be amended using the options at the top of the screen.  Once 

amended, press Refresh to view the new list.   

 

Where items are overdue, the date will appear in red.  Diary items with dates falling on a 

weekend will appear in blue. 

 

In the diary, items can be created (by clicking on the add button), edited or deleted and a list of 

items downloaded into Excel using the Print option. 

 

Date Field:  This is the date the diary entry was created, not the date of the policy, claim or 

quote was entered. 

 

Name:          This is the name of the insured. 

 

Client:            This is client code from the name and address record 

 

Description:  This is a free text field to enter a description or any other relevant information. 
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Policy Number: If the diary item is entered from the policy screen the policy number, client code  

  and insured name will be entered automatically. It can be entered manually if the 

   diary is accessed from elsewhere. 

 

Claim Number:   If the diary item is entered from the claim screen the claim number, policy 

    number, client code and insured name will be entered automatically. It can be 

    entered manually if the diary is accessed from elsewhere. 

 

Quote Number:    If the diary item is entered from the quote screen the quote number, client  

code and insured name will be entered automatically. It can be entered         

manually if the diary is accessed from elsewhere. 


