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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.

EZ 1BS - The Integrated Broking System EEX
Search Quotes Risks Policies Renewals Claims Accounts Diary Reports Admin Scanning Help Exit

11/07/2006 10:13 Gﬁngtapfﬁcdﬂhks'»

/' \

leem 11/07/2006 | 10:18 | Geographical Risks

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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Client Details T Addtional Information I Comments ] Client Details I Additional Informati T Comments
Additional Details

Name | N
Address

Country of Ongin | Tay Code

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.

Client Search

Client Code: [ I

ClientlEnter the account code or Prefix{suffix with * if unsure|
Shart Name: |

Account Executive: l
Post Code: |
Contact Name: |
l
I

Policy Number:

Assured Name

Close |

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 injsorJS 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 L] (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

%
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:

Client Search

Client Code:

Client Name: {
Shart Name: {
Account Executive: | _v_J
|
|
l
I

Post Code:

Contact Name:

Polcy Number:

Assured Name

Close

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.
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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:

Client search results (2 records)

Client Code  [Name | Address | Post Code | Status
Mtz Clare Ball 1 Bndge Street KT15 4BB I

RANDALL Randall Associates Ltd 22 West Stiest ‘W1 2BB

Close Select Search Comments Send to Excel |

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.

This button displays the additional comments entered when a security
restriction is put on an account. This account does not have such a restriction.
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If however the account is suspended the following will be displayed.

Windows IBS X
A101 has Security Rating Suspended
1 - Suspended - test
12 JUL 2006

Do not use as Client monies outstanding

| QK I Cancel

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

Client Details

An example is shown below:

b | ¢ | a
Policies Claims Documents

4 3 [@ |

Accounts | Create Doc, | Create Diary | View Diary

Client Details | Addiional Information | Comments

Name |
Address |

Country of Origin | Tax Code [—
Telephone No. | i
Fax No. |
E-Mail |
Contact Name [ | -
Agent/Direct [_
Credit Terms [

Account Executive |
Credit Controller |
Client Code |spMirrTES T
WP Directory [Comicr
accountCode[ - otanding Order

Close |
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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

9

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:

Windows IBS

This client has more than one hundred policies
Do you wish to continue?

Yes No

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

Policy Options

Which policies would you like to view?

Current {
Did {
Al (e

OK Cancel

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:



Development Ltd

Client Palicy List 3
Client IMr Lee Manister
Address rMP House - Client Department, Dingwall Road1, Cropdon1, Surrey1, CR1 9<4
Palicy No. Inc. Date Exp. Date Class of Business Onginal Insured Client Reference -l
2060424 23FEB 2006 |22 FEB 2007 |HOUSEHOLD INSURANCE Mr Original Insured
2060425 23FEB 2006 |[22FEB 2007 |HOUSEHOLD INSURANCE Mr Original Insured e
2060434 26 JUN 2006 [25JUN 2007 |HOUSEHOLD INSURANCE
4050069 20NOY 2005 [19NOV 2006 |CH Test Risk Code
4059976 01JUL 2005 |17JUL 2006 |CH Test Risk Code Onaginal Assured Lee
4060163 01 MAR 2006 |28 FEB 2007 |JB
4069976 18JUL 2006 [17JUL 2007 |CH Test Risk Code Onaginal Assured Lee
4070163 01 MAR 2007 [28FEB 2008 |JB
E050027 01 NOV 2005 |13 NOV 2006 |Package Policy
E050031 21 NOV 2005 |20 NOV 2006 | Package Policy
E050035 01 NOV 2005 |20 NOV 2006 |Package Policy
E050036 01 NOV 2005 | 20 NOV 2006 | Package Policy ~|
[ ] o |
View Policy | | Sums Insured/Limits | Send to Excel | Close |

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.

Policy Summary
a el wl o 9 o] ®| 0| 2| o B N =
' Policy Number: [G0B0118  (Rellnsured: [Mr Lee Manister Business Description:
Inception Date:[07 MAR 2006 Address:  [AMP House - Client Department
Expiy Date: 25 FEB 2007 [Dingwall Road1
. ICraydon1
Lapsed ?ompetmun Bunes?
~ Section Details
Slip| CoB| Description |w/0| Order%| Placed] Closed| Brokerage|Lead Undenwriter | Client
1 BL LeesSecondary Class of B W 1000000 1250000 100.0000 22,000 LLOYDS SYNDICATE
~ Transaction Details
Suffix | CoB |CCY | Amount| Client Due| Uw Due| Instalmeni| Client | Waranty Date| No of C&R
001PM  BL GBP 100000 30APR 2006 01 MAR 2006 GPMLEETE!
0024P BL GBP 1000 15MAR2006 15APR 2006 10f10  GPMLEETE! 1
0034P BL GBP 1000 01APR2006 01 MAY 2006 20f10  GPMLEETE!
0044P BL GBP 10.00 01 MAY2006  O01JUNZ2006 30f10  GPMLEETE!
nneaP Rl RRP innn MmN 2008 M. 20Nk 4 af10 RPMIFFTFC
Premiums/Claims Summary
Curency | Gross Premium|  4pp.Premium| Net Client| Net Uwter|  Claims Paid| Claims Dutstanding| Net from Client|  Claim Ratio% |
GBP 1.100.00 1.100.00 930,50 856.70 100.00 -100.00 890,50
Transaction Detalls | SectionDetals | Sumsinswed |  Clams | oocioci i | SendioExeel | Cose |

10
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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

_'.&

Claims

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

Client Claim List

Client {Mr Lee Manister
Address MP House - Client Department, Dingwall Road1,
Cropdon, Surreyl, CR1 9X4

Claims -
Claim Loss Date Loss Details
1509 GOS0017 08 FEB 2005

QE2 damaged in the atlantic due to Stormy weather

View Claim

Send to Excel

1511 G050022 11 FEB 2005 Storm damage to DE2

1512 G050026 15 FEB 2005 Property damaged by fire on the 15/02/05, Property inv
1513 G050025 15 FEB 2005 Theft of the Crown Jewels from the Tower of London or
1516 G050029 01 MAR 2005 Household Fire on 1 High STreet

1521 JOS0414 07 APR 2005 Burglary of 1 High Street, Cropdon

1534 G050043 10 JUN 2005 Loss at sea

1548 G050043  |SDD

1549 GO50049 f

Summary

Year GBP Paid GEP Res. EUR Pad

2007 -500 1,000 25,059

2006 5,053,305 -4,953,300

2005 27492935 -14 606,685

Close |

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.

11
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The list of claims can also be downloaded to Excel.

Claims
View Help
EY| S dl 1] €] O #
Firm Order | 91[51 Loss Adjuster T Tracking T Settlements T Pay's/Res's T Movements T Comments T Add Info
Claim No. r__ Refinsured) | Client f——
Policy No. | 1 Period | to | ; Name ]
UCR: |B0933001509 BorAchiveNo: [y
Date of Notification: [10/02/2005 Claims Broker; {LM - Lee Manister |
Date of Loss: [08/02/2005 to |09/02/2005 AccountHandler: |\ ( ee Manister -l
Qualifier |C-Date claim made fiom | Claimant Name:  [HRH Queen Elizabeth
Loss Date Narrative: [ oss date of Vessel Loss Location: |Atlantic Ocean
Claim Type: % - EMPLOYERS LIABILITY | Status Date Loss Name: {Storm Damage
Status: 0 - Open - |r‘” " ;] LUNCO Code: i
Vessel/Aircraft: [E2 Client Ref: |HRHOO1
Contract No.: [QE20001 Ins. Val of Interest.  {25000000
Period/Voyage:  [12 Months at 07 February 2005 Prev. Adv. 0/5 Amt: {200000.10
Policy Period: 07/02/2005 to |06/02/2006 ‘Year of Account  |2005
Refinsured): GPM Development L Rate of Exchange: |
Insurers Ref: |DXRDTSDTSXDGXDF AiCraft Registration: |
Claim Description Additional Narrative Include in LIMNET messages |
QE2 damaged in the atlantic due to Stormy weather
| fo Ex I Close

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).

12
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Documents

==
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.)

[EZ View Client Folder Structure :_t E"JE‘
File View Help
5 wlElE vl
| Client Folder | Contents < | »\ S
= L GPMLEE A [ Name [ Modiied [ Type| Sizel =
2] 2060434 ) 4059976CN.00C 18/07/2005 14:16:45 ‘Word Document 99 \]
* g :gggggg L& 1053976.00C 18/07/2005 141644 Word Document g4| [PECLARATION UNDER COMBINED LIABILITY BINDING AUTHO]
= B ClAiMS TYPE CH
1 1561
i FORM: CH
4 SLPSCH Proposal dated:
+ L1 4060163
LI 4069976 |[ASSURED GPM Development Ltd - Bookmark Testing
+ 1] 4070163
g éfzf;rs'ls [BUSINESS Bustness Descriphon Lee
. i PERICD 12 months at 1 July 2005
+ _1] E0S0035
+ ] E050036 [INTEREST Employers Liability
+ 21 GOS0001 Public Liability
& g ggggggg Products Liability.
: 271 Gosooo4 Pollution Liability
+ _] GOS0005
% % 6050006 LIMITS OF
= 21 GOS0007 [LIABILITY Employers Liabilit
+ 1] GOS0008 GBP 1,000,000 any one occurrence including Cos
& J G050009 Expenses/Unlimited in the penod/GEP 2,000,000
i g ggggg:s occurrence Offshore
: g ggggg:g Public Liability I
+ 7] GOS0014 GBEP any one occurrencefunlimited in the ¢
+ 1 GOS0015
+ 1] GOS0016 Products Liability
&2 % gggug” GBP any one occurrence and in all in the p
+ 0018
i 3 e [y Pollution Liability
+ 21 GoS0021 GBP any one occurrence and in all in the p
+ _1] GOS0022
+ 1] G050023 SITUATION:
+ 1] GOS0024
# 211 6050025 TURISDICTION: TUnited Kingdom
+ 1] GOS0026
;i g et (CONDITIONS Third Party Property Damage excess GBP
+ 21 GOS0023 every claam andfor series of claims ansing out of
+ 1] G050030
+ 21] GOS0032 The inner limit in respect of subsidence and collaj
+ 1] G0S0033 deleted
= _1] GOS0049
: g gggggg? Millennium Exclusion Clause
1 Gos0052
: ;]—1 RNRNNS2 ) B3 2 | PREMIUM Emolovers Liabilitv -l
Status 13/07/2008 11:29

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.

13
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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 _ﬂ_"]

Ledger

=20
Accounts

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.

Ledger Balances

Name IMr Lee Manister
Address MP House - Client Department, Dingwall Road1, Croydoni,
Surreyl, CR1 9X4
Orng. Cey | Sett. Cey Items Balance Overdue
COP GBP 9 14,033.57 14,210.00
COP JSD 2 168,000.00 168.,000.00
CYP USD 1 -15,625.00 -15,625.00
SAR GBP 11 -28,314.16 12,152.50
EUR 84 144,225.27 144,004.77
GBP 35 -18,981,294.00 12,295.01
JsSD 15F 243911 82958 243 916,321.57
View Ledger Send to Excel I Histary I

Close

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.

Windows IBS

Do you wish to include items matched this period

Yes

No

14
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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.

Ledger Display

Account [Tioons | OrigCey (o ] Sett Cey [ ;]| Retneys I & Open ltems Oriy

Name  [MrLee Manister " Payable only

R } Statement I Al ltems

Standing Crder & |tems Matched Thig e r

Stat. Bal. | Balance:| 24391182958 usp I 0
Tupe| Reference |Due Date | Narative | Orig. Amount| _Sett. Amount| Outstanding| Allocate|
JNL TFRO406USD 16/06/2006 Consolidation for USD 0406 -4,500.00 -4,500.00 -4,500.00

PAY 001181 3110/2006 USD Chq2 345 345 345

PAY 001182 31/10/2006 USD22 Chq123 456 456 456

DB  G0O70182001PM 11/01/2008  Mr Lee Manister 10,500.00 10,500.00 10,500.00

DB R0O81032001PM 11/04/2008  Mr Lee Manister 35946001 35946001 359.460.01

DB  RO81033001PM 11/04/2008 Mr Lee Manister 35946001 359.460.01  359.460.01

DB RO81031001PM 11/04/2008  Mr Lee Manister 124,779.44 12477944 124,779.44

DB R0O81031002PM 11/04/2008 Mr Lee Manister 3264623  32646.23 32,646.23

DB R0O810310034P 03/05/2008 Mr Lee Manister 3,264.32 3.264.32 3,264.32

DB RO810310044P 03/05/2008 Mr Lee Manister 9,884.87 9,884.87 9,884.87

DB R0O810310054P 03/05/2008 Mr Lee Manister 10093893 100,998.93 100,998.93

DB R0810330024P 03/05/2008 Mr Lee Manister 42,688,738.60 42,683,738.60 42,688,738.60

DB R0O810330034P 03/05/2008 Mr Lee Manister 22292550 222825500 22292550

DB ' R0O810330044P 03/05/2008  Mr Lee Manister 3,393.60 3,393.60 3,393.60

DB  G070181001PM 03/11/2007 : Mt Lee Manister 270.00 270.00 270.00

L{extA/cI Cgmmentsl Irans.Detailsl Palicy I 2ale ] | l l j I Foe D l I Close l

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.

15
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Ledger Display

Account [— _] Orig.Cey I I .I Sett Cey ' __' | ; I - Opon fiems Dry
Name  |Mr Les Manister : " Payable only
Standing Order ide |tenie Matabied This Penod W m " Alltems |
Stat. Bal, | Balance: | 243911829.58 usb | 0
Type| Reference |Due Date | Narative | Orig Amount| Sett. Amount| Outstanding| Allocate|
JNL TFRO406USD 16/06/2006 Consolidation for USD D406 -4,500.00 -4,500.00 -4,500.00
PAY 001181 31/10/2006 USD Chg2 345 345 345
PAY 001182 31/10/2006 USD22 Chq 123 456 456 456
DB GO70182001PM 11/01/2008 Mr Lee Manister 10,500.00 10,500.00 10,500.00
DB R0O81032001PM 11/04/2008 Mr Lee Manister 35946001 35946001 359 ,460.01
DB R0O81033001PM 11/04/2008 Mr Lee Manister 35946001 35946001 35946001
DB RO81031001PM 11/04/2008 Mr Lee Manister 12477944 12477944 12477944
DB R0O81031002PM 11/04/2008 Mr Lee Manister 32646.23 32,646.23 32646.23
DB RO81031003aP 03/05/2008 Mr Lee Manister 3.264.32 3,264.32 3,264.32
DB RO81031004AP 03/05/2008 Mr Lee Manister 9,884.87 9,884.87 9,884 87
DB ROB10310054P 03/05/2008 Mr Lee Manister 10093893 10099893 10099899
DB RO810330025P 03/05/2008 Mr Lee Manister 42,688,738.60 42,688,738.60 42,688,738 .60
DB R0O81033003aP 03/05/2008 Mr Lee Manister 22292550 22292550 22292550
DB RO81033004AP 03/05/2008 Mr Lee Manister 3,39360 3,393.60
DB GO70181001PM 03/11/2007 Mr Lee Manister 270.00 .00 270.
Next /e I Cgmmentsl Trans. Detaﬂsl Policy I eate Paums | F I : I o I Aoe Djf I 28 I Close I

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.

16
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= | edger Comments - E _‘
Debit Note [

CCy |

T S T

Narrative

TEST ODE AB
Instalment due 071 JULY 2006

Comments

gpdate] Close |

The transaction reference, currency, amount and narrative (This is the narrative that was
displayed when the debit note was produced) are displayed.

Ledger Display

Account r—_ _| Drig.Cey ] Sett. Cey [ j I ; I &= Oipees o Dol
Name  wilis Management (lsle of Man) Limited " Payable only
. Statement  Allltems
Stat Bal | 000 Balance | 118938608 usp [ 0
Ong. Amount] Sett. Amounl] Dutstand'mg] Allocate]WFlIPayabIe IUrig Ccy ITtans. Date Ilnstalrnent I I
-51,231.84 5123184 -51,231.84 usD 09/03/2006
72407399 72407393 -241,70251 UsD 10/03/20086
-68,278.37 6827837  -34133.29 usD 10/03/2006
50,000.00 50,000.00 50,000.00 Yes uso 21/05/2007
14664329 14664329 14664329 Yes UsD 16/05/2007
276164.38 27616438  276,164.38 Yes UsD 17/05/2007
128.876.71 12887671 128876.71 Yes usD 17/05/2007
99,726.02 93,726.02 93,726.02 Yes uso 17/06/2007
19862795 19862795 198627.95 Yes UsD 17/05/2007
14728767 147.28767 147.28767 Yes UsD 17/05/2007
4965699 4965699 4965693 Yes usD 17/05/2007
16.569.86 16,569.86 16,569.86 Yes uso 17/06/2007
11.04658 1104658 1104658 Yes UsD 17/05/2007
5247123 52471.23 5247N.23 Yes UsD 17/05/2007
2485479 2485479 2485479 Yes usD 17/05/2007
2393425 2393425 2393425 Yes usD 17/06/2007
2209315 2209315 2209315 Yes UsD 17/05/2007
2301370 2301370 2301370 Yes UsD 17/05/2007
200,986.30 200,986.30 200,986.30 Yes usD 17/05/2007 i *
1933151 1933151 1933151 Yes UsD 17/05/2007 |
1841096 1841096 1841096 Yes UsD 17/05/2007
m 7 2C4 20 7 CA 20 7 ICH 20 Voo Hcn 17 NE N7 J' e
Nest A/c ] Cgmmenlsl Trans. Details I Palicy I £ T ] tPa I ] I ] I Close I

If you wish to send the full ledger to an excel spreadsheet just click on the excel button.

17
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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.

Ledger Entry Details
Transaction Reference | GO70182001PM leem
CCY | Account Original Amount| Sett CCY| Settlement Amount| Match Date | SeqNo |
USD | CO0002 - Mr Lee Manister UspD 10,500.00| Open
USD |ULLODT - LLOYDS summary acco UsD -8,000.00)| Open |
USD | PLBOD1 - Brokerage LSD -2,500.001 23 JAN 2008

Allocation Details J Send to Excel J Close |

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.

18
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Allocation Entry Details

Allocation Reference | £393
Transaction | Date| Amount| Narrative
4000855001 PM 18 May 2007 -180.00 Cold Harbour Services T/& GFAGDSFAD
4000856001PM 18 May 2007 -150.00 Cold Harbour Services T/& GFAGDSFAD
4044444031PM 18 May 2007 -180.00 Cold Harbour Services T/& GFAGDSFAD
4044444032PM 18 May 2007 -150.00 Cold Harbour Services T/& GFAGDSFAD
4071080004PM 18 Jul 2007 -22.67 GRAHAM HANSEN
4071080005PM 18 Jul 2007 17.01 GRAHAM HANSEN
4071080006PM 18 Jul 2007 17.01 GRAHAM HANSEN
4071030009PM 24 Jul 2007 -2258 GJ CLIENT ACCT
40710300710PM 24 Jul 2007 2257 GJ CLIENT ACCT
4071090011PM 24 Jul 2007 -2257 GJ CLIENT ACCT
407103001 2PM 24 Jul 2007 -2257 GJ CLIENT ACCT
407103001 3PM 24 Jul 2007 -2258 GJ CLIENT ACCT
407103001 4PM 24 Jul 2007 -2257 GJ CLIENT ACCT
4071030015PM 24 Jul 2007 2257 GJ CLIENT ACCT
40710300716PM 24 Jul 2007 2257 GJ CLIENT ACCT
407109001 7PM 24 Jul 2007 -2258 GJ CLIENT ACCT
407109001 8PM 24 Jul 2007 -2257 GJ CLIENT ACCT =
Send to Excel Close

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

Create Doc, [

(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:

Print General Documents

Lovel ) AR -
Level 2: I :_J
Print Close 1

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

Create Diary [

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:
Windows IBS X

This client is in the diary for:
! leem
mikep

Select OK on this and a new diary record will appear for you to complete.
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Date:  Thu [17/07/2008 ~]  UserName: [tonym |

Client Cade: GPMLEETES  Name: |
Policy Number: | Claim No.: |
Quote Number: [

Comments:

Update | Add

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
View Diary

To view the diary, select the View Diary option.

Diary for tonym IZI
File Help
Diary Details From|01/01/2000 _~| uptol25/07/2008 _~| Refresh | User Name: |tongm ]
Date Name Client Description Policy No | Claim No | Quote No
26 Aug 2003 0
27 Jun 2008 [JO FULL NAME TESTPACL| Quatation record created 08830
15Jul 2008 | Mr Lee Manister GPMLEE | Policy record created GO70151
15Jul 2008 [ Mrs Clare Ball 2ND BALL Test Co30023  |1115
17 Jul 2008 GPMLEE
17 Jul 2008 GPMLEE
17 Jul 2008 | ABC Insurance Brokers | 4100 C000001

Add | Edit | Delete I Print I Close

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.
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