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1.0    HOW TO USE THE HELP SYSTEM                                               HELP        

The IPS on-line Help Manual can be called to screen by using                                

the F1 key.To exit the on-line system use the ESC key.                                      

The system is divided into topics. The user can access any                                  

of the topics by placing the cursor against the index line and                              

pressing <RETURN>. The user can navigate around the on-line                                 

system using the cursor control keys at the right hand side of                              

the keyboard, including PgUp and PgDn.  Use the HOME key to                                 

return quickly to the Contents Section                                                      

The full contents of this on-line manual can be printed out by                              

pressing the Ctrl and 'P' keys simultaneously. ENSURE before                                

printing that this will not inconvenience other users of the                                

printer as this document is quite lengthy.                                                  

2.0   HOW TO USE THE KEYBOARD                                                   KEYS        

Considerable use is made of the cursor control pad including PgUp                           

and PgDn.   On keyboards provided with a dual purpose cursor                                

control/number pad, users are advised to have Num Lock off.                                 

When adding and editing letters, the normally accepted WordStar                             

keystrokes apply, as follows:-                                                              

^E   Cursor Up                                                                              

^D   Cursor Across                                                                          

^S   Cursor Back                                                                            

^X   Cursor Down                                                                            

^T   Delete Word                                                                            

^G   Delete Character                                                                       

^Y   Delete Line                                                                            

^V   Insert Character                                                                       

^W   Save all entries on screen                                                             

^Q   Quit                                                                                   

^U   Mark record for deletion                                                               

^R   Page Up                                                                                

^C   Page Down                                                                              

The ^ sign signifies that the control key is held down while the                            

appropriate key is pressed.                                                                 

Note that in most cases use of the PgDn key will move the system                            

to the next complete screen of data.   Use of the ESC key will                              

generally return the system to a menu.                                                      

When working with data associated with debtors, creditors,                                  

employees and directors, a tabular presentation is used.   The                              

INS and DEL keys are used to add and remove entries from the                                

table.  The ^F key prompts the find facility which is useful                                

when searching for cases or company names without reference to                              

their individual codes.  Note that the instruction to search for                            

ES will locate the first 'E'mployee whose surname begins with 'S'.                          

Thus, searching for DS will locate the first 'D'ebtor whose name                            

begins with 'S'.                                                                            

When using the keyboard take care not to confuse the letters O                              

and L with the numbers 0 and 1.                                                             

Following most inputs the <RETURN> signifies that the Return key                            

should be pressed.                                                                          

3.0    OVERVIEW OF IPS                                                          OVERV       

WHAT IS IPS?                                                                                

At any point in time, the Insolvency  or Corporate Recovery Dept                            

within many firms of chartered accountants can have upwards of                              

two hundred companies on their books, some continuing to trade,                             

some being wound up, but each having assets, liabilities,                                   

debtors, creditors and employees to be managed.                                             

The IPS system is an insolvency management program which runs on                            

the powerful business micro-computers now being introduced more                             

and more within the professional general office.   When a case                              

is placed under management, the program is primed with                                      

information on assets and liabilities.   Individual debtors                                 

and creditors are registered on the system, together with                                   

realisable assets.   As cases proceed, daily transactions are                               

logged by the system, thus enabling detailed up to the minute                               

reports to be prepared.   These include, for example,                                       

statutory submissions to the Registrar of Companies, courts,                                

banks or meetings of creditors, summaries of assets and                                     

funds for senior management, or debtor listings which form the                              

asis of debtor control mailings.                                                            

The IPS system itself consists of a single executable program                               

file containing instructions which are written using the                                    

Ashton Tate dBase II/dBase III database language, and                                       

subsequently compiled using the Nantucket Clipper Compiler.                                 

Initially the user will be able to create new cases, enter                                  

information and call off either screen or printer based reports                             

directly from screen menus.   The more experienced user can                                 

learn to enter instructions at a lower dBase command level                                  

and thereby carry out more complex ad-hoc exercises.   An                                   

important advantage in using IPS is that whilst providing a                                 

standard unified chart of accounts, flexibility is retained                                 

in order to deal with special situations.                                                   

HOW IPS HELPS                                                                               

A major part of the work of an insolvency management group                                  

is to do with the handling of information - lists of assets/                                

iabilities, debtors/creditors, receipts/payments, and so                                    

on.   Even without a computer this information must be                                      

collected, analyzed, stored and subsequently retrieved to                                   

produce reports and be presented as management information.                                 

The IPS system doesn't do anything drastically different in                                 

principle, but it does bring important advantages:                                          

1.  It makes it very much easier to store data and to keep                                  

    it up to date, and perhaps more importantly, imposes a                                  

    level of standardisation across a range of jobs.                                        

2.  Data can be checked and reconciled more easily by                                       

    supervisory staff.                                                                      

3.  Individual items of data and summaries can be almost                                    

    instantly retrieved.                                                                    

4.  Considerable time is saved in compiling reports on                                      

    data which is scattered around a department's files.                                    

5.  It is possible to produce and keep up to date reports                                   

    which would simply take too long with manual systems.                                   

6.  The diary aspect provides individual work lists for                                     

    all levels of staff allowing better co-ordination.                                      

    IPS therefore helps both with the processing of                                         

    insolvency management data and with its presentation.                                   

HOW IPS HANDLES INFORMATION                                                                 

IPS handles information in four broad groups:-                                              

   CASES                                                                                    

Information relating to the case including company name, type of                            

appointment, nominee, date of appointment, dates for statutory                              

returns.                                                                                    

  ACCOUNTS                                                                                  

Information on the coding system to be used in the analysis of                              

accounting data, together with current and period balances.                                 

   TRANSACTIONS                                                                             

Detail of transactions including account code, date, narrative,                             

net amount, VAT, debtor/creditor code.                                                      

   NAMES                                                                                    

Information on name and address, reason for entry (debtor/                                  

creditor/employee), current standing, claim adjudication.                                   

The master list of cases is stored in a single database with                                

records representing information on particular cases.   Within                              

each case separate database files are kept for accounts,                                    

transactions and names data.   In this way the system can                                   

always tell which creditors belong to which case.   IPS builds                              

up a collection of files and it is this which gives IPS                                     

its flexibility.                                                                            

In order to differentiate between these databases from within                               

the letter-writer, database areas are allocated, as follows:-                               

dBase Area A     LQA.DBF     Chart of Accounts File                                         

dBase Area B     LQT.DBF     Case Transactions                                              

dBase Area C     LQD.DBF     Creditor/Debtor names and addresses                            

dBase Area D                 Batch Transactions                                             

dBase Area E     LQCASE.DBF  Case Master File                                               

dBase Area F     LQLET.DBF   Database of Standard Letters                                   

When referencing fields from within individual databases, the                               

database area and the field name should be used as follows:-                                

E->NOMINEE       Appointee's Name                                                           

E->APP           Appointment, i.e. liquidator/receiver/trustee                              

C->NAME          Creditor/Debtor/Employee/Director Name                                     

A WORD OF CAUTION                                                                           

NEVER power down or reset the micro computer system, either by                              

the keyboard reset (^ and ALT and DEL on the IBM PC) or by the                              

reset switch on the hard disk, whilst the IPS system is in use.                             

To end a session always exit back through the system menus until                            

the network menu or system prompt, usually C>, or its equivalent                            

appears.                                                                                    

If for any reason an exit is impossible and the system is                                   

re-started, it is likely that the database files for the case in                            

use will be inaccurate.   Check the account balances and audit                              

trail carefully and, if necessary, restore from a backup and                                

repost.                                                                                     

It is vital to keep backup copies of all information.                                       

THE JARGON                                                                                  

The command files mentioned have been implemented under the                                 

Ashton Tate dBase III data file formats.   For information of                               

a general nature the user should study:-                                                    

Ashton Tate DBASEII/DBASEIII System Manual                                                  

Everymans Guide to DBASEIII                                                                 

Several terms are widely used throughout the guide:-                                        

   DATABASE                                                                                 

A file of information held on either floppy or hard disk, such                              

as a list of all insolvency cases                                                           

   RECORD                                                                                   

Within a database such as an insolvency file, a record is a                                 

grouping of data relating to a particular appointment or case                               

   FIELD                                                                                    

The detailed items of information which make up a record.                                   

For the insolvency example typical fields are date appointed,                               

partner appointed, court, court no., court year, etc.                                       

Fields can be of a number of different types, namely:-                                      

Character        "Amalgamated Nuts and Spices"                                              

Numeric          9.33                                                                       

Date             01/05/90                                                                   

Logical          True or False                                                              

Memo             Any collection of text                                                     

NEW FEATURES IN VERSIONS TO 5.00(S.6)                                          NEWFEA       

*   Improved EPA screen operation including                                                 

           NI on single payment basis                                                       

           800 limit on preferential claims                                                 

           4 month limit on preferential arrears claims                                     

           8 week limit on EPA claims                                                       

           Hours checked for part time in PIL calculation                                   

           RP1 Form printing added                                                          

*   Daily bank posting routine modified to allow variation of                               

           automatic VAT account re fixed charge postings                                   

*   Additional data entry fields per case on Option 1S                                      

*   Ability to capture reports to file for subsequent Word                                  

           Processing                                                                       

*   Cheque receipt voucher printing                                                         

*   Provision to log proxies on Option 24                                                   

*   Secretary of States Fee calculations updated to 14/01/92                                

*   Addition calculation/formatting functions added in letter writer                        

*   Pop up calculator called by F2 added, press Esc to exit the calculator                  

*   Opening balances added to account cards                                                 

*   Posting dates prior to appointment date now accepted allowing                           

           R&P accounts to date of appointment                                              

4.0 THE CHART OF ACCOUNTS                                                       COFA        

The chart of accounts used by IPS comprises 240 accounts numbered                           

from 1 to 240.  An example is given below.  The order follows                               

that of the UK Statement of Affairs as explained in the 1986                                

Insolvency Act and can be summarised as:-                                                   

  Trading On Accounts   Trading                                                             

                        Cost of Sales                                                       

                        Overheads                                                           

                        ----------------------------                                        

                        Surplus/Deficit carried down                                        

                        ============================                                        

  1st Asset secured under a charge   Property                                               

                                     Cost of Realisation                                    

                                     Officeholders Fee                                      

                                     Less due to 1st Chargeholder                           

                                     Less due to 2nd Chargeholder                           

                                     ------------------------------                         

                                     Surplus to prefs/deficit to                            

                                              unsecured                                     

                                     ==============================                         

   2nd Asset secured under a charge as above                                                

   3rd Asset secured under a charge as above                                                

   Floating Charge/General Assets    List of asset types                                    

                                     Trading surplus brought down                           

   Cost of Realisation               30 headings approximately                              

   Cost of Administration            20 headings approximately                              

   Preferential Creditors            Headings as per 1986 Act                               

   Floating Charge Creditors                                                                

   Unsecured Creditors                                                                      

   Shareholders                                                                             

   Represented by                    Bank accounts opened                                   

                                     Investments held                                       

                                     Trading debtors/creditors                              

                                     Vat payable/receivable                                 

                                     Due from Client account                                

                                     Due to Office account                                  

IPS operates a double entry accounting system.  An example                                  

is the receipt of a book debt which would be posted as                                      

                                    Dr        Cr                                            

              Book Debts                    250.00                                          

              Bank 1              250.00                                                    

Payments into the bank are therefore shown as debits. Take                                  

care not to be confused when they are shown as credits on                                   

the bank statement.                                                                         

Some of the accounts, namely Bank 1, Bank 2, Trade debtors,                                 

Trade creditors, DTI fees and Vat are fixed to enable IPS to                                

automatically square entries.                                                               

Book values and expected to realise figures for assets                                      

and liabilities due to creditors are entered at the start                                   

of a case as NOTES to accounts.  Assets are shown as credits,                               

liabilities as debits.                                                                      

To assist with presentation the chart of accounts is split                                  

into three categories                                                                       

                Trading                                                                     

                Realisation & Charge accounts                                               

                Represented by                                                              

Accounts are grouped simply to allow subtotals to be included                               

in reports.                                                                                 

A typical master chart is as follows:-                                                      

07/05/91                IPS Master Chart of Accounts                                        

=======================================================================                     

REF : LQ                       Chart of Accounts                                            

=======================================================================                     

                        ******   TRADING ON ACCOUNTS   ******                               

 POST APPOINTMENT SALES            1   Sales                     O                          

                                   2   Sales (2)                 O                          

                                   3   Sales (3)                 O                          

                                   4   Sales (4)                 O                          

                                   5   Miscellaneous Income      O                          

                                   6   Opening WIP                                          

                                   7   Closing WIP                                          

 PURCHASES                         8   Opening Stock                                        

                                   9   Purchases (1)             I                          

                                  10   Purchases (2)             I                          

                                  11   Purchases (3)             I                          

                                  12   Closing Stock                                        

 OTHER DIRECT COSTS               13   Sub Contractors                                      

                                  14   Direct Labour                                        

                                  15   Direct Expenses           I                          

                                  16   Consumable Stores         I                          

 TRADING EXPENDITURE              17   Indirect Labour                                      

                                  18   Rents                                                

                                  19   Rates                                                

                                  20   Heat & Light              I                          

                                  21   Travel                    I                          

                                  22   Telephone                 I                          

                                  23   Carriage                  I                          

                                  24   Insurance                 I                          

                                  25   Professional Fees         I                          

                                  26   Bank Charges                                         

                                  27   Overdraft Interest                                   

                                  28   Lease/HP Payments         I                          

                                  29   Hire of Equipment         I                          

                                  30   Repairs & Maintenance     I                          

                                  31   Sundry Expenses           I                          

                                  32   Sales Commission          I                          

                                  33   Vehicle Running Costs     I                          

                                  34   Advertising               I                          

                                  35   Stationery                I                          

                                  36   Postages                  I                          

                  ******   REALISATION & CHARGE ACCOUNTS   ******                           

 SECURED ASSETS                   46   .........................   S                        

                                  47   .........................   S                        

                                  49   .........................   S                        

                                  50   .........................   S                        

                                  51   Book Debts                  S                        

                                  52   Chargeholder (1)            S                        

                                  53   Chargeholder (2)            S                        

                                  54   Chargeholder (3)            S U                      

 HERITABLE PROPERTY               55   House                       S                        

                                  56   Chargeholder (1)            S                        

                                  57   Chargeholder (2)            S                        

                                  58   Joint Owners Interest       S U                      

 PROPERTY & LAND                  59   .........................   S                        

                                  60   Chargeholder                S U                      

                                  61   .........................   S                        

                                  62   Chargeholder                S U                      

                                  63   .........................   S                        

                                  64   Chargeholder                S U                      

                                  65   .........................   S                        

                                  66   Chargeholder                S U                      

                                  67   .........................   S                        

                                  68   Chargeholder                S U                      

 PLANT & MACHINERY                69   ......................... O S                        

                                  70   Chargeholder                S U                      

                                  71   ......................... O S                        

                                  72   Chargeholder                S U                      

                                  73   ......................... O S                        

                                  74   Chargeholder                S U                      

                                  75   ......................... O S                        

                                  76   Chargeholder                S U                      

                                  77   ......................... O S                        

                                  78   Chargeholder                S U                      

 FIXTURES & FITTINGS              79   ......................... O S                        

                                  80   Chargeholder                S U                      

                                  81   ......................... O S                        

                                  82   Chargeholder                S U                      

                                  83   ......................... O S                        

                                  84   Chargeholder                S U                      

                                  85   ......................... O S                        

                                  86   Chargeholder                S U                      

                                  87   ......................... O S                        

                                  88   Chargeholder                S U                      

 MOTOR VEHICLES                   89   .........................   S                        

                                  90   Chargeholder                S U                      

                                  91   .........................   S                        

                                  92   Chargeholder                S U                      

                                  93   .........................   S                        

                                  95   .........................   S                        

                                  96   Chargeholder                S U                      

 COMMERCIAL VEHICLES              97   ......................... O S                        

 ASSET REALISATIONS              100   Heritable Property          G                        

                                 101   Heritable Property (2)      G                        

                                 102   Leasehold Property (1)      G                        

                                 103   Leasehold Property (2)      G                        

                                 104   Plant & Machinery         O G                        

                                 105   Furniture & Equipment     O G                        

                                 106   Motor Vehicles              G                        

                                 107   Stock                     O G                        

                                 108   Stock/WIP                 O G                        

                                 109   Book Debts                  G                        

                                 110   Shares & Investments        G                        

                                 111   Uncalled Share Capital      G                        

                                 112   Property Rights/Patents   O G                        

                                 113   Tax Refund                  G                        

                                 114   VAT Refund                  G                        

                                 115   Insurance Refund            G                        

                                 116   Cash at Bank                G                        

                                 117   Rent                        G                        

                                 120   Bank Interest Gross         G                        

                                 121   Bank Interest Net of Tax    G                        

                                 122   Treasury Bills Gains        G                        

                                 123   Department of Employment    G                        

                                 124   Insurance Commissions       G                        

                                 125   Trading Surplus             G                        

                                 126   Suspense Account            G                        

 COST OF REALISATIONS            131   Agents/Valuers Fees(1)    I G                        

                                 132   Agents/Valuers Fees (2)   I G                        

                                 133   Legal Fees (1)            I G                        

                                 134   Legal Fees (2)            I G                        

                                 135   Brokers Commission        I G                        

                                 136   Professional Fees         I G                        

 COST OF ADMINISTRATION          140   Specific Bond               G                        

                                 141   Preperation of S. of A.   I G                        

                                 142   Re-Direction of Mail        G                        

                                 143   Public Notices            I G                        

                                 144   Storage Costs             I G                        

                                 145   Rents Payable               G                        

                                 146   Rates                       G                        

                                 147   Other Property Expenses   I G                        

                                 148   Insurance of Assets         G                        

                                 150   PAYE & NI                   G                        

                                 151   Heat & Light                G                        

                                 152   Corporation Tax             G                        

                                 153   Capital Gains Tax           G                        

                                 154   Non Recoverable VAT         G                        

                                 156   Telephone Telex & Fax     I G                        

                                 157   Stationery & Postage      I G                        

                                 158   Bank Charges                G                        

                                 161   Prov/Int Liquidation Fees I G                        

                                 163   Liquidators Fees          I G                        

                                 164   Liquidators Outlays       I G                        

                                 166   Court Reporter Fees       I G                        

                                 167   Unclaimed Dividends         G                        

 PREFERENTIAL CREDITORS          171   Inland Revenue              P                        

                                 172   DHS                         P                        

                                 173   Customs & Excise            P                        

                                 174   Department of Employment    P                        

                                 175   Employees Wage Arrears      P                        

                                 176   Employees Holiday Pay       P                        

                                 177   Pension Schemes             P                        

                                 178   Solicitors Costs            P                        

                                 179   Advances for Wages          P                        

 FLOATING CHARGE CREDITORS       181   Floating Charge Creditor    F                        

                                 182   Floating Charge Creditor    F                        

 UNSECURED CREDITORS             184   Trade & Expense Creditors   U                        

                                 185   Employees                   U                        

                                 186   Department of Employment    U                        

                                 187   Directors                   U                        

                                 188   Banks/Institutions          U                        

                                 189   Inland Revenue              U                        

                                 190   DHS                         U                        

                                 191   Customs & Excise            U                        

                                 192   HP Unsecured Claims         U                        

 DISTRIBUTIONS                   195   Preference Shareholders     C                        

                                 197   Ordinary Shareholders       C                        

                                 199   Deferred Shareholders       C                        

                                 205   For other than Cash         C                        

                   ******   CURRENT ASSETS/LIABILITIES   ******                             

 REPRESENTED BY                  210   Trade Debtors               A                        

                                 211   VAT Receivable              V                        

                                 212   Bank 1 - Current            B                        

                                 213   Bank 1 - Deposit            B                        

                                 214   Bank 1 - Money Market       B                        

                                 215   Bank 1 - Current IB         B                        

                                 218   ISA                         I                        

                                 219   Bank 2 - Current            B                        

                                 220   Bank 2 - Deposit            B                        

                                 221   Bank 2 - Money Market       B                        

                                 222   Bank 2 - Current IB         B                        

                                 223   Cash in Hand                B                        

                                 227   EPA Monies Held                                      

                                 228   Client                      A                        

                                 229   Office                      A                        

                                 230   Trade Creditors             A                        

                                 231   VAT Payable                 V                        

                                 232   PAYE & National Insurance   A                        

                                 233   Vat Control Account         A                        

                                 234   EPA                                                  

                                 240   Suspense Account            A                        

The letters on the right hand side of this example have the                                 

following significance                                                                      

                I/O         Vat Input/Output                                                

                S           Secured asset                                                   

                G           Floating charge/General asset or cost                           

                P           Preferential creditor                                           

                F           Floating charge creditor                                        

                U           Unsecured/ordinary creditor                                     

                C           Capital shareholder                                             

                V           Vat account                                                     

                B           Bank account                                                    

                I           Insolvency Service account                                      

                A           Accruals account                                                

When setting up each job, note that the last creditor in each                               

secured creditor group must be flagged with Lia to F/U field                                

set either to F or U.  F carries the shortfall to further                                   

floating charge, U to unsecured.                                                            

5.0   DIFFERENT TYPES OF CASE                                                   CTYPES      

Within the ground rules for chart of accounts given above, the                              

following types of case can be set up:-                                                     

PL      Provisional liquidation                                                             

IL      Interim liquidation                                                                 

CVL     Creditors Voluntary                                                                 

MVL     Members Voluntary                                                                   

WUC     Compulsory Liquidation(Winding up by the Court)                                     

BKY     Bankruptcy                                                                          

ADR     Administrative Receivership                                                         

REC     Receivership                                                                        

FRC     Fixed Charge/LPA Receivership - Company                                             

FRI     Fixed Charge/LPA Receivership - Individual                                          

CRC     Court Appointed Receivership - Company                                              

CRI     Court Appointed Receivership - Individual                                           

SMC     Special Manager - Company                                                           

SMI     Special Manager - Individual                                                        

ADM     Administration                                                                      

IVA     Individual Voluntary Arrangement                                                    

CVA     Company Voluntary Arrangement                                                       

SEQ     Sequestration                                                                       

DEED    Trust deed                                                                          

JUD     Judicial Factory                                                                    

Where a case involves both Receivership and Liquidation, suffix                             

letters L and R must be included in the code.  For example                                  

        CVLR                                                                                

Where a case involves trading on, a suffix T must be added to                               

the code used.  Examples are                                                                

        ADRT  SEQT  CVLT                                                                    

This will trigger the creation of Sales and Purchase cards whenever                         

pre appointment debtors or creditors are introduced.                                        

Where the case is registered in Scotland an S prefix must be                                

added to the code used. Examples are                                                        

         SCVL  SREC                                                                         

This will trigger the inclusion of phrases such as 'a company                               

registered in Scotland' on the appropriate letters and forms.                               

6.0   HOW TO CREATE A NEW CASE                                                  CREAT       

OVERVIEW OF STEPS                                                               STEPS       

The steps to follow in setting up a new case on the system                                  

will, by necessity, vary from user firm to user firm and from                               

case to case. In the main, however, each case will typically                                

follow a similar set of steps to those shown below:                                         

ENTER THE NEW CASE                                                              NEWC        

Case Number - from the Main Menu select Option 2 to input a                                 

new case. The case number will be determined by your own                                    

offices coding system but it may, for example, be the job                                   

code as used in your time recording system.                                                 

Any combination of alpha or numeric characters up to 7 digits                               

is acceptable (but see WARNING below). Examples are:                                        

AB123      123ABC     A1B2C3                                                                

                       ** WARNING **                                                        

Do not use any of the following characters in the case number-                              

':' colon           '.' full stop                                                           

'/' forward slash   '\' back slash                                                          

The system firstly checks that the code for the new case is not                             

already in existence, and then prompts for the code of the master                           

chart of accounts to be used. Examples are:                                                 

LQ for a liquidation     SEQ  for a sequestration                                           

Note that a number of master charts of accounts are supplied                                

with the standard IPS system, but these can be amended or                                   

added to by the user. A master chart is simply a case with                                  

a specific chart of accounts to which no postings are made.                                 

Instead, it is 'called in' to a case at this stage specif-                                  

ically to ensure that the most appropriate chart of accounts                                

is used for each case.                                                                      

If the case number is not already in use, the user will be                                  

requested to enter 'A' to add the case to the system and at                                 

this point can enter the case name. Note that the name can                                  

be changed later in the 'S'etup screen if required.                                         

Further new cases can be entered at this point or press Esc                                 

to exit from this option.                                                                   

HOW TO ENTER THE 'S'ETUP & 'N'OTES SCREENS                                      GDATA       

THE SETUP SCREEN                                                                            

From the main menu select Option 1 and enter the new case number.                           

General data relating to a case can be entered and amended using                            

Option 1 on the Case Menu, followed by 'S'etup.   Five screens                              

are available which cover                                                                   

1.  Data about the company or individual                                                    

2.  Data relating to the practitioner and the appointment                                   

3.  Data relating to meetings                                                               

4.  Data relating to bank accounts opened                                                   

5.  Data relating to the issue of the Bond                                                  

It is important to note that all entries in the 'S'etup screen                              

should be entered in the appropriate upper and lower case text.                             

This is because this data will be automatically merged into                                 

various letter and forms created by the IPS system EXACTLY                                  

as they have been typed in at this point.                                                   

The various sections should be completed as fully as                                        

possible, and will ultimately form part of the overall                                      

record of the case.  Users may wish to print out in total                                   

these details for inclusion in their work files or DTI                                      

record and this can be achieved via the letter writer.                                      

In particular, note should be made of the following:                                        

Type:                                                                                       

Enter the type of case. Examples are:                                                       

CVL    Creditors Voluntary Liquidation                                                      

MVL    Members Voluntary Liquidation                                                        

SEQ    Sequestration                                                                        

The type is used by the system to ensure that correct entries                               

are made on many of the standard forms and letters generated                                

by the IPS system.                                                                          

Where the case involves a period of trading on, suffix the case                             

type with a 'T'. This will ensure that the system automatically                             

generates a ledger card for each debtor and creditor                                        

(as a 'sales' or 'purchase' account) when the pre-appointment                               

debtors and creditors are being input.                                                      

Thus, an example might be..     CVLT.                                                       

Source:                                                                                     

This indicates who referred the case to the firm e.g. a                                     

particular bank, or perhaps a creditors meeting. The                                        

information may be used to monitor sources of business from                                 

a business development standpoint.                                                          

Man/Sen/Cashier:                                                                            

Input the initials of the staff members responsible for the                                 

case. The system provides users with the opportunity to output                              

various reports selectively by these initials.                                              

An example might be the production of the diary for a                                       

particular manager. It is therefore important to decide on a                                

standard form of initials for all staff involved in the IPS                                 

system, and to avoid the use of duplicate initials.                                         

Other Address:                                                                              

This is used only where there is a joint appointment and the                                

second practioner operates from a seperate address. The                                     

offices's own address is held seperately in the system.                                     

Appointment:                                                                                

This should be completed to indicate the type of appointment                                

e.g. Joint Liquidator, and will appear in the appropriate                                   

position on many of the forms and letters generated by IPS.                                 

Dates:                                                                                      

There is space to enter four dates, with the description                                    

against these dates differing depending on the case type.                                   

These dates are the key to producing the case diary and                                     

must therefore be entered before generating the diary.                                      

Act:                                                                                        

Enter the appropriate year of the Act, as this will be used                                 

to determine the fee rates to be applied.                                                   

No./Year:                                                                                   

This information is used, for example, on the Form 1.                                       

Meeting Dates/Details:                                                                      

This information should be completed as it comes available.                                 

It is not automatically updated by any other part of the                                    

system but will form part of the overall case record.                                       

Bank Details:                                                                               

A standard approach to the use of these fields will be                                      

determined by each firm. For example, Bank 1 may be used                                    

for fixed charge and Bank 2 for floating charge in a                                        

receivership, with Bank 2 used for the general a/c in a                                     

liquidation.                                                                                

Note also that these details are available to the letter                                    

writing system, and can for example be used to generate                                     

standard letters requesting the transfer of funds between                                   

non-interest and interest-bearing accounts.                                                 

Cheque Signatory:                                                                           

The signatures in this bank a/c area are for memo purposes                                  

only, and do not affect any other area of the programme.                                    

THE NOTES SCREEN                                                                            

The 'S'etup information is supplemented by entries in the                                   

'N'otes area. This is accessed again from Option 1 in the                                   

Case Menu, then selecting 'N' for Notes.                                                    

The default information which appears is generated by the                                   

choice of Master Code when the case is initially set up.                                    

Thus, to tailor the 'N'otes screen for each type of case,                                   

make any amendments within the master code case.                                            

The information input to the 'N'otes screen is free format                                  

but users should remember to exit the screen with the ^W                                    

command or all amendments will be lost.                                                     

Printing the 'N'otes information can be done via Case Menu                                  

Option 32. Select 'S'tatutory and 'P'rint.                                                  

HOW TO SET UP A CASE DIARY                                                      DIARY       

The diary for each case can be set up most easily at the start                              

of the job using the standard diary for the case type which                                 

is held within the letter writer system.                                                    

Select Option 28 from within the Case Menu, and use the 'Find'                              

i.e. ^F  option to search for the relevant diary. (Remember                                 

that the ^ symbol indicates press the 'Ctrl' key at the same                                

time as pressing the 'F' key). At the 'search for' prompt,                                  

enter 'dia' which will find and highlight the first diary                                   

entry held within the letter writer database.                                               

Use the cursor keys to select the most appropriate diary                                    

and press <return> to accept it. The contents of the diary                                  

will be displayed at this point, and assuming no                                            

alterations are required press ^W to exit this screen.                                      

The system will then prompt for a debtor/creditor key to                                    

which the document should be posted. Enter 'DIA' to indicate                                

that the information should be posted into the case diary and                               

press <return>.                                                                             

A check can be made that the process was successful by accessing                            

the diary using Case Option 1 'D'. In use, the diary lines are                              

updated by over-typing 'due' with the initials of the person                                

who has completed the task, and the date. The effect of this                                

is to remove the line from the diary, and transfer it to the                                

statutory record. Both can be accessed in printed format using                              

Option 32 of the Case Menu. Details of an individual's diary                                

covering all cases and for a selected time period can be                                    

produced using Option 7 on the Main Menu.                                                   

The procedure for setting up the diary master letters is                                    

included in the letter writer section.                                                      

HOW TO SET UP DEBTORS/CREDITORS/EMPLOYEES                                                   

/SHAREHOLDERS, ETC                                                              DCE         

At the start of each case, details of debtors, creditors etc                                

can be set up using IPS Data Capture Option 11 in the Main                                  

Menu. IPS firstly prompts for a temporary data file name to be                              

used during the input process. A filename must be selected                                  

which does not conflict with files already held within the                                  

system.                                                                                     

In particular the filename MUST NOT conflict with                                           

the files used by IPS.  An operator's initials, christian                                   

name or first name initial followed by surname are ideal. Be                                

consistent and this will ensure that you easily remember the                                

temporary file name should you need to return to it later.                                  

** DO NOT USE THE CASE NUMBER **                                                            

The system will confirm that the file does not exist,                                       

at which point the letter 'A' can be entered to confirm                                     

that the file is to be created.                                                             

Use the INS key to insert each new name and address.                                        

Categories that can be used include:-                                                       

D    Pre-appointment book debts                                                             

C    Creditors                                                                              

E    Employees                                                                              

R    Directors                                                                              

H    Shareholders                                                                           

G    General                                                                                

Use the sort key to signal the letter under which each entry                                

is to be filed. For example, S could be used for John Smith                                 

and Company.                                                                                

Where debtors and creditors are concerned enter the company's                               

original record of the debt for consolidation into the                                      

statement of affairs.                                                                       

Remember to enter the name, address and contact information                                 

carefully  in  the appropriate upper/lower case letters                                     

as this will be used by the system to complete the                                          

appropriate sections on debtor/creditor circular letters,                                   

for example.                                                                                

When entering creditor information signal, using the status                                 

box, the type of creditor as follows:-                                                      

S    Fixed Charge or Secured                                                                

F    Floating Charge                                                                        

P    Preferential                                                                           

U    Unsecured                                                                              

Use the reference box to capture any original coding which would                            

have applied, say to a sales or purchase ledger, or to a                                    

register of shareholders.   These additional references can be                              

used to generate lists in an original order rather than in the                              

order created within IPS. It would therefore be possible, for                               

example, to print a list of debtors in the same order as held                               

on the client's computerised ledgers for cross-checking.                                    

The general category G will allow access to names and addresses                             

of individuals and/or companies associated with the case and                                

further advances the use of the letter writer.  Examples are                                

committee of inspection, lists of parties interested in purchase                            

of assets, previous auditor or agents.  The status is used to                               

identify each category.                                                                     

After each entry, press INS to enter a new record. At any                                   

point the user can review the entries by use of the cursor                                  

keys and can amend any entry by selecting it and re-                                        

entering the data.                                                                          

Use the Esc key to exit the routine. At this stage the case                                 

code is requested so that the temporary list of names and                                   

addresses can be passed over to the master file for that case,                              

and appropriate codes calculated. The system will also ask                                  

for the appropriate book debt account to be used in the posting.                            

The appropriate entry is a/c 51 where the book debts are                                    

secured, and a/c 109 where they are unsecured. It may be nec-                               

essary to spilt the debts between these accounts where only                                 

a proportion of the debt is secured.                                                        

To check that the data has been transferred correctly to the                                

case, use Option 24 on the Case Menu. Using Option 25 of                                    

this menu, schedules of debtors and creditors can be produced                               

to provide the necessary totals for input to the opening                                    

Statement of Affairs.                                                                       

A NOTE ON PROXIES                                                                           

When logging proxies the following code MUST be used:-                                      

CG /F     Chairman  General  For                                                            

CG /A                        Against                                                        

CS /F               Special  For                                                            

CS /A                        Against                                                        

OG /F     Other     General  For                                                            

OG /A                        Against                                                        

OS /F               Special  For                                                            

OS /A                        Against                                                        

INV/      Invalid                                                                           

HOW TO SETUP THE STATEMENT OF AFFAIRS                                           SOA         

Data relating to the book value of assets and their expected                                

to realise figures, can be entered using Option 1 on the Case                               

Menu followed by 'B'ook Values.   Use the cursor controls to                                

select the account concerned followed by the <Return> key.                                  

The asset types are as follows:-                                                            

S     Fixed or Secured Assets and Costs                                                     

G     Floating or General Assets and Costs                                                  

P     Preferencial Creditors                                                                

F     Floating Charge Creditors                                                             

U     Unsecured Creditors                                                                   

C     Capital Items (such as Shareholders)                                                  

Entering a 'P' against print will force this account to be                                  

included in R & P reports, even if the amount received or paid                              

is zero. This may be particularly useful with items such as                                 

Life Policies where the value is not known, but the user                                    

wishes to 'memo' it within the S of A.                                                      

As previously noted (see Section 4.0 Chart of Accounts),                                    

it is important to ensure that the last creditor in each                                    

section secured under a charge is flagged with F or U                                       

to allow any carried down deficit to be handled correctly.                                  

The letter 'F' indicates that the surplus or liability goes                                 

to floating charge, or a 'U' indicates to unsecured creditors.                              

For example, see account 58 'Joint Owners Interest' in the                                  

typical master chart of accounts detailed above.                                            

The liability carry entry will trigger the calculation of a                                 

surplus or deficit associated with each fixed charge group.                                 

The liability carry MUST therefore only be entered against                                  

the last item in each fixed charge group and generally this                                 

will be a chargeholder.                                                                     

Note that entries of book value and expected to realise figures                             

are held as note to account and do not form part of the trial                               

balance.                                                                                    

To print out the Statement of Affairs, use Case Menu                                        

Option 21, Forms, and select the appropriate S of A form.                                   

HOW TO MAKE POSTINGS                                                            POST        

Postings to the case cash books can be made either through the                              

daily bank posting Option 8 on the IPS menu, or by selecting                                

an individual case and using Options 5 through 11.                                          

If Option 8 on the main menu is used, this permits postings                                 

to ALL cases in the system, and a mix of Income and                                         

Expenditure postings in the same batch. Accordingly, for                                    

each entry the user will be requested to state the case                                     

number against which the posting is to be made, which bank                                  

account is to be used and whether this is an 'I'ncome or                                    

'E'xpenditure item. In normal circumstances within a busy                                   

department most cash book postings will be made this way.                                   

The batch totals should be cross-checked against an                                         

original adlist of input details before the postings are                                    

updated to the case.                                                                        

With either method, the following options are presented:-                                   

'E'nter    Allows entry of transactions into a temporary batch                              

           file                                                                             

'M'odify   Allows modification of transactions in the batch file                            

           Always ensure that any changes made leave the batch                              

           in balance i.e. total debits = credits                                           

'P'rint    Provides a summary listing of the day's bankings                                 

           This is useful where a subsequent check of the                                   

           details is to be made against the original input                                 

           perhaps prior to carrying out the 'U'pdate.                                      

'U'pdate   Passes a batch of transactions through to trial balance                          

ESC        Returns to main accounting menu, thus allowing a batch                           

           to be suspended for further input if it has not been                             

           updated                                                                          

When using the 'E'nter screen to post miscellaneous receipts and                            

payments, the name of the individual or company concerned should be                         

typed in full immediately to the right of the / sign in the                                 

narrative.   Where entries are to be linked to the book debts,                              

trade debtors or trade creditors account cards, the appropriate                             

code is entered at the beginning of the narrative i.e. to the                               

left of the / sign.                                                                         

An example might be:                                                                        

Posting a receipt from a pre-appointment debtor, John Smith,                                

A/C no. DS02, where the book debts are secured.                                             

The Nominal A/C code will be:                                                               

               A/C 51, Book Debts Secured                                                   

The narrative might be:                                                                     

               DS02/Book debt paid in full                                                  

               CB123 (= voucher ref)                                                        

The entry of DS02 before the / sign has the effect of displaying                            

the account name and outstanding balance to confirm that the                                

posting is being made to the correct a/c. The account name will                             

appear once the full narrative has been entered and the cursor                              

has moved to the Nett box.                                                                  

Where postings being entered are movements of funds rather than                             

original receipts and payments, an asterisk should be included                              

in the narrative.                                                                           

Where postings are to be entered gross, the system will calculate                           

the VAT applicable if a < sign is entered into the VAT box. The                             

< sign should be entered against the left hand side of the VAT                              

input box, and the system will calculate out the net and VAT                                

figures and enter them in the appropriate boxes.                                            

When posting to the Insolvency Services Account, the following                              

Secretary of State fees are automatically applied using the                                 

following data:-                                                                            

Voluntary Liquidations (appointed before 29.12.86)                                          

                     Lodgement      On/After      Maximum                                   

                     before         16.2.88       Fee                                       

                     16.2.88                                                                

First  œ 50000          1.25%            -           œ 7500                                 

Over   œ 50000          0.75%            -             -                                    

                        (appointed on or after 29.12.86)                                    

First  œ 50000          1.25%            1.75%       œ 12500                                

Over   œ 50000          0.75%            1.25%                                              

Compulsory Liquidations and Bankruptcies                                                    

                      Old and New Act            New Act Cases                              

                      1.1.81 to 15.2.88          After 16.2.88                              

First  œ 50000          10%                            15%                                  

Next   œ 50000          7.5%                           11.25%                               

Next  œ 400000          6.5%                            9.75%                               

Next  œ 500000          3.75%                           5.625%                              

Next  œ 4 million       2.0%                            3.0%                                

Next œ 15 million                                       1.5%                                

Next œ 30 million                                       0.25%                               

Further amounts         1.0%                            0.1%                                

When drawing payments on the ISA the 65p cheque fee is                                      

automatically posted.                                                                       

When posting treasury bills the recommended procedure is:-                                  

Note the following data:-                                                                   

PC         Purchased Cost                                                                   

NV         Nominal Value                                                                    

FEE        DTI Fee                                                                          

GAIN       NV-PC                                                                            

NETGAIN    NV-PC-Fee                                                                        

On purchase:-                                                                               

Use expenditure posting from ISA.NIB Account (normally 218)                                 

to post purchase cost to TBill account and to post DTI fee.                                 

Remember to zero cheque fee.                                                                

On redemption:-                                                                             

Use income posting to ISA.NIB for PV and zero the Secretary                                 

of State fee.   Use income posting to post net gain in order                                

to establish correctly the Secretary of State fee, but then                                 

answer N and finally post Gain (NV-PC), overtyping the                                      

Secretary of State fee as appropriate.                                                      

HOW TO ALLOCATE CASH                                                            ALLOC       

The IPS accounting system is based on the principle that all                                

transactions posted to cash books will be reflected in the                                  

trial balance.   As far as trading receiverships/liquidations                               

are concerned, posting of sales invoices to trade debtors and                               

purchase invoices to trade creditors, are included.   A difficulty                          

arises when preparing the statutory R & P for a receivership in                             

that only transactions actually received or paid, must be                                   

included.   The process of allocating cash to sales and purchase                            

invoices, not only solves this problem but allows open item                                 

statements to be prepared showing only those items not yet paid.                            

The allocation routine is entered via the case menu, Option 34.                             

On entry of the debtor/creditor key an account card is brought                              

to the screen.   Use the cursor controls to manipulate the cursor                           

from line to line, entering a paid flag against invoices and the                            

relevant payment.                                                                           

Note that the process can only be completed                                                 

satisfactorily when a group of transactions can be matched                                  

precisely and payments to account can not be allocated without                              

a balancing journal entry.   A running total of the amount                                  

allocated appears at the top right hand corner of the screen                                

to assist with this process. Thus, only when this amount is                                 

zero can the user exit from the program.                                                    

The payment flags that should be used are:-                                                 

First Period           P                                                                    

Second Period          2                                                                    

Third Period           3                                                                    

etc.                                                                                        

HOW TO PRODUCE R & P ACCOUNTS                                                   R&P         

Both summarised and full R & P accounts can be accessed                                     

via Case Menu, Option 20.   First select the basis for the                                  

account to be either day book or receipt and payment.                                       

The day book basis is recommended for the majority of jobs                                  

with the exception of cases which are traded.                                               

The R & P accounts available are as follows:-                                               

'G'ross         This report shows firstly summarised                                        

                receipts followed by summarised payments                                    

                analyzed into both fixed and floating                                       

                charge.                                                                     

'N'et           A report similar to the one above on a net                                  

                basis, with debtors, creditors and VAT                                      

                shown below the line.                                                       

'S'ummary       A report showing statement of affairs and                                   

                receipts and payments to date.                                              

'F'ull          A report listing all received and paid                                      

                transactions between any two dates.                                         

'P'eriod        A report summarising receipts and payments                                  

                between any two dates, together with the                                    

                cumulative position from date appointed.                                    

'B'ank          A report summarising statement of affairs,                                  

                receipts and payments, future movements and                                 

                final outcome.                                                              

Each of these reports can be generated up to any particular                                 

date, however where this date is not today, some pre-                                       

processing is required which may slow the system down a                                     

little.                                                                                     

The period and bank reports are accepted by the Accountant                                  

in Bankruptcy for use in Scotland.                                                          

HOW TO RECONCILE A BANK ACCOUNT                                                 BREC        

Bank reconciliation is accessed by the case menu Option 35.                                 

The IPS account number is entered, together with the                                        

statement balance and date of the statement,                                                

and the initials of the person carrying out the reconciliation.                             

A list of all transactions into and out of this particular                                  

account is then presented in tabular format, so that items                                  

can be marked with a 'B' when they are identified on the                                    

bank statement.   Use the cursor controls to move from                                      

line to line.                                                                               

Where items exist on the bank statement  but are not shown                                  

on the IPS bank listing, enter an 'N' to bring up the                                       

temporary notepad and enter details of the transaction.                                     

The <Ins> key is used to insert lines onto the notepad.                                     

Note that the entries should also be made, via standard                                     

posting routines, to the case cash book at which stage                                      

they can be deleted from the notepad.                                                       

When the adjusted statement balance and the current cash book                               

balance agree, as shown at the bottom of the screen, the                                    

reconciliation is squared.                                                                  

A reconciliation report can be produced by entering a 'P'.                                  

HOW TO GENERATE STATUTORY FORMS                                                 FORMS       

Statutory forms are generated using Case Menu Option 21.                                    

Forms currently available are as follows:-                                                  

Notice of Appointment and Instruction to Advertise                                          

Change of Registered Office                                                                 

Estimated Statement of Affairs                                                              

Declaration of Solvency                                                                     

Summary Statement of Affairs                                                                

Summary of known assets                                                                     

Full R&P                                                                                    

Receivers R & P (Scot)                                                                      

Liquidators R & P (Scot)                                                                    

Summary R&P                                                                                 

Final return                                                                                

HOW TO LOG CREDITORS' CLAIMS                                                    CLAIMS      

Entry of creditor information at the start of the job                                       

has previously been described (see Section 6.0) using                                       

IPS Menu Option 11.                                                                         

Creditors can normally be accessed via Case Menu Option 24.                                 

Use the cursor keys to highlight the creditor concerned and                                 

the <Return> key to select. The date, Gross claim, VAT                                      

bad debt relief and, finally, the net claim can be entered.                                 

The amount and type of claim accepted are entered along with                                

any rejected amounts in the bottom half of the screen.                                      

For example:                                                                                

A claim of œ 125,000 is received on 12/12/92. With no VAT                                   

BDR, the net claim is œ 125,000 but œ 10,000 is rejected                                    

e.g. because some goods were returned as faulty by the                                      

client and a credit of œ 10,000 was outstanding at the date                                 

of appointment. The claim is unsecured.                                                     

Under the 'Claim' column, œ 115,000 would be entered against                                

the 'Ordinary' field, and œ 10,000 entered against the                                      

'Rejected' field. A net of zero would then appear against                                   

the 'Not yet adj' field. Details of the reason for the                                      

rejected amount would be entered in the 'Notes' box.                                        

Summary Lists can be viewed or printed using Case Menu                                      

Option 25.                                                                                  

HOW TO OPERATE THE EPA SYSTEM                                                   EPA         

Entry of employee information at the start of the job has                                   

previously been described using IPS Menu Option 11.                                         

Employees can subsequently be accessed using Case Menu                                      

Option 24.   Use the cursor keys to highlight the employee                                  

concerned and the <Return> key to select.   Data entry                                      

screens follow which allow the entry of information                                         

relating to the employee's claim under the Employment                                       

Protection Act.   Aspects include:-                                                         

1   Arrears of Wages (including holidays taken but not                                      

    paid)                                                                                   

2   Accrued holiday remuneration                                                            

3   Payment in lieu of notice                                                               

4   Redundancy Payments                                                                     

Valid entries in the Per box are:-                                                          

W2,W3,W4,W5,W6   day weeks                                                                  

F   Fortnightly paid                                                                        

M   Monthly paid                                                                            

Where special calculations apply, as in the case of employees                               

working a three day week or where holiday pay is based on a                                 

rate other than current pay, the system can be set to operate                               

on one of the following levels                                                              

1   Fully automatic                                                                         

2   Operator overides holiday arrears claim                                                 

3   Operator overides wage & holiday arrears claim                                          

4   Operator overides both arrears claims AND Tax/NI calculations                           

Use of Level 3 is recommended if the value of the arrears claim                             

is to be taken directly from a payslip or where employees work                              

W2 W3 or W4 daily patterns.                                                                 

When entering arrears of wages, the overtime hours entry can                                

be used to deal with arrears of overtime which are not part of                              

the standard contract of employment.   Where such payments are                              

made at time & one half or double time, the entry is                                        

considered to be on a standard hours basis.                                                 

When entering information against the Other 1 and Other 2                                   

lines, inclusion of the phrases EPA or PREF signals that the                                

entry is to be considered under the Act.   Note that the                                    

periods entered for arrears and for Other 1 and Other 2 claims                              

must not overlap.                                                                           

Accepted abbreviations are                                                                  

GP    Guarantee payments                                                                    

MS    Suspension on medical grounds                                                         

TO    Payment for time off                                                                  

PA    Protective award payment for period before dismissal                                  

SSP   Statutory sick pay                                                                    

CUD   Compensation for unfair dismissal                                                     

AP    Apprentices' fees and premiums                                                        

HS    Holiday stamps                                                                        

To cope with the special calculations applicable to staff on                                

approved training schemes ADD an * to the job and this trigger                              

the claim to be treated as preferential and paid in full.                                   

Net loans should be used where the IP advances monies to an                                 

employee against future receipts from the DOE.  Remenber                                    

that Loan Notes can be set up via the letter writer.                                        

Gross loans cover the situation where a Receiver, wishing to                                

trade on the company, pays employees their wages in full                                    

using the company's payroll.  Here IPS can be used to                                       

calculate the amount of the advance ( being equal to the                                    

employees unlimited gross claim) and this figure is entered                                 

as the amount advanced.  A correction being the amount covered                              

by the DOE is deducted from the payment due to the employee,                                

with the difference identified as the cost to the IP.                                       

The cursor will finally come to rest at the bottom right hand                               

corner of the screen allowing the DOE, employee and bank claims                             

to be examined.   Entry of 1 2 R or P at this point will initiate                           

printing for this particular employee of the following                                      

          1    IP1                                                                          

          2    IP2                                                                          

          R    RP21                                                                         

          P    IP1, IP2 & RP21                                                              

In the normal course of events, printouts for all employees                                 

would be generated using Option 33.                                                         

When calculating final payments to employees, income tax is                                 

calculated at 25%.   As far as arrears of pay and arrears of                                

holiday pay are concerned, these are added together and the                                 

total number of weeks covered by the payment taken into account                             

(See Employee's rights on insolvency of employer,DOE 1986,                                  

IL1(rev) page 14).                                                                          

A range of printing options associated with EPA can be accessed                             

via Case Menu Option 33, these include:-                                                    

Control Sheets                                                                              

Master Claim Sheet                                                                          

IP1/IP5 Printing                                                                            

IP4a Printing                                                                               

IP2 Printing                                                                                

Tax and NI return                                                                           

RP1 substitute                                                                              

Dates when IP1/IP5 and IP2 printing takes place are logged                                  

automatically.   The date of return of the signed IP1 must                                  

be logged manually, and this triggers inclusion of the                                      

employee on the next IP4a to be printed.                                                    

Experienced EPA operatives will know that Tax & NI rates                                    

to be deducted are those current on the day payment is made                                 

to each employee.  Printing the Tax & Ni return (Option 33)                                 

recalculates these deductions in order to deal correctly                                    

with claims entered and therefore calculated in the previous                                

tax year.                                                                                   

IPS evaluates the DOE, Employee and Bank preference and                                     

unsecured claims using the following rules                                                  

Relevant dates                                                                              

Bankruptcy              Date of receiving order                                             

Sequestration           Date of award                                                       

Scheme of arrangement   Date of signing deed                                                

Compulsory liquidation  Date of winding up order                                            

Voluntary liquidation   Date resolution to wind up passed                                   

Receivership            Date of appointment                                                 

Administration order    Date of order                                                       

Judicial factor         Date of appointment                                                 

For redundancy pay the relevant date is the date when notice                                

given expires.                                                                              

Arrears of Pay   8 weeks            Pref to œ800 for                                        

& Hols taken     with weekly limit  4 Months pre relevant date                              

Holiday Pay      6 weeks                Pref no limit                                       

12 months pre                                                                               

relevant date                                                                               

Notice Pay       from table             Non pref                                            

                 with weekly limit                                                          

Apprentices      no limit               Pre preferential                                    

Redundancy Pay   from table             Non Pref                                            

                 with weekly limit                                                          

                 16 hrs+ for 2 years                                                        

                  8 hrs+ for 5 years                                                        

                 reduced after age 64                                                       

HOW TO PAY CREDITORS (INCLUDING DOE)                                            PAYC        

Access to the routine which will allow creditor dividends                                   

to be calculated is via Case Menu Option 26.   Calculations                                 

can be carried out for either creditors or shareholders.                                    

Lists of creditor claims can be examined or printed using                                   

Case Menu Option 25.                                                                        

Note that whilst the employee's preferential and unsecured                                  

claim is entered automatically into the system via EPA                                      

calculations, the DOE's claim has to be manually entered.                                   

To do this use Option 25 to produce schedules of                                            

preferential and unsecured employee claims and then                                         

use Option 24 to enter the final totals against the                                         

DOE figures entered at statement of affairs.                                                

A summary screen is presented showing statement of affairs                                  

figures, numbers of claims received, not received and held.                                 

Trial calculations can be carried out using the 'C'alculate                                 

Option.   The amount of money to be distributed in pounds or                                

as poundage can be entered, e.g. total œ 350 or 35p in the œ.                               

Details and distribution can be viewed using the di'V'idend                                 

Option.                                                                                     

All data calculations relating to creditors and employees can                               

be incorporated in standard letters.   Of interest are standard                             

letters to employees including information on claims under the                              

EPA together with tax and NI deductions or letters to creditors                             

showing full information about an accompanying distribution.                                

Where cheque stationery is available, both letter and cheque                                

can be produced.                                                                            

Finally the 'D'istribute Option can be used to move data                                    

from the proposed column on Option 24 to the distributed area.                              

Take care to check that all lists and letters have been produced                            

BEFORE using this option.                                                                   

HOW TO GENERATE LETTERS                                                         MAIL        

Production of standard letters is carried out using Case Option                             

28. Use ^F (Ctrl & F) to help find a particular letter                                      

and cursor keys to move up and down the list.                                               

Highlight the standard letter required from the list                                        

and select using <Return>.                                                                  

Temporary changes to the letter can be made at this point.                                  

Remember to use ^W to exit after making any temporary                                       

alterations to the letter.                                                                  

For permanent alterations to the content of a letter, access                                

the Letters database using Option 9 of the Main Menu.                                       

Where single letters are required, e.g. a one-off letter                                    

to a single debtor or creditor, enter the debtor or creditor                                

a/c code. For a miscellaneous letter to, say, the London                                    

or Edinburgh Gazette enter 'MISC' as the key.                                               

For multiple letters e.g. for a circular to all debtors press                               

<Return> and select 'All Debtors' from the list which is                                    

displayed. Answer the question prompts, as required.                                        

HOW TO CLOSE THE CASE                                                           CLOSE       

Subject to the availability of data space on the network hard                               

disk, the intention is to keep all transactions relating to each                            

case, on the system for five years.                                                         

An entry of a closing date on the general data entry screen,                                

Option 1s, will supress closed jobs from the management summary                             

reports.                                                                                    

Closed cases can be dumped onto floppy disk using IPS Menu Option                           

12, and then deleted by the system supervisor using IPS Menu                                

Option 3.                                                                                   

7.0   DATABASE OF STANDARD LETTERS                                                          

HOW TO ENTER A STANDARD LETTER                                                  LETTER      

The database of standard letters is accessed via IPS Menu                                   

Option 9.   Broadly speaking three types of letter should                                   

be included in this database:-                                                              

1   Letters aimed at debtors, creditors, employees, etc.                                    

    whose data is already held within IPS.                                                  

2   Letter packs for use at the start and as jobs proceed                                   

    which can draw information from IPS relating to the case,                               

    the appointment, the practitioner, etc.                                                 

3   Individual standard letters for use to move funds from                                  

    banks, correspond with the Insolvency Service or to prompt                              

    adverts.                                                                                

To select a letter, highlight the entry in the list and select                              

with the <Return> key.   New letters can be introduced with the                             

INS key, following which an existing letter can be copied as the                            

basis from which to develop the new one.                                                    

Data which must be entered on the letter includes:-                                         

DROP           Line drop from top left hand corner to allow for                             

               letterhead                                                                   

OFFSET         Left hand margin                                                             

WIDTH          75 for 12 pitch                                                              

               90 for Tms Roman                                                             

COPIES         Normally 1 + 0                                                               

The body of the letter can be typed in and edited using cursor                              

controls including PgUp PgDn INS and DEL.   Refer to the use                                

of the keyboard section for additional keystroke commands.                                  

Paragraphs can be reformatted using ^B keys.   Remember to allow                            

the system to insert the carriage return at the end of each line.                           

The operator should only use the <Return> key at the end of                                 

paragraphs.   Careful use of <Return> at the end of each line can                           

be used to achieve a hanging paragraph effect.   The letter is                              

saved using ^W keys.   A typical letter is as follows:-                                     

[LETHEAD()]                                                                                 

[FOOT()]                                                                                    

[REF()]                                                                                     

[NAME]                                                                                      

[a1]                                                                                        

[a2]                                                                                        

[a3]                                                                                        

[a4]                                                                                        

Dear {Sir/Sirs}                                                                             

This letter is designed to show some of the attributes of the                               

IPS letter writer.   It is not meant to be meaningful, merely to                            

serve as an example of the way in which various "field names"                               

contained within IPS can be merged into standard letters.                                   

Yours faithfully                                                                            

[E->NOMINEE]                                                                                

Letters can be printed in the format as entered, that is before                             

any merging of data takes place by highlighting the                                         

appropriate letter in the list of letters and then using ^P.                                

Data items to be retrieved from the system database and inserted                            

into standard letters are enclosed in square brackets [].                                   

{} can be used to question the operator for data prior to printing.                         

Users must be familiar with the jargon before proceeding.                                   

Database fields from the Names or the Cases databases can be                                

included.   Remember to use E-> where fields in the cases                                   

database are used.                                                                          

All rules relating to the manipulation of fields                                            

and memory variables as defined by Ashton Tate's dBase III system                           

can be used.   Fields of type date or type number, must be                                  

converted to type character.   The + - / * operations can be                                

used where numeric fields are concerned.                                                    

The + and - operations work for character fields, but remember                              

that strings of characters must be enclosed in single or                                    

double quotation marks, examples are:-                                                      

"Barry"+" "+"Wood"             Returns Barry Wood                                           

CD(TD()+7)                     Returns today plus seven days                                

                               in character format                                          

IF(CLAIM>0,N(CLAIM),"NIL")     Returns value of claim or nil                                

                               if zero                                                      

IF(YEAR(AP_DATE)=1990,184,172) Returns 184 if appointment in                                

                               1990, else 172                                               

Special graphics characters can be used to enhance the look                                 

of certain form style documents.  To enter these characters                                 

look up the appropriate number in the table below and enter this                            

using the numeric pad whilst holding the Alt key down. Note                                 

that graphics characters are not available when using the                                   

Times Roman proportional fonts.  One way of using this facility                             

is to first outline the linear part of the form and then use                                

the VTAB and HTAB functions to return and fill in the text.                                 

Alt 201  É   Top left                                                                       

Alt 186  º   Side                                                                           

Alt 204  Ì                                                                                  

Alt 186  º   Side                                                                           

Alt 200  È   Bottom left                                                                    

Alt 205  Í   Rail                                                                           

Alt 187  »   Top Right                                                                      

Alt 186  º   Side                                                                           

Alt 185  ¹                                                                                  

Alt 186  º   Side                                                                           

Alt 188  ¼   Bottom Right                                                                   

Alt 218  Ú   Top left                                                                       

Alt 179  ³   Side                                                                           

Alt 195  Ã                                                                                  

Alt 179  ³   Side                                                                           

Alt 192  À   Bottom left                                                                    

Alt 196  Ä   Rail                                                                           

Alt 191  ¿   Top Right                                                                      

Alt 179  ³   Side                                                                           

Alt 180  ´                                                                                  

Alt 179  ³   Side                                                                           

Alt 217  Ù   Bottom Right                                                                   

SPECIAL FUNCTIONS                                                               FUN()       

To simplify the insertion of complicated expressions, a number                              

of additional functions have been added, as follows:-                                       

UBIN                 Selects Upper Bin                                                      

LBIN                 Selects Lower Bin                                                      

PORTRAIT             Selects portrate printing                                              

LANDSCAPE            Selects landscape printing                                             

DUPXL                Selects long edge duplex printing                                      

DUPSL                Selects short edge duplex printing                                     

.U1                  Begin Underline                                                        

.U2                  End Underline                                                          

.PA                  Throw a New Page                                                       

NME()                Name of Case                                                           

NATURE()             Returns In Receivership, In Liquidation, etc.                          

TD()                 Today's Date, in date format                                           

CD(date)             Date in character format, i.e. 12 July 1990                            

CDTH(date)           Date in character format, i.e. 12th July 1990                          

MPLUS(date,number)   Adds the number of months to date                                      

YPLUS(date,number)   Adds the number of years to date                                       

N(number)            Converts numeric data to character and removes                         

                     leading spaces                                                         

NUM(number)          Converts to character with () around negative                          

                     numbers                                                                

STR(number,10,2)     Converts to character form length 10 with two                          

                     decimal places                                                         

UT(character)        Converts to upper case and removes leading and                         

                     trailing spaces                                                        

T(character)         Removes leading and trailing spaces                                    

S(number)            Inserts spaces                                                         

C(character)         Centres characters                                                     

CU(character)        Centres & underlines                                                   

CB(character)        Centres in bold                                                        

FONT(number)         1     10 cpi                                                           

                     2     12 cpi                                                           

                     16    Line Printer 16.6 cpi                                            

                     72    Times Roman 72 point (very large)                                

                     36    Times Roman 36 point                                             

                     24    Times Roman 24 point                                             

                     12    Times Roman 12 point (normal)                                    

                     10    Times Roman 10 point                                             

                     8     Times Roman 8 point (smaller than 12)                            

                     114   Helvetica 14 point (large print)                                 

                     110   Swiss 10 point

                     210   Swiss condensed 10 point  

HTAB(number)         Moves to horizontal position                                           

VTAB(number)         Moves to vertical line number                                          

DTAB(number,posn,    Prints number at horizontal position                                   

     lengh,decimals,         for Times Roman fonts                                          

     point size)                                                                            

WT(number)           3     Bold                                                             

                     0     Normal                                                           

ADD(L1,L2,L3,L4)     Prints 4 line address on one line with commas                          

CQ(number,character) Prints cheque on bottom of letter                                      

                     parameters are amount of cheque and date                               

MARGIN(number)       Sets printer margin                                                    

LETHEAD()            Inserts letterhead                                                     

FOOT()                       footing                                                        

REF()                        reference & date                                               

SE_COMP              IP Firm's name                                                         

SE_ADD1                        address                                                      

SE_ADD2                                                                                     

SE_ADD3                                                                                     

SE_ADD4                                                                                     

SE_TEL                         telephone                                                    

NOTE()               Inserts NOTE 

SOANOTE()            Inserts Statement of Affairs Note   

DIARY()              Inserts Diary 

Users with HP Laserjet III or compatible printers can make use of                           

other special fonts by specifing extra parameters within the font                           

function FONT(TY,SYM,TFACE,STYLE).  Examples are                                            

         TY          1           10 Pitch Elite                                             

         TY          2           12 Pitch Elite                                             

         TY         16           16 Pitch Line Printer                                      

         TY    8,10,12,24,36,72  Variable Pitch                                             

         SYM      '(8U'          Roman 8 symbol set                                         

         SYM     '(10U'          PC 8 symbol set including line                             

                                     and box drawing                                        

         TFACE    '4101'         HP Laserjet III CG Times                                   

                  '4148'                         Univers                                    

                  '3'                            Courier                                    

                  '0'                            Line Printer                               

                  '4'            HP Laserjet II  Helv                                       

                  '5'                            Times Roman                                

         STYLE    '0'            Upright                                                    

                  '1'            Italic                                                     

ORGANISATION OF DATA                                                            ORG         

         LQCASE    Cases                                            LQCASE                  

         LQA       Accounts                                         LQA                     

         LQT       Transactions                                     LQT                     

         LQD       Names                                            LQD                     

         LQLET     Letters                                          LQLET                   

Structure for database: C:LQCASE.dbf                                            LQCASE      

Field Name  Type       Width  Dec                                                           

TYPE        Character      6       CVL/MVL/WUC/PL/SMC/BKY/IR/SMI/CVA                        

CLOSED      Date           8       IVA/ADM/ADR/FRC/FRI/CRC/SCH/SREC                         

CODE        Character      7       Case Identification Code                                 

JOB         Character     10                                                                

SOURCE      Character     35                                                                

NAME        Character     35       Company/Debtor Name                                      

NAME2       Character     35                                                                

ADD1        Character     35       Registered Office                                        

ADD2        Character     35                                                                

ADD3        Character     35                                                                

NATURE      Character     35       Nature of Firm's Activity                                

AREA        Character     35       DTI Category                                             

REGNO       Character     25                                                                

OADD1       Character     35       Trading Address                                          

OADD2       Character     35                                                                

OADD3       Character     35                                                                

APP         Character     35       Appointment                                              

NOMINEE     Character     35                                                                

NOMNO       Character     10       IPA No.                                                  

NOMINEE2    Character     35       2nd Appointee                                            

NOMNO2      Character     10       IPS No.                                                  

NADD1       Character     35       Address                                                  

NADD2       Character     35                                                                

NADD3       Character     35                                                                

REG         Character      4       Year of Companies Act Applying                           

C           Character     35       Court Data                                               

CNO         Character     10                                                                

CYEAR       Character      4                                                                

START       Date           8                                                                

AWARD       Date           8                                                                

INTDATE     Date           8       Interim/Provisional Date                                 

APPDATE     Date           8       Date of appointment                                      

NOTDATE     Date           8       Reg of Co notified                                       

ADVDATE     Date           8       Date Advertised                                          

VATNO       Character     20                                                                

SDATE       Date           8       Bond Information                                         

SAMT        Numeric       11                                                                

SNAME       Character     35                                                                

SFDATE      Date           8                                                                

SDATE1      Date           8                                                                

SAMT1       Numeric       11                                                                

SFDATE1     Date           8                                                                

SDATE2      Date           8                                                                

SAMT2       Numeric       11                                                                

SFDATE2     Date           8                                                                

SDATE3      Date           8                                                                

SAMT3       Numeric       11                                                                

SFDATE3     Date           8                                                                

STDATE      Date           8                                                                

ISANO       Character     15       IS Account No.                                           

MAN_SEN     Character      7                                                                

INTRO       Character     35       Source                                                   

A142        Numeric       11   2   Used to hold bank balances for                           

A143        Numeric       11   2   Asset Summary                                            

A144        Numeric       11   2                                                            

A145        Numeric       11   2                                                            

A146        Numeric       11   2                                                            

A147        Numeric       11   2   Used to hold bank balances for                           

A148        Numeric       11   2   Asset Summary                                            

A149        Numeric       11   2                                                            

A150        Numeric       11   2                                                            

A151        Numeric       11   2                                                            

A152        Numeric       11   2                                                            

DATA        Memo          10       General Data Card                                        

CAL         Memo          10       Diary                                                    

BANK        Character     30       Bank Data                                                

BANK_B      Character     30                                                                

BANKA1      Character     30                                                                

BANKA2      Character     30                                                                

BANKA3      Character     30                                                                

BANKTEL     Character     30                                                                

BANKSIG     Character     30                                                                

BANKN1      Character     30                                                                

BANKN2      Character     30                                                                

BANK_S      Character      8                                                                

BA00        Character     13       Bank Account Nos.                                        

BA01        Character     13                                                                

BA02        Character     13                                                                

BA03        Character     13                                                                

BA04        Character     13                                                                

BA05        Character     13                                                                

BA06        Character     13                                                                

BA07        Character     13                                                                

BA08        Character     13                                                                

BA09        Character     13                                                                

BA10        Character     13                                                                

BA12        Character     13                                                                

BA13        Character     13                                                                

BA14        Character     13                                                                

BA15        Character     13                                                                

BA16        Character     13                                                                

BA17        Character     13                                                                

BA18        Character     13                                                                

BA19        Character     13                                                                

BA20        Character     13                                                                

BA21        Character     13                                                                

BA22        Character     13                                                                

BA23        Character     13                                                                

AREAL       Numeric       11   2   Fields for the Income Projection                         

INV         Numeric       11   2   System                                                   

BILL1       Numeric       11   2                                                            

BILL1D      Date           8                                                                

BILL2       Numeric       11   2                                                            

BILL2D      Date           8                                                                

BILL3       Numeric       11   2                                                            

BILL3D      Date           8                                                                

BILL4       Numeric       11   2                                                            

BILL4D      Date           8                                                                

BMD         Date           8       Board Meeting Date                                       

BMT         Character     10       Board Meeting Time                                       

BMA         Character     35       Board Meeting Address                                    

BMA1        Character     35                                                                

EGMD        Date           8       EGM Date                                                 

EGMT        Character     10       EGM Time                                                 

EGMA        Character     35       EGM Address                                              

EGMA1       Character     35                                                                

CMD         Date           8       Creditors Meeting Date                                   

CMT         Character     10       Creditors Meeting Time                                   

CMA         Character     35       Creditors Meeting Address                                

CMA1        Character     35                                                                

FMD         Date           8       Final Meeting Date                                       

FMT         Character     10       Final Meeting Time                                       

FMA         Character     35       Final Meeting Address                                    

FMA1        Character     35                                                                

** Total **             2023                                                                

Structure for database: C:LQA.dbf                                               LQA         

Number of data records:     240                                                             

Field Name  Type       Width  Dec                                                           

CAT         Character      2       Category                                                 

GROUP       Character     25       Group-Used to Control Subtotals                          

ACCOUNT     Character     25                                                                

PRINT       Character      1                                                                

ATYPE       Character      1                                                                

ACARRY      Character      3                                                                

LCARRY      Character      3                                                                

PBALD       Numeric       13   2                                                            

PBALC       Numeric       13   2                                                            

PTDBALC     Numeric       13   2                                                            

BAL         Numeric       13   2   Current Balance                                          

DR          Numeric       13   2   Current Total Debits                                     

CR          Numeric       13   2   Current Total Credits                                    

BV          Numeric       13   2   Book Value                                               

SOA_BAL     Numeric       13   2   SOA Value                                                

VATIO       Character      1       VAT Flag                                                 

MOVEMENT    Numeric       13   2   Future Movement                                          

NOTES       Character     25                                                                

* Total **               217                                                                

Structure for database: C:LQT.dbf                                               LQT         

Date of last update   : 02/17/91                                                            

Field Name  Type       Width  Dec                                                           

TYPE        Character      2       Type JE/BI/BE/CD/CC                                      

DATE        Character      8       Transaction Date                                         

CODE        Character      3       Account Code 1-240                                       

NAR         Character     24       Normally Company Name                                    

REF         Character      6       Voucher Reference                                        

AMOUNT      Numeric       12   2   Net Amount                                               

VAT         Numeric       12   2   VAT Amount                                               

Q           Character      1                                                                

BNK         Character      1                                                                

VATIO       Character      1       VAT Flag                                                 

* Total **                71                                                                

Structure for database: C:LQD.dbf                                               LQD         

Number of data records:       0                                                             

Date of last update   : 02/17/91                                                            

Field Name  Type       Width  Dec                                                           

KEY         Character      4       Key Ref No Starts D/C/S/P/E/H/R                          

NAME        Character     30       Company/Individual Name                                  

A1          Character     30       Address 1                                                

A2          Character     30       Address 2                                                

A3          Character     30       Address 3                                                

A4          Character     30       Address 4                                                

CONTACT     Character     30       Contact                                                  

REF         Character     12                                                                

NOTE        Character     45       Note Line 1                                              

NOTE2       Character     45       Note Line 2                                              

LEDGER      Numeric       15   2   Creditor SOA Amount Owed                                 

CLAIM       Numeric       15   2   Creditor claim/debtor outst bal                          

DATE        Character      8       Creditor Data claim received                             

STATUS      Character      1       Used for Mail hold                                       

SEC         Numeric       15   2   Secured claim admitted                                   

PREF        Numeric       15   2   Preferential claim admitted                              

F_CH        Numeric       15   2   Floating Charge claim admitted                           

UNSEC       Numeric       15   2   Unsecured claim admitted                                 

REJ         Numeric       15   2   Claim rejected                                           

SEC_TD      Numeric       15   2   Payments to date to secured cred                         

PREF_TD     Numeric       15   2   Payments to date to pref creditor                        

F_CH_TD     Numeric       15   2   Payments to date to floating                             

UNSEC_TD    Numeric       15   2                                                            

SEC_P       Numeric       15   2                                                            

PREF_P      Numeric       15   2                                                            

F_CH_P      Numeric       15   2                                                            

UNSEC_P     Numeric       15   2                                                            

UNCLM       Numeric       15   2   Unclaimed Dividends                                      

AUTO        Character      1       Flag for EPA Autocalc                                    

VATDBR      Numeric       15   2   VAT bad debt relief accepted                             

TEL         Character     30       Employee's Tel No.                                       

DOB         Date           8       Employee's Date of Birth                                 

NI          Character      9       National Insurance No                                    

NICODE      Character      1                                                                

JOB         Character     12       Job Desc (inc * for apprentice)                          

CHOURS      Numeric        5   2                                                            

OHOURS      Numeric        5   2                                                            

JOBNO       Character     12       Works No                                                 

PAY         Numeric        8   2   Standard Pay                                             

PAYTYPE     Character      3       W5/W6/W38/F/M/W40                                        

WRATE       Numeric        8   2   Weekly Wage Rate                                         

SDATE       Date           8       Start Date                                               

EDATE       Date           8       End Date                                                 

RDATE       Date           8       Redundancy Pay Date Due                                  

JOBH        Numeric        4                                                                

JOBD        Numeric        4                                                                

DIP1        Date           8       Date IP1/IP5 from Employee                               

DIP5        Date           8                                                                

DIP4A       Date           8       Date IP4A to DOE                                         

DIPAY       Date           8       Date Cheque paid to Employee                             

DIP2        Date           8       Date IP2 from Employee                                   

DIP5A       Date           8       Date IP5A to Employee                                    

DIP4B       Date           8       Date IP45 to DOE                                         

DLPAY       Date           8       Date cheque paid to Employee                             

WFDATE      Date           8       Wage Arrears From                                        

WTDATE      Date           8       Wage Arrears To                                          

AWEEKP      Numeric        6   2   Weeks for Wage Arrears                                   

HDAYS       Numeric        6   2   No of Days Holiday Claimed                               

HWEEKP      Numeric        6   2   Weeks for Holidays                                       

LWEEKS      Numeric        6   2   Payment in Lieu Weeks Due                                

LCLAIM      Numeric        8   2   In Lieu Claim                                            

LRATE       Numeric        8   2   Loans                                                    

WPC         Numeric        8   2   Wage Arrears Claimed                                     

WP          Numeric        8   2   Wage Arrears Paid                                        

HPC         Numeric        8   2   Holiday Pay Claimed                                      

HP          Numeric        8   2   Holiday Pay Paid                                         

GW          Numeric        8   2                                                            

GTAX        Numeric        8   2   EPA Wage Arrears Tax Deducted                            

GNI         Numeric        8   2    "   "      "    NI Deducted                             

GPAID       Numeric        8   2    "   "      "    Cheque Paid                             

UB          Numeric        8   2   Unemployment Benefit per IP2                             

SB          Numeric        8   2   Supplementary Benefit per IP2                            

OB          Numeric        8   2   Other Benefit per IP2                                    

GE          Numeric        8   2   Gross Earnings per IP2                                   

OE          Numeric        8   2   Other Earnings per IP2                                   

NC          Numeric        8   2   Net Claim After Tax                                      

TAX         Numeric        8   2   Notional Basic Rate Tax                                  

NIP         Numeric        8   2   EPA Claim                                                

BWAGE       Numeric        8   2   Monies advanced by Bank or Others                        

DOEP        Numeric        8   2   DOE Preference Claim                                     

DOEU        Numeric        8   2   DOE Unsecured Claim                                      

BP          Numeric        8   2   Bank Preference Claim                                    

BU          Numeric        8   2   Bank Unsecured Claim                                     

D1          Character     12       Other Wage Arrears 1 Desc inc Prf                        

D1FDATE     Date           8                    "       From                                

D1TDATE     Date           8                    "       To                                  

W1P         Numeric        6   2   Weeks Paid                                               

D1C         Numeric        8   2   Claimed                                                  

D1P         Numeric        8   2                "       Amount                              

D2          Character     12       Other Wage Arrears 2 Desc inc Prf                        

D2FDATE     Date           8                    "       From                                

D2TDATE     Date           8                    "       To                                  

W2P         Numeric        6   2   Weeks Paid                                               

D2C         Numeric        8   2   Claimed                                                  

D2P         Numeric        8   2                "       Amount                              

RED_PAY     Numeric        8   2   Redundancy Pay                                           

** Total **             1089                                                                

Structure for database: C:LQLET.dbf                                             LQLET       

Date of last update   : 03/10/91                                                            

Field Name  Type       Width    Dec                                                         

REF         Character     10         Reference                                              

SUBJECT     Character     25         Subject Abbreviation                                   

COPIES      Character      3         Number of Copies                                       

D           Numeric        2         Drop                                                   

O           Numeric        2         Offset                                                 

W           Numeric        3         Page Width                                             

LET         Memo          10         Body of Letter                                         

** Total **               56                                                                

8.  CASE REGISTER                                                               REGISTER    

This option provides a list of case data including case code,                               

company/debtor name, appointment, appointee and date appointed.                             

Cases are selected for inclusion in this report when the data                               

entered at the 'for whom' prompt matches that in the nominee,                               

nominee1 and manager/senior data entry fields.                                              

The order of the report can be either case code order or                                    

sorted by case name.   Closed jobs will normally be excluded.                               

9.   FUNDS SUMMARY                                                              FUNDS       

This option provides a printed tabulation of all amounts held in                            

case bank accounts.   Cases are included when data entered                                  

at the selection prompt matches the following fields:                                       

1  Nominee                                                                                  

2  Manager/Senior                                                                           

3  Bank name                                                                                

4  Bank branch                                                                              

5  Bank sort                                                                                

thus making it possible to provide a wide range of                                          

funds under management with totals.                                                         

Note that this is a print-only option.                                                      

10.   TRANSACTION SUMMARY                                                       TSUM        

This option is designed to abstract and summarise postings within                           

specified date and account ranges for all cases.   The option                               

could typically be used to abstract all gross interest receipts                             

within a year to 5th April for all individual bankruptcies and                              

sequestrations.   When entering a series of accounts these would be                         

entered as 120/121/122.                                                                     

11.   LINK TO SPREADSHEET                                                       S/SH        

This options allows information from the chart of accunts and                               

trial balance to be downloaded into a file from where it can be                             

loaded into one of a number of popular spreadsheets, including                              

SuperCalc Lotus and Excel.   To simplify the download all fields                            

within the 'A' database are written into the file using the                                 

comma separated ASCII format.   The target datafile name                                    

automatically defaults to the case code .txt.                                               

Using SuperCalc 5 as an example, data can be loaded using the                               

//E command followed by CSV (comma separated variables) and                                 

the default file name.                                                                      

Remember when loading this information into spreadsheets that                               

credit balances are shown as negative numbers.                                              

Excel users should note that this package provides a facility                               

for loading the 'A' database directly thus avoiding the                                     

comma separated variable file.                                                              

12.   LINK TO WORD PROCESSING                                                   WPROC       

This option allows selected name and address data to be passed                              

across to word processing as an alternative for letter                                      

preparation, this is as an alternative to the Mail Option 28.                               

Command prompts are:-                                                                       

Enter datafile name or LAB for labels                                                       

Select Format 'W'ordstar 'D'isplaywrite or W'A'ng format                                    

Pick Record Selection (as in Options 26 & 28)                                               

Print Mail Summary                                                                          

A number of the fields are free format, Status for example, and                             

can be used to hold a character which will suppress letters to                              

particular debtors if queries arise.                                                        

A typical example of the datafile generated is the comma                                    

separated WordStar example                                                                  

DATAFILE BIW.TXT                                                                            

"S001","Aulto Fibreglass Ltd","Braehead","Newton-of-Falkland",                              

"","","",1840.00,"","",,,,,,,,,,0.00,0.00,0.00,0.00,"*"                                     

"S002","The Bosun's Locker","Port Edgar Marina","Shore Road",                               

"South Queensferry","West Lothian","",150.00,"","",,,,,,,,,,                                

0.00,0.00,0.00,0.00,"*"                                                                     

Two files are needed to generate letters to company S001 for                                

1840.00 and to S002 for 150.00, when using Mailmerge.   The                                 

controlling file MAIL prompts for information and then links                                

with the letter file REC-C2.LET.                                                            

Data File MAIL                                                                              

.op                                                                                         

.cs                                                                                         

.av"Mailing Date          ",DATE                                                            

.av"File Ref              ",REF                                                             

.av"Nominee                           ",NOMINEE                                             

.av"Company CAPS          ",COMPANY                                                         

.av"Appointee             ",APPOINTEE                                                       

.av"Last Letter date      ",DATEREC                                                         

.dfBIW.TXT                                                                                  

.fiREC-C2.LET                                                                               

Date File REC-C2.LET                                                                        

.rp                                                                                         

.rv v1,v2,v3,v4,v5,v6,v7,v8,v9,v10,v11,v12,v13,v14,v15,v16,                                 

v17,v18,v19,v20,v21,v22,v23,v24                                                             

.cs                                                                                         

.dm Printing letter to &v2&                                                                 

                                            &NOMINEE&                                       

                                            &REF&                                           

&v2/O&                                                                                      

&v3/O&                                                                                      

&v4/O&                                                                                      

&v5/O&                                                                                      

&v6/O&                                                                                      

                                                  &DATE&                                    

Dear Sir(s)                                                                                 

&COMPANY& - IN RECEIVERSHIP                                                                 

Further to my letter of &DATEREC& requesting payment of the                                 

outstanding sums of money due to the above company, I am                                    

disappointed to note that your account still remains                                        

outstanding.                                                                                

It appears that there is a sum of # &V8& due from you and I                                 

must now request payment of same within 7 days of the date                                  

of this letter.   Your failure to settle this outstanding                                   

account will leave me no alternative but to pass the matter                                 

to my law agent.                                                                            

Yours truly                                                                                 

&APPOINTMENT&                                                                               

_____________                                                                               

A full explanation of Mailmerge can be found in the                                         

MicroPro WordStar/Mailmerge system manual.                                                  

A.01  TROUBLESHOOTING                                                           TSHOOT      

Noted below are some of the more common errors which                                        

arise in date to day use of the IPS system, and a suggested                                 

method to resolve the problem.                                                              

If you feel unhappy about attempting any of these routes,                                   

then simply call the Turnkey helpline on 041 332 7101.                                      

T.1   Unable to update a batch of data                                                      

Problem - you have completed a batch of data and now                                        

wish to update the case file with the transactions. The                                     

system ignores your 'U'pdate command.                                                       

Likely Solution - you are logged into IPS with a password                                   

which prevents updates. Log in with your normal IPS                                         

password (assuming this permits updates) or refer the                                       

batch to the member of staff responsible for updates.                                       

Likely Solution 2 - the batch totals do not agree                                           

i.e. DR does not equal CR at the bottom of the screen.                                      

Check to ensure that both sides of the entry have been                                      

input properly and that the two totals agree.                                               

T.2   Unable to copy case To/From portable computer                                         

Problem - an error message (e.g. 'system error - undefined                                  

identifier') is displayed when you attempt to transfer                                      

cases betwen the office IPS system and your portable                                        

computer version.                                                                           

Likely Solution - one or other of the systems, and                                          

most likely the office version, has been upgraded                                           

to a later version of IPS but the portable computer                                         

has not. Update the portable IPS to the same version                                        

level as the office IPS system.                                                             

T.3    Alterations to letters 'LOST'                                                        

Problem - you have made a number of alterations to                                          

a document within the Option 28 'Mail'. Having  printed                                     

the new version of the document you subsequently                                            

discover that all of your amendments have disappeared.                                      

Likely Solution - alterations to letters which are                                          

completed in Option 28 are purely temporary and WILL                                        

BE LOST after printing. For permanent changes to 'Mail'                                     

use Option 9 'Access to Letter Database' on the Main Menu.                                  

T.4  Alterations to Diary/Notes 'LOST'                                                      

Problem - you have updated the 'D'iary or 'N'otes                                           

sections of your case but the changes have been 'lost'.                                     

Likely Solution - you did not exit from the 'D' or 'N'                                      

screen using the ^W (Ctrl & W) command, and thus your                                       

changes were not retained by the system. Re-do the                                          

changes and be sure to exit using ^W.                                                       

T.5    Unable to amend debtors outstanding balance                                          

Problem - you are attempting to amend the debtor balance                                    

in Option 24, but cannot access the debtor balance figure.                                  

Likely Solution - amendments to debtor balances can be                                      

made only with a transaction i.e. post a receipt through                                    

cash postings or a write off through journal entries.                                       

T.6    Transactions not included in trial balance & audit trail                             

Problem - you have entered a number of transactions but on                                  

checking the case you discover that they have not been                                      

updated on to the case.                                                                     

Likely Solution - you have exited from the batch without                                    

performing the 'U'pdate. Return to the transactions by                                      

re-entering the relevant option, view the batch using                                       

the 'M'odify command, and assuming the data is correct                                      

complete the posting with the 'U'pdate command.                                             

T.7   Debtor/creditor information appears 'LOST'                                            

Problem - you have entered your debtor/creditor data                                        

using Option 11 on the main menu, but it has not                                            

updated the case.                                                                           

Likely Solution - you have exited from Option 11 but                                        

without completing the update. Re-enter Option 11 and                                       

key in the same temporary file name as previously                                           

used. This will bring up the data allowing you to press                                     

'Esc', inform the system of the case number and book                                        

debt a/c to be used, and complete the update.                                               

T8   Unable to post Sales receipts when Trading                                             

Problem - you are attempting to post a cheque receipt from                                  

a customer ( that is with an S code in the narrative)                                       

directly to Sales Account 1.                                                                

Likely solution - Posting should normally go to the Trade                                   

debtor account 210.                                                                         

T9   Bank balances not picked up on final page of Form 4.68                                 

Problem - the bank balance analysis section on Form 4.68                                    

includes zero for  both bank and Insolvency Service accounts.                               

Likely solution - Enter the Asset types B I V or A via case                                 

menu Option 3. Where users have a large number of cases set                                 

up using old style charts Turnkey have a program that can                                   

be run for all cases which addresses this issue.                                            

T10   Diary lines                                                                           

Problem - Diary lines continue to appear after 'due' overtyped.                             

Likely Solution - the diary has been posted into the case more                              

than once, and hence the line remains with a 'due' on a                                     

subsequent page. Check this by paging down through the diary                                

and delete the extra diaries.                                                               

A.02 DTI TRADE CLASSIFICATIONS                                                  DTI         

Please note that the DTI Trade Classifications are as follows                               

01   Agriculture                                                                            

02   Forestry and Fishing                                                                   

Division 1                                                                                  

03   Mining and Energy Industries                                                           

Division 2                                                                                  

     Manufacturing Industries                                                               

04   Manufacture of Food, Drink and Tobacco                                                 

05   Manufacture of Chemicals                                                               

06   Metal Manufacture                                                                      

07   Engineering and Allied Industries                                                      

08   Textiles and Clothing Manufacture                                                      

09   Manufacture of Timber and Furniture                                                    

10   Paper, Printing and Publishing                                                         

11   Other Manufacture                                                                      

Division 3                                                                                  

     Wholesale Distribution                                                                 

12   Wholesale of Food and Drink                                                            

13   Wholesale of Textiles and Clothing                                                     

14   Motor Vehicle Wholesalers                                                              

15   Other Wholesale                                                                        

Division 4                                                                                  

     Retailing                                                                              

16   Retail of Food, Drink and Tobacco                                                      

17   Retail of Textiles and Clothing                                                        

18   Retail of Books, Papers, etc.                                                          

19   Motor Vehicles and Petrol Sales                                                        

20   Retail of Furniture                                                                    

21   Retail of Electrical Goods                                                             

22   Other Retail                                                                           

Division 5                                                                                  

     Construction (SIC Division 5)                                                          

23   General Construction and Demolition                                                    

24   Home Improvements                                                                      

25   Decorating and Small Works                                                             

26   Building Repairs                                                                       

27   Electrical and Plumbing                                                                

Division 6                                                                                  

     Transport and Communications                                                           

28   Road Transport                                                                         

29   Air Transport                                                                          

30   Shipping                                                                               

31   Travel Agents                                                                          

32   Other Transport and Communications                                                     

Division 7                                                                                  

     Finance and Business Srvices                                                           

33   Insurance                                                                              

34   Accountants and Legal Services                                                         

35   Real Estate                                                                            

36   Computer Services                                                                      

37   Management Services                                                                    

38   Other Business Services                                                                

Division 8                                                                                  

     Other Services                                                                         

39   Recreational Services                                                                  

40   Medical Services                                                                       

41   Educational Services                                                                   

42   Repairs of Consumer Goods                                                              

43   Laundry                                                                                

44   Hairdressing and Beauty Parlours                                                       

45   Scrap Metal Dealers                                                                    

46   Other Services                                                                         

Division 9                                                                                  

     Hotels and Catering                                                                    

47   Residential accommodation                                                              

48   Licensed Premises                                                                      

49   Restaurants                                                                            

50   Other Catering                                                                         

















































