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Important Set Up Notes

In order to use Plpsa fully please read the following topics, as applicable, to ensure that your set
up is fully functional.

Plpsa Windows XP Theme

Windows Help file for Windows 7 users

Pipsa Windows XP Theme

In order to give a fresh visual resolution. PIpsa was developed using a Microsoft Windows XP
customised Theme.

If your screens do not display correctly you will need to activate this theme. To do this you should
double click the file included with your installation. This is found on the installation CD or in the
directory in which you downloaded Plpsa

The file is called : Plpsa_theme

First locate the file.

MName Size | Type Date Modified Date Created
=1 PipsaSetup.exe 38,291KB Application 08/10/2014 21:40 09/10/2014 12:17
il_Pipsa User Guide.pdf 5,971KE Adobe Accba... 08/10/2014 23:17 05/10/2014 12:18
QPipsa_ﬂ'neme.Theme 6KB Windows The...  30/06/2008 15:28 09/10/2014 12:18
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Important Set Up Notes 7

Then double click on it. The following screen will appear.

Themes | Dezktop I Screen Saver | Appearance | Settings |

A theme iz a background plus a set of sounds, iconz, and other elements
to hielp you personalize your computer with one clhick.

Theme:
| FEDORFETEN |~ | | Saveds. || Dekete

Sample;

[ k. ][ Cancel ][ Apply ]

Click the Apply button . A Windows message will appear briefly and the theme is now active. You
should click the OK button to exit.

© 2014 My Perfect-IT Limited
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If you want to reset or change your desktop theme at any time you should right-click on your
desktop screen and select properties to select a Theme or configure your theme using the
display properties utility.Click the Apply button . A Windows message will appear briefly and the

theme is now active. You should click the OK button to exit

[2]ES

Display Properties

Themes | Dezktop I Screen Saver | Appearance | Settings |

A theme iz a background plus a set of sounds, iconz, and other elements
to hielp you personalize your computer with one clhick.

Theme:
| FCUERTRERE M~ | | Saveds. || Delete

Sample;

Active Window
wiindo Text

[ k. ][ Cancel ][ Apply

© 2014 My Perfect-IT Limited
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1.2  Windows Help File for Windows 7 Users

Plpsa was developed using context sensitive help, (saves you from having to search every time
you want help - it means we have put the exact help you need, related to the activity you are
currently performing, at your fingertips immediately, saving you time and ensuring you get the
specific help you need when you need it.(Of course our help file does have fully comprehensive
searching facilities should you ever need them).

Starting with the release of Windows Vista and continuing in Windows 7, Microsoft do not ship the
Windows Help program (winhlp32.hlp) as a feature of Windows. Unfortunately Microsoft will not
allow third-party vendors, like ourselves, to include this file with our applications and it is needed if
you wish to use our essential context sensitive help file.

In order to use our winhlp32-bit .hlp file (highly recommended), you must download and install
the program (WinHIp32.exe) from the Microsoft Download Center.

This is quite simple to do and in most cases you will be prompted to do this automatically by the
Windows 7 operating system the first time you click the help key when using Plpsa.

To download the required file copy and paste the link below into your internet browser.

http://www.microsoft.com/downloads/details.aspx?FamilylD=258aa5ec-e3d9-4228-8844-
008e02b32a2c&displaylang=en

and then follow the instructions given.

* note : There are two versions of the winhelp32.exe available for Windows 7 . Microsoft do supply
instructions to determine the which version of windows 7 you are running ((64 bit or 32 bit(X86)),
so please follow them to ensure you download the correct version of the winhelp32.exe file for your
computer.

You only need to download and install the winhlp32.exe file ONCE.

© 2014 My Perfect-IT Limited
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1.3

Screen Resolution

In order to ensure that the screen resolution is the same as that used when programming the
application and consequently easy to read, a check is made when you start the application. If it is
not the same, the screen resolution will be dynamically set to 1024 x 768. Your resolution will be

reset to your preferred resolution on exit from the application.

© 2014 My Perfect-IT Limited
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Overview

&2

Overview

Plpsa is a system specifically designed to assist you with conducting Due Diligence exercises.

Inputs

The system provides you with two main sources for recording your progress on each Due
Diligence Exercise:

1. An Information Gathering Checklist which contains 104 items relating to the information and
documents that need to be reviewed. Here you simply have to confirm that each item has
been reviewed and is satisfactory.

2. An Information Gathering Time Sheet. Here you enter the amount of time spent on each
item on the Information Gathering Checklist.

Detailed and Summary reports area available for both options above to track progress.

Reference File Maintenance

The system provides full file maintenance procedures for:
Due Diligence Company Details — New and Existing
e VAT (Sales Tax) Rates

e Foreign Exchange Rates

e Standard Fee Rates

Reports are available for all options above

Financial Details

The system provides the following financial functions:
e Produce Invoices for Information Gathering time spent, Findings Preparation and
Presentation and for expenses.
Financial Statement for each Due Diligence Company
Reviewing Invoices
Recording Client Payments
Reviewing Payments Outstanding

Company Comparison

The system provides the ability to compare the relative progress/ satisfactory position of up to 10
Companies, across 16 Due Diligence Categories.

© 2014 My Perfect-IT Limited
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Outputs

The following reports and documents are produced by the system:

Invoices for work performed

Information Gathering Checklist Detail

Information Gathering Checklist Summary by Due Diligence Category
Information Gathering Checklist Time Spent Detail

Information Gathering Checklist Time Spent Summary by Due Diligence Category
Blank Hardcopy Information Gathering Due Diligence Checklists

Due diligence Company Financial Statement

Invoice Summary

Payments Summary

Payments Outstanding Summary

Payments Outstanding Summary — All Clients

Foreign Exchange Rates

VAT Rates

Due Diligence Company Contact Details, Names and Addresses
Company Comparisons (Up to 10 Companies simultaneously)

* note all documents and reports are all saved to disk in Word processor format, so that they can
be reviewed when required without the need to rerun. This provides an audit trail and also negates
the need to produce paper reports, unless required. These documents and reports can be
accessed from within the system by use of a user friendly function. Each document and report
contains the related file name and location within the footer of each page.

© 2014 My Perfect-IT Limited
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2.2 Logging In

ﬂSystcm Login - Standalone Multi Company = E”?

0BHN2014 15:37:34

Userid
Password

[ EXIT

Here the user must enter their USER ID and Password. Input is case sensitive.
Once the correct information has been entered the user will be taken to the Company Select
screen. Clicking EXIT will quit the system.

© 2014 My Perfect-IT Limited
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2.3  Select Company
Company Selection Screen o |

Select a Company

08M 02014 00:25:34

I Proceed

T |

After logging you will be taken to this screen where you must select the company you wish to
process from a drop down selection list.

Clicking EXIT will quit the system if selected after initial log in.
When a company has been selected you will be taken to the Control Centre

You can also select a New Company from the Control Centre.

© 2014 My Perfect-IT Limited
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2.4 Record & Review

i) Pipsa Due Diligence Process & Systems Checklist Audit E"E|@

-
H Pipsa Record & Review

Record & Review

08MO2014 154027

@]

[ Subdetais (5 tratbotmain Subdetads) Record: 1/26 Record Undocked HUM

This is the Control Centre of the system. Here you have access to the following options:

INFORMATION GATHERING CHECKLIST Allows you to record progress on Information
Gathering.

INFORMATION GATHERING DURATION Allows you to record time spent on Information
Gathering

MARK INFORMATION GATHERING COMPLETE. Allows the Information Gathering to be
marked/unmarked completed.

SELECT A DIFFERENT COMPANY. Allows you to select a different company to process.
FINANCE & ADMINISTRATION. Takes you to the Finance & Administration Menu.
CHECKLIST SUMMARY REPORT. Produces a summary Progress Report on Information
Gathering.

DURATION SUMMARY REPORT. Produces a summary Time Spent Report on Information
Gathering.

COMPARE PROGRESS. Allows you to compare the progress of up to 10 Companies.
CHECKLIST HARDCOPY. Creates a set of blank checklist item forms.

LICENCE CODE. Allows licence code to be entered.
(Licence must be entered within a set number of days or software will cease to function)
Backup/Restore Data Files Gives access to Data Security options

Clicking Logoff will quit the system.

© 2014 My Perfect-IT Limited
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2.5 Information Gathering Checklist

2 Pipsa Due Diligence Process & Systems Checklist Audit
"

a Due Diligence Screen 1 - Checklist [tems 1 - 13

Company & Main Contact INFORMATION GATHERING COMPLETED
*@{ ACME LTD

RouaLe Due Diligence Checklist

SHELDRICK
Previously updated: 21/04/2007 21:00:35

Help ? OBMO2014 15:41:24

i == | The Company's Articles of incorporation, and all amendments thereto.
Audited and 749 .._m '\ o
Satisfactory o
So Far
Qther Parls
tzfgg:lﬁgfg[ v ] Please place a tick {click}

in the box next to each

item that you have audited
and for which the emcems
of that audit is satisfactory

]
Also place a tick (click)
in any box for which the
topic is not relevant to this
audit
]
Remaove ticks [click} from
] any box relating to items
for which the oumtcomes
aie not satisfactony
=
=
Print Checklist (/]
| The mast recent unaudited statements, with comparable statemeants to the prior 2
| T vear. a
D dcqueests |5 ratbotmaind D dguests) Record: 1/26 Frecord Unlacked

This is the first screen of the 8 available and presents you with the first 13 items to be checked.
The first 13 Due Diligence Checklist Items are presented and besides each is a check box. For
each you must indicate if the related Information and or documents have been audited and if the
outcome of that audit is satisfactory. A positive outcome is indicated by clicking (placing a tick) in
the related check box. For those Due Diligence Checklist Items that have not been audited or for
which the outcome is not satisfactory the check box should be left blank.

Note: If an item is not relevant to the audit, a tick should also be placed in the check box.

At the top left-hand side of the screen is a percentage indicator of progress on the audit.

At the top right-hand side of the screen is a message indicating whether the Information Gathering
is completed or in still in progress. If Information Gathering is completed then no further updating is
allowed.see Mark Information Gathering Complete

To save the changes you have made you should click the SAVE button located at the bottom
right-hand side of the screen. Clicking EXIT returns you to the Control Centre

If you wish to update other parts of the checklist you can navigate by clicking the navigation
buttons on the left hand side of each screen. These allow you to proceed logically through the
checklist or to jump around within it.

At the bottom left hand side of these screens is a Print Button which will allow you to review a
report of the items and progress on screen and /or produce a hardcopy of them.

© 2014 My Perfect-IT Limited
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When the Print button is clicked you are given the option to review the report on screen or to send
the output straight to disk in word processor format. (For later review) An example of this report is

below:

© 2014 My Perfect-IT Limited
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& Mergers 2 Arquistions Dus Diigance [=llep] &=

Id Report Designer - doouests.frx - Paga 1 ==

DUE DRAGENCE CHECTKLIST
| 16 Febray 201

ACME LTD

HUBIT Irem Last upidated:21 10407 21:00:35

The warys Arickes of r awe all ihercio,

The Corsypary’s Dylaves, and all amseriorments ihargio.

The Carmpany ¢ vahmale bogk, tmchiims all poisaride an miahutiae of chardolen snd Srectam,
e s
The Caropumny’s Oreandsasonal curs

The Cartgianiy ¢ Bt of dharthaligrd snd remhbér of chamie halfo by sach.

Coplas of s grissnavts raBing 0 apliomd, wativeg tracks, uate, callk,

A Cortifican af Gorm Stariring fam Compasdes Hause

Copics of actihve siatus reperte flor the last thees wewa

A& Bt of Al commithes, dades wehiang The Cospore & asariacd 1o b business 4w vl reports For the Ll Shres years.

& Bzt af all cowrties, s, pravinoos, or cmitries wwhere the Cowparmy awme o eases praponty. madtaine onplgees, arcosvects bustress

A Bt off ATl of the Cormpamy s A raents SnD copies of reslewations thereef.

Ao Framciall olatenents Gor theas sears, logether with As'sfor s Reporie

The wst meect i , wetih Hle stxkewnonis 3 fhe priar year

Print Previes x|

® i E=c]® 8

Page1

Srvenl to Diak File Hame: CoPROGRAM FILES BAD D MIAD D0 ot uverd s Dl ko) etal ACMIZEF 50 16_2_ 3001 pogelod

JDdquests [StratbobmainiDdguests) Recond EDF/Z6 Record Undocked | HUM

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.

© 2014 My Perfect-IT Limited
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2.6 Information Gathering Time Spent

=2 Pipsa Due Diligence Process & Systems Checklist Audit
"
a Due Diligence Screen 1 - Checklist [tems 1 - 13 - Record Time Spent

Company & Main Contact
ACME LTD

Time Recording

RONALD
SHELDRICK
Previously updated: 21/04/2007 21:00:35
Thi Company's Amticle
Total Time H 10
ToDate wm 28
QOther Parls
of Ghacklist
to Complate

L] Logical Next

Print Time
Spant Report

Record Urdocked

Dichaqueeststinnee (3 ratboimaind D douest stime) Fecord: 1/28

INFORMATION GATHERING COMPLETED

03/10/2014 15:43:04

Hours Mins

Accrued Fees
£1,570.00

]

Indicates Error
has been made

Please record
the Total Time
worked on
each item

© 2014 My Perfect-IT Limited
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=2 Pipsa Due Diligence Process & Systems Checklist Audit

"
a Due Diligence Screen 1 - Checklist [tems 1 - 13 - Record Ti

p Company & Main Contact INFORMATION GATHERING COMPLETED
(@ ACME LTD

RONALD Time Recording

SHELDRICK 0310/2014 15:43:01

Help ? Previcusly updated: 21/04/2007 21:00:35

Hours Mins

Accrued Fees

Total Time H 10
£4,570.00

ToDate wm 28

Other Parts l:l
gfghacl;;h‘st Indicates Error
omplete has been made

- ITEMS

Please record
the Total Time
worked on
each item

ITEMS

ITEMS

L] Logical Next

Print Time
Spant Report

O e shtirmee 5 bathotmasind D digussst shimes| Record: 1/26 Record Urdocked HUM

This is the first screen of the 8 available and presents you with the first 13 items to be updated.
The first 13 Due Diligence Checklist Items are presented and besides each are two input fields.
For each you must indicate the number of hours and minutes spent gathering and verifying the
related information or documents.

Note: If an item is not relevant to the audit just leave the values at 0.

At the top left-hand side of the screen is the total amount of time spent so far on the information
gathering exercise is shown. Directly opposite on the right-hand side of the screen the accrued
fees related to the time spent is displayed.

At the top right-hand side of the screen is a message indicating whether the Information Gathering
is completed or in still in progress. If Information Gathering is completed then no further updating is
allowed. see Mark Information Gathering Complete

© 2014 My Perfect-IT Limited
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To save the changes you have made you should click the SAVE button located at the bottom
right-hand side of the screen. Clicking EXIT returns you to the Control Centre

If you wish to update other parts of the checklist you can navigate by clicking the navigation
buttons on the left hand side of each screen. These allow you to proceed logically through the
checklist or to jump around within it.

At the bottom left hand side of these screens is a Print Button which will allow you to review a
report of the Time Spent on Information Gathering on screen and /or produce a hardcopy of it.

When the Print button is clicked you are given the option to review the report on screen or to send
the output straight to disk in word processor format. (For later review)
An example of this report is below:

© 2014 My Perfect-IT Limited
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[ Mergers 2 Arquistions Dus Diigance (=]l =
1l Report Designer - ddquests01tme. frx - Page 1

DUE DILIGENCE CHECKIAST TUTE SPENT

AdnIT rem

HADD
16 Feb iy 2011 ACME LTD

Last updatedd:21 0407 21:00:35 HOWES RS

Tha Cavmpaeny's Artickis of beearparadios, anb ATl assirvednts Thanle.

o

The Carmparoys Tylases, art 2l amararnonts theeta

[1]

The Lormpiery 3 rivads bork, inchiams Al raimeaes are resohadiona of Shardhelrer ama shroctors,
excouthes comriitees, ant cther sovoming s

The Compiviy s Organicational et

The orrybery 3 Bat of Iharchaletrs ark mernkér of Fhored helo by gach.

[Copien of asreemeris reliing o apiions, yoling e, . Peits, calls, sk
evrvertible secwrities

A Cortificate of Goab Sl from Compand &5 Hause

[Caples of acthve sia tus neparts far the Lt thwee years

Lust three e

ATt of all cowntles, sbxies where the Comparng b awdharisch to bo busines an® anrsal veporia for the

A Wit of Al covmethes, @A, Proviobd, T ormiried Grhuere The Covmpiey o or besu &8 propirtiy,
vesatmindng aenpkyass, o combmets bnahndss.

A Wor 2t all of ghe Camapamy’s 265UMMED MM AMD cxplec of regkraiam thene

Ambtich Francial sisterners for theee year, boscther with Anblikn™s Repowie.

The riva it wecked wmb W T ctabarndule, weilh corparabih chviér dnic fo the prior i

Total Timva Speniz 0 hows I8 minwles  Accroned Fess: £1.570.00
Print Previes x|

® i E=c]® 8

Page1

Seves to Dsk File Hame: cx

ACKM 225 12 %5 32411 paged od

=/

JDdquests [StratbobmainiDdguests)

Recond EDF/Z6 Record Undocked

HUM

A print preview button is displayed with each report reviewed on screen which allows you to

produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.
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2.7  Mark Information Gathering Complete

Pipsa Due Diligence Process & Systems Checklist Audit

EEX
ﬁ Due Diligence - Mark Information Gathering Completed :_E|E|
Company & Main Contact INFORMATION GATHERING COMPLETED
4\@{' ACHELTD

RONALD

SHELDRICK Mark DD completed

OBMOZ014 15:43:44

ACME LTD

To MarkfUnmark this

Information Gathering Total Timme To Date:
Exercise as Completad

To Mark/Unmark this
click Process button

Information Gathering
Exercise as Completed

click Process button
Last Vpbated on: 21/04/2007 21:00:35

10 Hours 28 Mins

‘Please Mote"
Once Invoiced
Record CANNOT
be Unmarked

l EXIT
Didqueeststime (5 tiathotmaind D daueststime]

Record: 1/26 Record Undocked

When you have completed gathering all the information and documents relating to the Information

Gathering Checklist and you have updated progress and the time spent figures, using the relevant
function, you must mark the Information Gathering process complete.

© 2014 My Perfect-IT Limited
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This is necessary before you can raise a client invoice for your services.

On this screen the name of the Company under Due Diligence, the Total Time Spent on
Information Gathering and the date the records were last updated are displayed.

A message bar at the top right-hand side of the screen indicates the status of the Information
Gathering activities. This is either “Information Gathering in Progress” or “Information Gathering
Completed”

To mark the Information Gathering completed simply click the Process button at the bottom of the
screen on the right-hand side. Once this is done no further changes are permitted to either the
Information Gathering Checklist or the Time Spent for the company in question. The message at
the top right-hand of the screen will change to reflect the amended status of the Information
Gathering activities. (See below ref unmarking records)

Clicking the EXIT button will return you to the Control Centre

Note. Should you discover that you need to amend the data for Information Gathering Checklist or
Time Spent, prior to raising an invoice, simply revisit this function and click the Process button
and the records will be unmarked, thus permitting changes to those records. Once an invoice has
been raised this marking complete cannot be reversed.
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2.8

Checklist Summary Report

On selection of this option the following report is produced for the selected company and is

displayed on screen.

.|:'ub>:|[L°Q

@‘,

08 October 2014

ACMELTD

AUDIT CHECKLIST SUMMARY

Q

Lact updatod: 2104 AT 21:00.35

AU ERTESUEY

FRUIDIT 1Y

HunIrey &
STISFACTURY

SHTSFITTYR?

Z]

A-Orcanization and Gaod Standine

11

11

100 %

B-Financal brormation

16

14

935

C-Phyeical Assets

4

50%

D-

2

100%

E-dellectual Properiy

T8 %

F-Esmployees and Employee Donctits

-
e

30 %

C-Licorises antr Pemits

100%

H-Evivironsnenial lasucs

100 %

I-Taxation

-t |on w2

43%

!-mﬁd Contracts

-
=1

61 ¥

K-Product or Sarvice Lines

100%

L= Custormer brormation

11%

M Lsaton

100%

N-inamance Coverase

wlal=]=l=l=]e= === =]~

100%

O-Profkssionals

100%

P-Articles ani> Publiciny

100%

HEIEI G CAES

-

=1 ™ P
=

T4%

Paga 1

Served 1o Disk File Hafe: CANADBIMAD

¥_AC UL 8 1020

Odresut: [Shiathotmain 0 dresultz]

Record Undocked

HUM

The report summarises, by Due Diligence Category, the progress of Information Gathering and the
percentage of satisfactory outcomes achieved.

The categories are:

A-Organisation and Good Standing

B-Financial Information
C-Physical Assets
D-Property
E-Intellectual Property

F-Employees and Employee Benefits

G-Licenses and Permits
H-Environmental Issues

I-Taxation
J-Material Contracts

K-Product or Service Lines
L-Customer Information

M-Litigation

N-Insurance Coverage

O-Professionals

P-Articles and Publicity
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A print preview button is displayed with each report reviewed onscreen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report

On exiting the report you will be returned to the Control Centre
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2.9  Duration Summary Report

On selection of this option the following report is produced for the selected company and is
displayed on screen.

.|:-' @ b b [Zom <] B | &
‘)] AUDIT CHECKLIST TIME SUMMARY Q

Last updstad: 2 V40T 27:00:35
DT SATEouy HOURS | mMiAs
A-Orsanisation anb Goob Stanbins
D-Financial Isformation
C-Phrysical Assets
D-Froparty

e

IESeuﬁ

aslale

2

=

ar
E

AR - AN E-A A E-R - - R =R =R - LE
]

P-Article ani Publion
Acerued Fees To Dute: £1,570.00 TOTALS 10

Blele]le]e

Paga 1

Sarved 1o Disk File Hame: CANADTMAD i £ siTimeSummany_AC M 1546_8_8_ 208

Odresut: [Shiathotmaind O dresultz] Record EOF/16 Record Undocked HUM

The report summarises, by Due Diligence Category, the time spent Information Gathering. (Hours
& Minutes)
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The categories are:

A-Organisation and Good Standing I-Taxation

B-Financial Information J-Material Contracts
C-Physical Assets K-Product or Service Lines
D-Property L-Customer Information
E-Intellectual Property M-Litigation

F-Employees and Employee Benefits N-Insurance Coverage
G-Licenses and Permits O-Professionals
H-Environmental Issues P-Articles and Publicity

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.On exiting the report you will be returned to the Control

Centre.
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2.10 Compare Progress

This function allows you to compare the relative progress and satisfactory outcomes of up to 10

companies. On selectio

X Pipsa Due Diligence Process & Systems Checklist Audit CEX

a Compare Companies.

| 0

Help ?

n of this option the following screen appears:

L FX

Compare Companies

08MOK2014 154736

Select number of Companies to be compared 2-10

Select 1st Company to compare

Select 2nd Company to compare  [ER LRI IG

Indicates Error has been made |

[ EXIT

[ Subdetail2 (S irathotmeind S ubdetad:2)

Record: 5/26 Record Urdocked HUM

Here you can select up to 10 companies to compare by selecting them from the drop down pick
lists. To run the comparison click the Proceed button at the bottom of the screen on the right-hand

side. The following repo
for each of the selected

The categories are:

rt is displayed on screen which shows the relative satisfactory percentage
companies against each of the Due Diligence categories.

A-Organisation and Good Standing I-Taxation

B-Financial Information
C-Physical Assets
D-Property

J-Material Contracts
K-Product or Service Lines
L-Customer Information

E-Intellectual Property M-Litigation
F-Employees and Employee Benefits N-Insurance Coverage
G-Licenses and Permits O-Professionals

H-Environmental Issues

P-Articles and Publicity
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The report includes a summary page at the end.

Clicking the EXIT button will return you to the Control Centre.

= Pipsa Due Diligence Process & Systems Checklist Audit

¥ Report Designer - compareddx?.frx - Page 1

@, ComPARY COMPRRISOR &

e om s v o CELTWINA BTN

DT DILIGENCE CATEGORY # COMPANY

ACMELTD
GLOMAL INCUSTRIES
R ey

s it f

ACMELTD
GLOBAL INDUSTRIES

e
4| & )Mih&

ACMELTD
GLOBAL INDUSTRIES

i |s8

D-Prpeiy

ACME LTD
G LOBAL INDUSTRIES

ACMELTD

GLOBAL INDUSTRIES
FrEmployers ar Ewplover Bowcie

MAELTD

GLOBAL INDUSTRIES
G-Lioewars 2 Parmts

HCMELTD

LOBAL INDUSTRICE
-Ervvirprererisl lsmey

ACHE LTD

O LD INDUSTRIES

- Tacoion

ACHELTD

OLOML INDUSTRIES
Ebdaterial Caniracts

ACMIELTD

CLORAL INDUSTRIES

2§ |33 [2% |3F o8 [28 |3 |2

ACMIE LTD
0 LOBAL INDUS TRIER

EE

ACMELTD
GLOBAL INDUATRIEY

MCMELTD
G LOBAL INDUSTRIES

Pogel
Barad o Cenk o Hue:
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Summary Page
1@ Mergers & Acqistions Due Diigence [=]lep] ==
1 Report Designer - compareddai. fix - Pags 7 [=]=Es

. COMPRAY COMPRRISON .

SerHary This sempriins wes mis s 100201 EA1T

JAGUAR

SLOBAL MDUSTRIES
EKERON

SOHANSON

ANMAL COMPANY LTD

LOADEAMO NEY BAMH PLT
DRLGERJE FLD

Print Preview x|

4 4 @ b b |[Zoom [«]|| B¢ &

Fag el ¥ Febrnary 2011

S w0 ek Flls Namaz

R LT, B A, AL BRI 4L DI

Comparedd [Siratbotman Companedd] Recond: EDFAE Record Unlocked | HUM

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report. On exiting the report you will be returned to the Control Centre.
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2.11 Checklist Hardcopy

This option is used to create a Blank Information Gathering Checklist set on disk, in word
processor format, which can be printed out as required and used on site to manually record
progress and time spent on Information Gathering activities.

OBAMNZ014 16:16:14

Arormanon G amen g Checnar: e ReCkIstSumary TRaport

[Arormanon Gamenng oaranon DUranon S ummary Repor

mpare Progress

Pipsa Warning

!\: This will create a Ful Blank Due Dilgence Cheddist document set on disk - Do You wish to Continue?

S ]

Wacode [Siratbotmarih acode]
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On selecting this option a message appears asking if you wish to continue. If you reply yes the
following status bar appears:

&) Pipsa Due Diligence Process & Systems Checklist Audit |‘;|E‘|_§i

Record & Review

08M0/2014 16:17:33

nnrmawn Il Bring E‘ E!L"IS t IR IS uumman.r E‘Dﬂ I

na m amn GH C‘.H [} uran:m y uram-n ummar,a E”

]

Fiecoed = 1 NUM

The status bar indicates the progress on creating and saving the document set to disk.
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When the documents have been created and saved to disk a message appears instructing you
how to access (for review or printing) these documents.

Record & Review

O8MO2014 16:18:48

Trormanon Ganerng Ghecret CheCRisGumman TRepon

' armi amn G” Erng ur-am:m [Jr&l{-ﬂ ummary E”

Omipare”Frogress

Pipsa Information

\!‘) Elank DD Chaddst is now on disk and can be accessed through Manu Opbon Doouments Saved on Disk

Lo ]

Q]

File has been delsied. NUM

The Control Centre Menu is then re-displayed
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An example document is below:

Bt Yew Jnsert

Famst ook Table Widow b
- [Fa] B @ gose k7.

Dl
& &)o@ |
[e] 2

RS RN TR TERT ENRT-EURT SR EERT U B VI O Tt S P O - O - S-S L O - D T ORI - SR ST - S - TP =

#AUDIT TrEm

T Comapasny s Amidles of Iasamenation aslr all assdee s taersia

Thaz Comipismy's Dyluws. s Al et tanss

Thaz Comapasmy's miimts book., - in
Srirctons, crrcutivs compiticn, as otk

Thae Camapasny s O gasteaissal shart

Thea Comparmy s lict of shaneheloers sty mseiber of shanes hels by zach

Capics of sprosmuts nelating i opti o, vating trasts, veurasts. puts, 20l suberirions. s
commecrtibile socueities.

A Certificate of Goots Samiring from Compasics Howss

Capies of auctive tanas peports For tae Lust fhnes ypean.

|| preprtay, it e smsplongnnd. or contrachi businnis,

A Tat of Al coustics, studes vehens the Compumy is authe risrt i o busino o uvanl
for the Lust thros

A it of ) coumtics. stadis. provison. or oot vhan th Gomapuomy, owme o kascs

A Tt of Al of e Comapasny’s assumch mamace andr copice of registrations thenool.

] [ thuer with Autitor's Raports.

Tha miost nearet smaulrics stademaerts, vrith comparable stadeeerts o the prior yos.

0000000000000 E.

Fioase reoord, 3gainst esch item above, fire dme spent on infarmation gatkering and ifihe information gatheced is satisfecdoy.

L RS R R T AR A T RS T Ry SR -y B TN AN T RURY SURE RS SNET SRT TRRE CURF SYRFENEY |

8
]
[

oo |4

171 . 1] il REC TRK EXT OVR K
At 0.3 La Col L2 E'w
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2.12 Finance and Administration Menu

=2 Pipsa Finance and Administration

Finance & Admin

m OBM02014 18:00:51

Srsgrn o]

This is the Finance and Administration Menu. Here you have access to the following options:

FINANCIAL DETAILS. Displays the Financial Details for the selected client.

PRODUCE DD INVOICES. Accesses the Invoice Generation function.

RECORD INVOICE PAYMENTS. Accesses the Invoice Payments function.

VIEW ALL INVOICES. Displays location of ALL the invoices that are saved on disk in word
processor format.

PAYMENTS OUTSTANDING. Generates a report of ALL outstanding payments for ALL
Companies.

STANDARD FEES. Accesses the Standard fees maintenance function.

FOREIGN EXCHANGE RATES. Accesses the Foreign Exchange Rates Maintenance function.
VAT RATES. Accesses the VAT Rates Maintenance function.

CONTACT DETAILS. Accesses the CONTACT DETAILS MENU.

DOCUMENTS SAVED ON DISK. Displays the locations of all DD reports and documents saved on
disk.

PREVIOUS SCREEN. Returns you to the Control Centre Menu.
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2.13 Financial Details

2 Pipsa Due Diligence Process & Systems Checklist Audit

E Financial Details of Company under Due Diligence

Financial Details

0BHO2014 18:02:11

ACMELTD

Compary Number 1
IMbUstIrY  panagement Consuitancy
Date Added 2082006
VAT (Sales Tax) Cobe 1 2000
Base Currency cer £
Discount Given o000 %
Telephone oi7aosesoss
This Due Diligence exercise was commissioned by vcLTD

[ oerans ||

| Invoices || | PAYMENTS

Total lwvoiced (excl VAT)

Total mvoiced (incl VAT)

Paymients Qutstanding

MUK

havoice Date 2100472007

£4,604.00
Total VAT

EB05.T0

E5409.70

Total Paid to Date

ESA409.70

Website www.acme.couk

oW |

Here you are presented with a Financial Summary for the currently selected company.

The following are displayed:

Company Number (account number)
Industry

Date Added (to file)

VAT (Sales Tax) Code

Base Currency

Any Discount Given

Date of Invoice

Total Invoiced (Excluding VAT) To Date
Total VAT

Total Invoiced (Including VAT)

Total Paid To Date

Amount Of Payments Outstanding

The client who commissioned the Due Diligence Exercise
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At the bottom of the screen are 5 buttons:

DETAILS .Produces a Financial Statement Report for the selected company.
INVOICES. Produces an Invoice Summary Report.

PAYMENTS. Produces a Payment Summary Report.

OWED. Produces a Payments Outstanding Report.

EXIT. Returns you to the Finance and Administration Menu

39
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2.14 Financial Details Statement

&) Pipsa Due Diligence Process & Systems Checklist Audit

SUMMARY FINANCIAL DETAILS

Address

4 B0 BROJK COTTAGES
Parsanaga Farm Lana
Gresl Sanplord

ESSEX

CRNIRR

U it Kirgetern

ACMELTD Ity PASIROETHIT COnRALIRGY

Company Ko 1
At ZBPO08
Prifars Contest By : MWL

[y
WS T DO A

sl B EhEmn
0TI A8

Base Currency

E cop | Tetal Involced to date (exel VAT)

E4,604.00

VAT (Sales Tax) Code (%)

1- 2000% VAT to date (Sales Tax)

EBD5.7D

THscount Given (%)

000% | Total Invaiced to dabe (incl VAT)

E5409.70

Date of last Involee

24T Total Pald to date

E5,409.70

Payments Outstanding

This Due DIlgence exerclie was commizslonad by:

YCLTD

Page1

Saved 1o Disk File Hame: COMADNISAE DO coumartsC ompary S tterments Finarcial Detsils_ACRH 152 8 10_20H.H

08 October 2014

Record: EOF/26

This report is the Financial Statement for the selected company.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report On exiting the report you will be returned to the Financial Details screen
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2.15 Financial Details - Invoices

4 4 |G| kM Zoun'||-|-"$

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report

On exiting the report you will be returned to the Financial Details screen
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2.16 Financial Details - Payments

Pt 08 Ovkober 301 &

et 03 D10 F B 7 SO ety s e e s P ACHSH) M8t

Record EOF/S

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report

On exiting the report you will be returned to the Financial Details screen
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2.17 Financial Details - Payments Outstanding

PAYMENTS OUTSTANDING &

Commrmy wuremn
.

IAGUAR

Cormmimis nnd by {CiesIVE LTD
e B el o,

MM DTN 16004 03 w000 1058000

Paga t

Sarext 3 Dk Fl M

Record EOF/6

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the

report

On exiting the report you will be returned to the Financial Details screen
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2.18 Produce DD Invoices

L =
Generate Invoice

DEH2014 18:14:01
FRESHCO SUPERMARKET [ ]

Indicates Error has been made

formation Gathering Time: 51H 2 M £10,206.67
Findings Report & Presentation: Hours £6,400.00
Expenses lncurred: £546.50

Total to voice: £17,153.17

e added as 3

| Calculate |

| Process |

EXIT

This screen is used to generate an internal invoice for services performed in relation to the
selected company.

* Note invoicing is only possible if the information gathering phase has been marked complete.
See Mark Information Gathering Complete for details.

On this screen the Company name and the amount of time spent on Information Gathering are
displayed.

You may input the number of hours spent on the compilation of the Due Diligence findings report
and any time spent presenting these findings to the client. Any expenses incurred in the execution
of the Due Diligence exercise may also be entered.

When you have completed your input you should click the Calculate button located at the bottom
left-hand side of the screen. The system will calculate the Total figure to invoice. (If VAT is
relevant to the selected client this will be included in the invoice.)

Once you have checked this figure you should click the process button.
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The Invoice will then be generated and displayed on screen, where you may print a hardcopy by
use of the print preview bar provided.

If the company has a base currency other than Sterling (GBP) the amount due in their local
currency will also be displayed on the invoice, along with the exchange rate used (This is for
information purposes only)

& Pipsa Due Diligence Process & Systems Checklist Audit
Rep|Print Preview  _H|
I " &

ACME LTD FarAudl Sorvices camlad out
1 BRDER00 K COTTAGES I velaclom poc

PARSDNAGE FARM LANE FRE SHCG SUPE REMRKET

GREAT SAMPFORD SIRARK LiNE

EESER WE 5T BROMPTON

CHS02RR LoNDOu

Tk OITEGESEED — = - Brited Kirgdom
Fax:  @NTRGAEED cwm'l'm ::;HI"::“ Compeer amber (00000011
et RONSH CLORIBADL SO ommissioned by: (Client)

Wieh: WTTRLACME CO.UK VC LTD DD Irwoice Hurnbai: DOINYVOA0D 620007

Due Diligence Service Detaila Amount

Ifarmution Cafhering E10,706.67

Fiiivings Repor B Prdeoiation E6,400.00
Erpenses ES6.50

Sub Touk E17,15347
VAT (b ) £3.420.63

Grend Telak E20,583.30

CREPANT Megietration Haber ;3903930 VAT Registrablon Busber: 111 1L 12

Record EOF/7
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On exiting from the invoice displayed on screen the following message is displayed , which gives
details of the location and name of the Invoice file saved to disk in word processor format.

EE&

Generate Invoice

OBAOZ014 18:16:46

FRESHCO SUPERMARKET 1

Indicates Error has been made

formation Gathering Time: s51H 2 m £10,206.67
Findings Report & Presentation: Hours £6,400.00

Pipsa Information E|

1 This invoice has been caved to dick in the drectony -
1 Cr\MADD\MADDOocuments \CompanyInvolces Tnvoloe 7. rif £17,153.17

Lo ]

[ Exim

HUM

[ Stirvvoices IS ratbotmaind Stinvoices)

Record: 7/7 Record Urdocked
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You are then returned to the initial screen and should click the exit button to return to the Finance
and Administration Menu.

2 Pipsa Due Diligence Process & Systems Checklist Audit

2 Generate Invoices

Generate Invoice

EE&X
EF&X

08102014 181728

FRESHCO SUPERMARKET

formation Gatherimg Time: 51H 2 m £10,206.67
Findings Report & Presentation: Hours £6,400.00

Expersses Incured:

Total to Invoice: £17,153.47

I

Indicates Error has been made

HUM

[ Stirvvoices IS ratbotmaind Stinvoices)

Record: 7/7 Record Urdocked
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2.19 Record Invoice Payments

=] Pipsa Due Diligence Process & Systems Checklist Audit

H Record Invoice Payments

Invoice Payments

08102014 181855

Select hwvoice
Please Select the
Invoice that you require voice Date 21042007

from the list provided
Compamy| coka CooLER

Invvpaynrieve] Fecord 15 Exchesive

Indicates Error has been made

I

[ Select

[ EXIT

Here you can record payments made against invoices. You must select the invoice to process

from a drop down list. This list only contains Invoices that are unpaid.

The Invoice Date and Company are displayed. If you wish to return to the Finance and

Administration Menu you should click the Exit button
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If you wish to record the payment of the Invoice your should click the Select button.

The following screen is displayed:

X pipsa Due Diligence Process f Systems Checklist Audit CEE
a Record Invoice Payments |Z|E| EI

Invoice Payments
08HO2014 18:-10:26

Compamy COKA COOLER

Invoice Date 2110412007

Cost

£900.00

Firding s Report & entation E£450.00

Expenses

ED.00

£0.00

1
2
3
4
5
6

E0.00

E0.00

N-0 -]

E0.00

[
=]

ED.00

| Process

[ EXIT
£2,250.13

Please enter Pavpment Reference [ L 1]
Indicates Error has been made

Irrvpagnrievel FRecord 1/5 Exchsive HUM

Here the details of the selected invoice are displayed for reference. You should enter a payment
reference and then click the Process button to confirm payment. Clicking the Exit button will return
you to the Finance and Administration Menu.
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2.20 View ALL Invoices

On selection of this option a pop-up window appears and provides a directory listing of all the
Invoice files saved on disk. By double-clicking on a file, the file will be opened for review using your

default word processing package.

= Pipsa Finance and Administration

Finance & Admin

Favorites

Qo - © B P [roies |G-

File and Folder Tasks (A1) Mirasoft Wor...  03/11/2006 19:54
! Rich Text Format  08/10/2014 18:09
9 ake a new foider
vooice7. Rich Text Format  08/10/2014 18:14
[ ] wmmmw

(5] Share this fokder

This pop-up window can be closed by clicking File, then Close from the Menu options at the top of
the pop-up window.
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2.21 Payments Outstanding

B8
EERX
B

PAYMENTS OUTSTANDING Q
e s olml.

TRRGSAIE AL TIRMAT  SO0SI00004 Ty
Thin i vk corii ik by - VELTD)

BRAND FOOD PLE e
ThE ASSR wikd Conil il b W LTE

O WAbAL BSOS Tasman
Thin At v o mmaed by VELTE

TEESHCD SLPE RLERET AL
This dadi wars o cisasd by - Y LT

[rETT)

LTI

Faga t

S 3 Bk F il M

Record EOF/7

This report identifies ALL the payments outstanding.
At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report

On exiting the report you will be returned to the Finance and Administration Menu.
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2.22 Standard Fees

Pipsa Due Diligence Process & Systems Checklist Audit
ﬁ Update Standard Service Charges

Sichages [Shatbotmain Sichages)

ElE&
L FX
Hourly Fee Rate
Previously updated on: 02014 182324
[
Enter M Fee Rate Indicates Change has been made
1]

Indicates Error has been made

[ UPDATE |

[ EXIT If

Record: 1/1 Record Undocked

HUM

Here you may update the hourly fee rate you charge clients for Due Diligence services. When you
have changed the amount you should click the update button. To return to the Finance and

Administration Menu click the Exit button.
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2.23 Contact Details Menu

& Pipsa Due Diligence Process & Systems Checklist Audit E'@@

H Pipsa Contact Details I;E“'E[

Contact Details

08102014 182417

(@i

HUM

This Menu is used to maintain details of Company names, addresses and contacts.
The following options are available for selection:

COMPANY. Allows maintenance of base Due Diligence Company details.
PERSONAL. Allows maintenance of Personal Contacts for Due Diligence Company.
YOUR COMPANY DETAILS. Allows maintenance of your own company details.
ADD A NEW COMPANY. Allows a New Due diligence Company to be set up.
ADDRESS. Allows maintenance of address details for Due Diligence Company.
PASSWORD. Allows you to change your system sign on password.

PRINT CONTACT DETAILS. Produces a report of Due Diligence company contacts.
PREVIOUS SCREEN. Returns to the Finance and Administration Menu.

RETURN TO CONTROL CENTRE. Returns you to the Control Centre Menu.
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2.24

Print Contact Details

When this option is selected you are given the option to review the report on screen or to send the
output straight to disk in word processor format. (For later review)

The report contains all the Address and contact details for all Due Diligence Companies.

An example of this report is below:

&2 Pipsa Due Diligence Process & Systems Checklist Audit

Q COMPANY CONTACT DETAILS Q

oRand

Compary: & WDV COMPRMY
hidrma: 1 TALL DULDRG
Caurty {Saal:  LONDOM

Prowt Cade dllpl; DL TN
Cousme Urited Kisgeiar

Owr Rof Humbar: 10

Taiphoss
Fx

g
0 ey

Page 1
Soved 10 Dink File e

Subaddress (Shatbolmain Subaddess)

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.

On exiting the report the Contact Details Menu will be re-displayed.
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2.25 Your Company Details

2 Pipsa Due Diligence Process & Systems Checklist Audit CE®
a Update Your Own Company Details |2|E|EI

Your Own Company Details

O08MO2014 18:26:20

— TetonsHumber
A 22 Email Address RONSHELDRIGAOL COM
Address Line 3 Website Address

cowey it R tover [ EEEEREREKH
Past Code Company Registration Number

_ Indicates Changa has been made :I Indicates Error has been made

| UPDATE

| EXIT

[ Stourcomp [Stratbotmsand Stourcomp) Record: 1/1 Record Urdocked HUM

This screen is used for the Maintenance of your own Company details.
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You can update data in any of the following fields:

Company Name*

Address line 1*

Address line 2

Address line 3

County*

Post Code*

Country*

Telephone Number*

Fax Number*

Email address*

Website Address*

VAT Registration Number*
Company Registration Number*

* Should any of these be blank an error message will be generated and the original value will be

restored to the field.

Once you have made the necessary changes you should press the Update key and the record will

be updated and a message will be displayed indicating success.

When you wish to exit, you should click the Exit button and you will be returned to the Contact

Details Menu.
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2.26 Add a New Company

2 Pipsa Due Diligence Process & Systems Checklist Audit
=

a Set up Your Company - Base Details

Company Setup
08102014 21:56:22

Base Details

Company Name

Industry

Base Currency Indicates Error has been made

Prefers Communication via

SwitchBoard Telephome |

Web site [T

[ Subdetais (5 tratbotmain Subdetads) Record Mo Record Urdocked HUM

This option allows you to add a new due Diligence company.
You must enter the Following Details:

COMPANY NAME

INDUSTRY (Selection from Drop down selection List)

VAT TYPE (Selection from Drop down selection List)

BASE CURRENCY (Selection from Drop down selection List)

DISCOUNT GIVEN (If any)

PREFERRED COMMUNICATION METHOD (Selection from Drop down selection Listt)
SWITCHBOARD TELEPHONE NUMBER

WEB SITE ADDRESS

CLIENT (commissioning the Due Diligence Exercise)

Clicking the Exit button returns you to the Contact Details Menu.
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When input is complete you should click the Add button and the following screen will be displayed:

Pipsa Due Diligence Process & Systems Checklist Audit F;__|E®
a Set up Your Company - Address Details :EE“'EI
‘ Company Setup
0BH02014 21:57:31
ABCLTD
Abdress Details
Address Line 1
Address Line 2
Address Line 3 Indicates Error has been made
County (State) |
Post Code (ZIP)
Country .
| ADD
[ Subdetads: |5 ratbotmaint Subdetails) Record: 141 Record Undocked HUM

Here you must complete the ADDRESS (Location details) of the new company.

The following fields must be completed:

ADDRESS LINE 1 (Mandatory)
ADDRESS LINE 2
ADDRESS LINE 3

COUNTY (STATE) (Selection from Drop Down Selection List) (Mandatory)

POST CODE (ZIP) (Mandatory)

COUNTRY/(Selection from Drop Down Selection List) (Mandatory)
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When input is complete you should click the Add button and the following screen will be displayed:

2 Pipsa Due Diligence Process & Systems Checklist Audit E|@@

& Setup Your Company - Contact Details |:_E||EI

Company Setup
[ o2 |

Halp 7 0BM0/2014 21:58:45

ABC LTD
Contact Details

Sumame

I

Indicates Error has been made
email address

User D
Please make a note of your User ID and Password

ADD

[ Subdetais (5 tratbotmain Subdetads) Record: 1/1 Record Urdocked HUM

Here you must enter details of the main contact at the company.
The following fields must be completed:

FIRST NAME (Mandatory)
SURNAME (Mandatory)

JOB TITLE

EMAIL ADDRESS

TELEPHONE NUMBER (Mandatory)
FAX NUMBER

When input is complete you should click the Add button, a message will appear indicating success
and you are then returned to the initial screen of the function, where you may add another NEW
Company.

Clicking the Exit button on the initial screen will return you to the Contact Details Menu.
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2.27 Update Company Base Details

2 Pipsa Due Diligence Process & Systems Checklist Audit E|@®
& update Company - Base Details |Z|@r£_|

Company Details
0BA0R2014 150153

Base Details

Company ACME LTD

vty
Base Currency £ Indicates Change has been made
Discount Given m % :
Prefers Communication via Indicates Error has been made
SwitchBoard Telephone

Humber of Contacts 11

Client  (sIR1s]

| UPDATE

‘@1 Print Base Details | EXIT

[ Subdetais (5 tratbotmain Subdetads) Record: 1/27 Record Urdocked HUM

This option allows you to update the base details of the selected company.
You can update the following Details:

INDUSTRY (Selection from Drop Down Selection List)

VAT TYPE (Selection from Drop Down Selection List)

BASE CURRENCY (Selection from Drop Down Selection List)

DISCOUNT GIVEN (If any)

PREFERRED COMMUNICATION METHOD (Selection from Drop Down Selection List)
SWITCHBOARD TELEPHONE NUMBER

WEB SITE ADDRESS

CLIENT

The number of Personal Contacts for this company is also shown.

When you have made the changes necessary you should click the Update button.
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A Print Button is located just below the input fields which allows you to produce a report of the
currency exchange rates currently on file.

When the Print button is clicked you are given the option to review the report on screen or to send
the output straight to disk in word processor format. (For later review)

An example of this report is below:

e Process & Systems Checklist Audit E|@ %

EEX
B

Q COMPANY BASE DETAILS Q

Tims | BCHE LTO
e: TROE
gy Mang ot Conn sty
Cortaan: 11
Comuy GEP

Wt

Vi a0
samk Lt Lipclmac: 158211 28980k
‘Tihin Ko Dillgncn woamrcies wa n Cornmiminnad b ¥C LTD

Papat

S o Dl Fiis FE ;€ 804008A DC0nmare sy sy v Dwest_ACH_{RLL 31 ot

Record: EOF/27

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.

Clicking the Exit button will return you to the Contact Details Menu.
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2.28 Update Company Address Detalils

2 Pipsa Due Diligence Process & Systems Checklist Audit E|@E[
& Update Company - Address Details l:_E|EI

Company Address
[ Hep? |

Healp ? OBAM2014 19:03:24

ACMELTD
Abdress Details

USRI ER W 1 BIROBROOK COTTAGES
LU AN PARSOMAGE FARM LANE _
Indicates Change has been made

Address Line 3 [ERCaR T L age) ]
F Indicates Error has been made

Post Code (2P} Fe:glilasl]

Country | United Kingdam j

| UPDATE

I@I Print Address Detalls [ EXIT

(Subaddress [Shatbotmaint Subaddress) Record: 1/27 Record Urdocked HUM

Here you can update the ADDRESS (Location details) of the selected company.
The following fields can be updated:

ADDRESS LINE 1 (mandatory)
ADDRESS LINE 2
ADDRESS LINE 3

COUNTY (STATE) (Selection from Drop Down Selection List) (Mandatory)
POST CODE (ZIP) (Mandatory)

COUNTRY (Selection from Drop Down Selection List) (Mandatory)

Clicking the Exit button returns you to the Contact Details Menu.
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When input is complete you should click the Update button.

A Print Button is located just below the input fields which allows you to produce a report of the
currency exchange rates currently on file.

When the Print button is clicked you are given the option to review the report on screen or to send
the output straight to disk in word processor format. (For later review)

An example of this report is below:

i Pipsa Due Diligence Process & Systems Checklist Audit

a COMFANY CONTACT DETAILS Q

oRand

ACer LD Cour Flok Humbar: 1
A MR MDD COTTARL S

County (3wl £330
Pt G {15 £B14 A
Uriied Kisgeders

Tamphaze e wddvee
e

S04 () 1 TI OEOED EIOM EHELDRUEACLCOM
A0 198 e

BTG ANGEUHINBAOLLDN
L e ]

T )
ErEb R T

PEMSET
RIS

e
T

B2 12
1 7 S

]
£:231.]

waw
BHH

A b
Wi

TARE M
EEE e

e as
et 0]

Saved v ik File Merme:

(Subaddress [Shatbotmain Subaddress) Record: EOF/27

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.

Clicking the Exit button returns you to the Contact Details Menu.
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2.29 Update Company Contacts Details

= Pipsa Due Diligence Process & Systems Checklist Audit

ﬁ Update Company - Contact Details

D)

Company Contacts

08102014 19:05:06

ACMELTD
Contact Details

Sumame

Telephone Humber  REETUNREER R ]
Fax Humber [T (0} 1799 Be60BR

‘@‘ Print Contact Details

Subcontact (S irathotrmend S ubcortact) Fecord: 1/42 Fecord Unlocked

Indicates Change has been made

I

Indicates Error has been made

| NEXT

| UPDATE |

DSFETE T Gantasd) |

| EXIT |

Clicking the Next button will scroll you through the contacts for the selected company.

You may then update the personal contact details. The following fields can be updated:

FIRST NAME (Mandatory)
SURNAME (Mandatory)

JOB TITLE

EMAIL ADDRESS

TELEPHONE NUMBER (Mandatory)
FAX NUMBER

When the necessary changes have been made you should click the Update button.

Clicking the Exit button returns you to the Contact Details Menu.

© 2014 My Perfect-IT Limited



Contents 65

If you wish to add a new contact for the selected company you should click the New Contact/User
button and the following screen will be displayed:

2 Pipsa Due Diligence Process & Systems Checklist Audit

22 Add a New Contact

{ Company Contacts
08H0M2014 19:05:44
ACMELTD
Contact Details
First Name
Sumame |
emall address Indicates Error has been made
Telephone Number .
Fax Humber |
UseriD
Please make a note of your User ID and Password
Password |
[ Subcontact [5 trathoimaird S ubconiact) Fecord: 1/42 Record Unocked HUM

The following fields must be completed:

FIRST NAME (Mandatory)
SURNAME (Mandatory)

JOB TITLE

EMAIL ADDRESS

TELEPHONE NUMBER (Mandatory)
FAX NUMBER

* Note . If you are adding a new user for your own company the following fields will be displayed
and a password must be entered

USER ID *

PASSWORD (Mandatory)

* The system will allocate the USER ID

Clicking the EXIT Key returns you to the previous screen.
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When input is complete you should click the Add button, the new contact is added and you are
returned to previous screen.

If you wish to delete a contact you should click the Delete This Contact button and the following
screen will be displayed.

Company Contacts

O08M2014 190626

ACME LTD
Contact Details

First wame [TECa]
sumame |PEIEIET

Pipsa Warning

Indicates Error has been made

Indicates Change has been made

!': This will Delete This: Record = Do You wish to Continue?

UPDATE |

. ] Print Contact Details

Subcontact: Record No. 21 HUM

You are asked if you wish to delete the record and on confirmation the record is deleted.
* Note if a company only has one contact on file, the system will inform you of what to do in this
case, as deleting is not possible until another contact has been added to file.
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A Print Button is located just below the input fields which allows you to produce a report of the
currency exchange rates currently on file.

When the Print button is clicked you are given the option to review the report on screen or to send
the output straight to disk in word processor format. (For later review)

An example of this report is below:

a COMPANY CONTACT DETAILS Q

onand

Compary: AT LD Cour Flok Humbar: 1
A MR MIADOK COTTARL S

County (3] £330
Pt G s £B14 A
Uriied Kisgedurs

Tamptate el adidnm
e

£ (9 1 I TGOS EOM EHELDREAOLCOM
40| 198 S

ETETEIIG ANGEUHINBAOLLDN
L e ]

T )
bR 3

PEMER
AT

e
TR

B0 2 12
1 73 S

AT
£231]
AR

A b
Wi

TARE M
A ATMANEE

s
et 0]

Saved v Dink Fibe Merme:

(Subaddress [Shatbotmain Subaddress) Record: EOF/27

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.

Clicking the Exit button returns you to the Contact Details Menu.
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2.30 Change Sign-on Password

&) Pipsa Due Diligence Process & Systems Checklist Audit

EEX
&) Change Password — E“'il
&2 Change Password
| reo2 |

08102014 19:08;15

Please enter vour
New Password

ronsheldr

Indicates Error has been made

[__urpatE |

[ EXIT

Strafuiser (Sirathotmaind Stiabuer)

Record: 1/44 Record Undocked

HUM

Here you may change your password. Passwords must be at least 7 characters long.
Once the new password has been entered you should click the Update button.

Clicking the Exit button returns you to the Contact Details Menu.
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2.31 Maintain VAT (Purchase Tax) Types

=] Pipsa Due Diligence Process & Systems Checklist Audit

2 Maintain Existing VAT Types

VAT Rates

Previously updated on: 131032011 22:29:56 O08M2014 190905

s Ton [—
ect VAT Type m Indicates Change has been made
UNJTRY 7c R0 RATED I:l

Indicates Error has been made

VAT Percentage 0.00 et

‘@l Print VAT Details

[Shvat IS rathobmaind Stvat) Record: 1/6 Record Undocked HUM

This is the screen for maintaining VAT Types and percentages.
You should select the VAT Type you require by use of a drop-down list.
You may then update the fields:

VAT Name
VAT Percentage

If changes are made to these fields the background will change to RED to indicate a change is
being made against the original value in the field

The date/time of the previous change to the record are also displayed.

When you have finished making the required changes you should press the Update key and the
record will be updated and a message indicating success will be displayed.

* Note all changes made will automatically be reflected in the VAT Rates charged for all
companies.
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A Print Button is located just below the input fields which allows you to produce a report of the
currency exchange rates currently on file.

When the Print button is clicked you are given the option to review the report on screen or to send
the output straight to disk in word processor format. (For later review)

An example of this report is below:

(>} VAT RATES (S}

[} (T3] 1

i L] PR EEIRI
Fl EXEMPT LX) [ LR
S E owEEE s mrasrie s
r Lo AT arg [} EECEETiE & 10
) LOWER RATE X BRART b

Foga 1

Sowed £o Dbk Flin P2 0010 4000 DOGmrurnrvl T 40T Rasee_1HL)_W_tHe!

Stvat (5 raibotmainl Stvai) Record EOF/6 Record Unbocked HUM

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.

If you wish to add a new VAT Type you should click the Add New Type button

If you wish to return to the Finance and Administration Menu you should click the Exit button
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2.32 Add a New VAT (Purchase Tax) Type

Pipsa Due Diligence Process fi Systems Checklist Audit

B2 Add a New VAT Type

2 VAT Rates
m 08102014 161033

New Type

Please Select VAT Type _

VAT Hame _ Indicates Error has been made
VAT Percentage m %

[ add Type  [|

[ EXIT |

[Shvat [S rathobmaind Stvat) Record: 1/6 Record Undocked HUM

This is the screen for adding a New VAT type.

You must enter information into the following fields:
VAT Type (Single number or Letter)

VAT NAME (10 Character Descriptive Name)

VAT Percentage

When you have completed entry you should click the Add Type button and the record is added and
a message indicating success is displayed.

If you wish to exit you should press the Exit button and you will be returned to the Maintain VAT
Types screen.
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2.33 Maintain Currency Exchange Rates

& Pipsa Due Diligence Process & Systems Checklist Audit

a Maintain Foreign Exchange Rates

Foreign Exchange Rates

m Previously updated on: 080472007 15:52:58

0BMO2014 1901112

Existing Currency

Indicates Change has been made
Country | ARGEMTINEAN PESO :l

Cuarency Sian Indicates Error has been made

Exchange Rate To £

| UPDATE

I@l Print Forex Details

Steumencies (StratbolmaindScumencies) Record 5/28 Record Undocked HUM

This screen is used to maintain Foreign currency exchange rates against your base currency.
You must first select the currency abbreviation you wish to edit by use of a drop-down list:
You may then make changes to the following fields.

Country

Currency Sign (e.g.' £

Exchange Rate to Pounds Sterling

If a value in these fields is changed the field background will turn RED to indicate that the value
has changed from the original.

The date/time of the last change to the record are also displayed.

When you have finished making the required changes you should click the Update key and the
record will be updated and a message indicating success will be displayed.
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A Print Button is located just below the input fields which allows you to produce a report of the
currency exchange rates currently on file.

When the Print button is clicked you are given the option to review the report on screen or to send
the output straight to disk in word processor format. (For later review)

An example of this report is below:

2 Pipsa Due Diligence Process & Systems Checklist Audit E|E| ?

ER
B

FOREIGN EXCHANGE RATES Q

fods rmlel FOBRD  odfih

) [T DLGA07 16ITR
D 2T L0407 1555
[ EET) L0 15510
[ FET) [T TIRIETET)
CHT 5T DLGARY 155518
[TH [T
X DVGRG7 13 39AT
[T VUL 32 25
£ DLGLOT 15 L8aT
maT [T IR
[ET] GROROT1EET 2T
T L0407 155837
5D DA0A0T 155855
L) OLOA0T W28
] DLGLBT 1EbEAE
amr DLGA07 141D
AT 7
EEH DLELGT 11D
CrET) [T TIRITE
IWE DL0AR) 16 EISE
ECE) [[TTREET
) Davany YR
T DL0AT7 1t E
T BLCLET 15 AT

[=]
13

o 010207 1EHEAT
[-F 1]

ht- ) OLOLOT 18 0413
15 080407 154538

n [ fom a6 o | o0 o f | o [l oo | o | | oo | o [ fn oo o f o]

il HE EEIEE HE E SR EEE

UMTED STATES:

LR

Steumencies (StratbolmairdS cumencies) Record: EOF/23

A print preview button is displayed with each report reviewed on screen which allows you to
produce a hardcopy of the report on your printer and to move around within the report.

At the foot of the report the location and name of the saved word processor file is displayed.

The location of the file on disk is also displayed in an informational message when you exit the
report or when it has been saved to disk.

If you wish to add a new currency you should click the Add New Currency button

If you wish to return to the Finance and Administration Menu you should click the Exit button
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2.34 Documents Saved on Disk

On selection of this option the following pop-up window will appear.

= Pipsa Due Diligence Process & Systems Checklist Audit

a Pipsa Finance and Administration

Finance & Admin

Darte Modified

File and Folder Tasks File Folder 08102014 18:00
File Folder 08/10/2024 11:04

(5= M:t-pne._-wfol# Fila Foldar 08/10/2014 15:44
[ ] WWWW“ Fie Folder 06/10/2014 11:04
. File Folder 08/10/2014 15:48
2 snare tis folder Fils Folder 08/10/2014 19:07
Fila Fulgar 08/10/2014 19:02

File Folder 0810/2014 15:14

File Folder 08/10/2014 18:03

File Folder 08/10/2014 18:21

Fia Falgar 08/10/2014 15:04

Fie Folder 08/10/2014 18:02

File Folder 08/10/2014 15:11

File Folder 08/10/2014 11:04

Fila Folgar 06/10/2014 15:45

File Folder 08/10/2014 11:04

File Folder 087102014 15:08

29K Microsoft\Wer...  D8[11/2006 19:54

[Stcumencies (StratbotmaindS icuvencies)

Here a directory listing of the individual sub directories containing saved documents is displayed.

Clicking on a sub directory will show which files are available:
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= Pipsa Due Diligence Process & Systems Checklist Audit

a Pipsa Finance and Administration

Finance & Admin

- [o]x]!
Fie Ed Wigey Favorites Tools el #
Qo - © - [F Osen [ rodes
— Mame & Size  Type Date Modified
File and Folder Tasks / | donotdeletethisfie. doc 24KB  MicrosoftWor... 08/11/2006 13:54
. @) cuedigencecheddist_pageLrtf #3K8  Rich Text Format  08/10/2014 17:53
tj .pne-w duedigencechaddet_pagaz.rif 43¥B Rich Text Format  0&/10/2014 17:58
] e duedbgencechecklst_page3.rtf 43KB Rich TextFormat 0S/10/2014 17:53
Fokdh cuedigencecheddst_page i H
Q Share this urtf L2 P.»th TextFormat  08/10/2014 17:58
Jduedigencecheddist_pageS.rtf KB RichTextFormat 08/10/201% 17:58
chli chedkdist_pages.rif 49¥B Rich Text Format 08/10/2014 17:58
duediigencedheddist_page7.rif 4318 Rich Text Format  08/10/2014 17:55
|duedigencecheddist_paged.rif FKE  Rich TextFormat  08/10/2014 1:58
>
Steumencies [StratbolmantS touencies) Record 5/28 Record Unbocked

Here the documents saved in Word Processor format are displayed. Double clicking on an
individual file will open it up in your default word processor package for review.

To exit form these directory listings you should close the pop-up window using File then Close from
the window Menu bar. The Finance and Administration Menu will then be re-displayed.
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2.35 AddaNEW Currency

= Pipsa Due Diligence Process & Systems Checklist Audit

ﬁ Add a NEW Currency

Foreign Exchange Rates

a0t 1611

New Currency
Base Currency _
Country | |:|
) ! _ Indicates Error has been made

Currency Sign -
Exchange Rate To £ [EEEE

| Add Currency ||

| EXIT I

Steumencies (StratbolmaindS cumencies) Record: 5/28 Record Urdocked HUM

This screen is for adding a new Currency
You must enter the required details in the following fields:

Currency Abbreviation (e.g. GBP)
Country

Currency Sign

Exchange Rate to Pounds Sterling

When you have completed entry you should click the Add Currency button and the currency is
added and a message indicating success is displayed.

If you wish to exit you should press the Exit button and you will be returned to the Maintain
Currency Exchange Rates screen.
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2.36 Data File BACKUP & RESTORE

When you wish to backup or restore the data files of the system , you should click the following
button:

(& Backup/Restore Dala Files

The following screen will appear

&= Pipsa Due Diligence Process & Systems Checklist Audit

EEX
H Backup or Restore Data Files __ C|El
Company & Main Contact
ACME LTD
RONALD Backup & Restore

SHELDRICK

j £

Help 7 Location of latest Backup 08102014 1901454

]

TEVIDUS sCTesn

[ Subdetals |5 rathotmain Subdetails) Record: 26727 Record Undockesd HUM

Here you may backup or restore the Database files of the system for security purposes. Clicking
the Previous Screen button returns you to the Control Centre.
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BACKUP

When selected you will first receive a message asking you if you wish to continue with the
Backup. If you reply “No” a message appears informing you that you have abandoned the backup.
If you reply “Yes” the following screen appears:

Company & Main Contact
'&.@{ ACME LTD

RONALD Backup & Restore

SHELDRICK

m Location of latest backup OBAO2014 19-16:17

Pipsa Warning

!E This will Badoup ALL Data Fles = Do You wish to Continue?

(e JL % ]

[ Subdetais (5 tratbotmain Subdetads) Record: 26/27 Record Undocked

If you reply “Yes” the following screen appears:
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2 Pipsa Due Diligence Process & Systems Checklist Audit [- [2x

& Backup or Restore Data Files E| |z

Company & Main Contact
ACME LTD
RONALD Backup & Restore
SHELDRICK
Location of |atest backup ORHOBO14 181710

Pipsa DATA Backup

Flepse Sedect the Directory to Save to

® [ MADCDocs ~
|2 maddinatal
3 MADDtestdata
I manifiest docs
® 5 mars
® 2 mbar
12 mindmaps.
I3 motor insurance 2013
) motor insurance 2014
® |2 my perfect it bmited
£ Naticewwide
1) newpics
2 newpicsconverted
#® ) OpenOffice 4. 1.0 (en-US) Irstalation Files A

o =

[ Subdetais (5 tratbotmain Subdetads) Record: 26/27 Record Undocked HUM

Here you may select the location where you want the data files saved from a directory selection
list. When you have selected the directory/folder you should click ok and the backup is created. A
message appears on screen indicating a successful backup.
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Help 7

Company & Main Contact
ACME LTD

RONALD
SHELDRICK

Backup & Restore

Location of atest backup

08HOM2014 191748

e ]
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RESTORE

2 Backup ar Restore Data Files

Company & Main Contact
ACME LTD

RONALD

SHELDRICK

| £

Help 7

Backup & Restore

Location of latest backup CIMADDTESTDATAL GBM02014 19:18:28

[ Subdetais (5 tratbotmain Subdetads)

Pipsa Warning

!E This wil RestorefOverwrite ALL Data Fles: = Do You wish to Continue?

Record: 1/27

Record Undocked HUM

When selected you will first receive a message prompting you if you wish to continue with the
Restore. If you reply “No” a message appears informing you that you have abandoned the restore.
If you reply “Yes” the latest data files are restored. A message appears on screen indicating a
successful restore.
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*@ CR::I\:: Main Contact
A L
4 RONALD Backup & Restore

SHELDRICK
Location of latest backup CIMADDTESTDATAL

0BMO2014 19:19:04

e ]

358 byt copied.

Next the following screen appears, once the restore has been validated:
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& Backup or Restore Data Files

@ Company & Main Contact
N { ACME LTD

RONALD

SHELDRICK

Backup & Restore

Location of latest backup CIMADDTESTDATAL 081052014 191929

83

Pipsa Information

1 J Data valdated successfiily - You will now be logged cut - Flease Log in again

e ]

Updated 1 recosd in 0.00 secord:

You will then be logged out and must log in again as this ensures data integrity.
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2.37 Your Company Setup

2 Pipsa Due Diligence Process & Systems Checklist Audit
=

a Set up Your Company - Base Details

Company Setup
08102014 21:56:22

Base Details

Company Name

Industry

Base Currency Indicates Error has been made

Prefers Communication via

SwitchBoard Telephome |

Web site [T

[ Subdetais (5 tratbotmain Subdetads) Record Mo Record Urdocked HUM

This option allows you to set up Your company details.
You must enter the Following Details:

COMPANY NAME

INDUSTRY (Selection from Drop down selection List)

VAT TYPE (Selection from Drop down selection List)

BASE CURRENCY (Selection from Drop down selection List)

PREFERRED COMMUNICATION METHOD (Selection from Drop down selection Listt)
SWITCHBOARD TELEPHONE NUMBER

WEB SITE ADDRESS

Clicking Exit will quit the system.
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When input is complete you should click the Add button and the following screen will be displayed:

Pipsa Due Diligence Process & Systems Checklist Audit F;__|E®
&} Set up Your Company - Address Details :EE“'EI
Company Setup

08HO2014 215731

ABC LTD
Abdress Details

Address Line 1

Address Line 2

I

Indicates Error has been made

Address Line 3 |

County (State)

Post Code (ZIP)

Country

ADD

[ Subdetais (5 tratbotmain Subdetas) Record: 1/1 Record Urdocked HUM

Here you must complete your ADDRESS.
The following fields must be completed:

ADDRESS LINE 1 (Mandatory)

ADDRESS LINE 2

ADDRESS LINE 3

COUNTY (STATE) (Selection from Drop Down Selection List) (Mandatory)
POST CODE (ZIP) (Mandatory)

COUNTRY/(Selection from Drop Down Selection List) (Mandatory)

When input is complete you should click the Add button and the following screen will be displayed:
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2 Pipsa Due Diligence Process & Systems Checklist Audit E|@@
a Setup Your Company - Contact Details |:_E|EI
*L. {
Company Setup
08H10/2014 215845
ABCLTD
Contact Details
Job Title _ [:l
Indicates Error has been made
S—
UserID
Please make a note of your User ID and Password
Password |
| ADD
Subdetals (5 ratbotmaint Subdetads) Record 141 Record Urdocked HUM

Here you must enter your personal details.
The following fields must be completed:

FIRST NAME (Mandatory)
SURNAME (Mandatory)

JOB TITLE

EMAIL ADDRESS

TELEPHONE NUMBER (Mandatory)
FAX NUMBER

USER ID*
PASSWORD (Mandatory)

*The system will allocate a USER ID and will ask you to enter a PASSWORD * Be sure to make a

note of your userid and password

When input is complete you should click the Add button, a message will appear indicating success

and you will exit the system and are instructed to restart the application.
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Index -M -

Maintain Currency Exchange Rates 72
A Maintain VAT (Purchase Tax) Types 69
Mark Information Gathering Complete 24

Add a New Company 57 = O =
Add a NEW Currency 76
Add a New VAT (Purchase Tax) Type 71 Overview 12

_C-

Change Sign-on Password 68
Checklist Hardcopy 33

_P-

Payments Outstanding 51
Print Contact Details 54

Checklist Summary Report 26
Compare Progress 30 = R =
Contact Details Menu 53

Control Centre 16 Record Invoice Payments 48

-D - -S -

Data File BACKUP & RESTORE 77 Select Company 15
Documents Saved on Disk 74 Standard Fees 52
Duration Summary Report 28 U

_F -

Update Company Address Details 62
Finance and Administration Menu 37 Update Company Base Details 60
Financial Details 38 Update Company Contacts Details 64
Financial Details - Invoices 41
Financial Details - Payments 42 = V -
Financial Details - Payments Outstanding 43
Financial Details Statement 40 View ALL Invoices 50

_ ] - Y -
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_L -
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