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WELCOME TO IGF INVOICE FINANCE LTD

Welcome to IGF Invoice Finance Ltd and thank you for choosing to become one of
our valued clients.

Our invoice finance facility has been designed to provide you with the highest quality sales ledger
management, funding and, where required, bad debt protection.

This guide incorporates instructions for the IGF-Idea service, which provides on-line access to your
account.

This system will give you all the information you require to obtain up-to-date information in a timely
and efficient manner. It also enables you to transmit invoice data to us in order to speed up the
processing of your invoices, which means cash is made available to you more quickly. When you wish
to draw money from us you can check your availability and then decide if you wish the money to be
transmitted by same day CHAPS or by 3 day BACS – then all you do is press the button and that
information is sent directly to your administrator to action immediately.

The technology employed has been chosen for ease of navigation and clarity of display and we hope
that you will find your way around the system intuitively. In the event that you need assistance this
manual is designed to provide you with a step by step guide to using the system.

We are sure you will find both the manual and the system straightforward to use and understand,
however in the event that you need additional assistance please speak to your IGF contact.

IGF-i-dea does not seek to replace the personal working relationship with IGF, on which we pride
ourselves. We shall be in regular contact at the start of our relationship and ongoing, both on the
phone and through regular visits.

During such visits we would appreciate the opportunity to discuss further your business and the plans
for the future as well as reviewing your financial information and looking at ways we can assist. In
addition to these meetings, we are more than happy to meet with you whenever you feel it would be
beneficial, over and above our regular visits.

At the start of our agreement you would have been provided with the individual contact details of the
staff that will be looking after you and ensuring your account runs smoothly, but in case you ever need
it, for ease of reference our Head Office details are:

Postal Address: IGF Invoice Finance Ltd
2 Maidstone Road
Paddock Wood, Tonbridge
Kent
TN12 6GF

Main Telephone Number: 0845 601 1316

Main Fax Number: 0845 601 2520
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CONNECTING TO IGF-IDEA

To run the IGF-Idea browser you must have the following:

 PC 486, 4mb Ram or higher
 Broadband connection or higher
 Windows XP, Windows 7
 Adobe Acrobat Reader
 Internet Explorer version 6.0 or Higher

NOTE: - i-dea will not function correctly on Morzilla or Firefox.

(Download free from http://www.adobe.com/products/acrobat/readstep.html)

To Log onto the service you will need to access the internet and visit
http://www.independentgrowthfinance.com

At our Home page, please select Your Account option from the menu bar.

Once the Your Account option has been selected, the screen will show the Secure Login page. It is
from here you will need to enter your Client ID. Once entered click on Go to my account.

To protect your data, you will then be transferred to the secure part of our site, where you will be
prompted to enter your user name, password and Company identification code (supplied by IGF). The
password is case sensitive, so please remember to type it in exactly as it is specified. If an incorrect
password is supplied, you will be notified with an error message screen.
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Once the system has validated your password and ID you will enter a new screen with the following
options:

Group Availability If you have more than one account with IGF then this will show you the
availability that you have as a group.

Client Selection Ability to specifically identify the company within the group. If not a
group then only one company will appear.

User Administration Allows additional users to be allocated.

Change Password Enables authorised user to change.

Log Off Disconnects you from IGF-Idea.

After selecting the IGF-Idea option required, you are prompted to choose which client account you wish
to access. Normally only one account is available, but in some cases multiple accounts are available,
mainly for different business types.
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When selecting a client account you must supply a valid Client Account password in order to gain
access to that account (supplied by IGF). Enter the password and click the Select Client Account
button. If an incorrect password is entered, an error message will be displayed. If you want to re-key
the password use the back button of the browser.

If you have entered all the information correctly, you will see the main IGF-Idea screen. The current
client details are specified at the top of the screen. The information displayed is the client name,
number, business type and currency code.

The buttons down the left hand side of the browser are loaded according to the options set at the start
of your agreement. If you do not have a specific option enabled, then you will not see the button.

The available options are:

Client Selection Allows you to select another client account (if you have more than one
account with us)

Status and Ageing Funding status and sales ledger ageing details on this account

Availability Current available funds (Request, refresh and view availability,
payments and movements on the account)

Top Ten Balances Top ten debtor balances for the account; funding unapproved;
disputed; days overdue
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AnalysisA breakdown of figures over a period of the last 12 months

Cash Receipts All available cash receipts from the end of business yesterday

Mini Client Statements At a view current account and debts purchased statements

Reserve Funds Reserve funds entered by IGF

Send Message Not Used

Request Reports A list of ad hoc reports that can be requested

View Reports View the on-line reports

Acknowledgements Verify what requests have or have not been sent

Open Item Analysis Gives open item details of debtor accounts

Invoice/Credit note Entry Allows manual input of invoice schedules to system

Invoice/Credit note Allows manual batches to be forwarded to IGF
Summary

Debtor Selection Select, search and view further stats on a debtor

Submit Schedules Allows CSV formatted Invoices/Credit Notes to be sent to IGF

User Administration Allows additional users to be allocated

Change Password Enables authorised user to change password

Log Off Redirects you to the Connect/Schedules screen

Exit Redirects you to the homepage
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POST AND INFORMATION

Reports/Acknowledgements and Invoices for Service Fees

You will see further on in this guide how IGF-Idea enables you to access reports and information at a
glance. Due to the extensive range of availability from the system, we have found that we do not need
to send post to our clients as all letters of acknowledgement and information can be obtained from
IGF-Idea.

However, if you would still like to receive your reports in the post, IGF will be happy to discuss this.

All our acknowledgement invoices for schedules posted include VAT and as all information in relation to
our VAT reference is included these can be used quite successfully for your accounting purposes.

8



FUNDING AND CREDIT INSURANCE

Bad Debt Protection (BDP)

BDP is available to you either on a selective or whole turnover basis. The facility protects against the
insolvency of your customers or the non-payment of invoices by them.

If one of your major customers becomes insolvent the financial consequences to your business could
be catastrophic and this service reduces your worry and bad debt provisions.

If you have selected this service, further details will be provided at the start of your agreement.

If you do not currently use this service and would like further information please contact 0845 601
1316 and ask for the Credit and Asset Executive or contact your Client Manager.

Funding Limits

If we are not providing you with protection against loss by bad debt within our arrangement, we still
believe that it is in your interest (or ours) to make prepayments to you with regard to the credit
worthiness of your customers or your ability to absorb bad debts within your cash flow and profitability.

The limits we establish are not credit limits and do not imply any recommendation on our part, but are
our view of the level at which we are prepared to fund your business against a particular debt bearing
in mind the customers credit standing, the industry in which you operate, your gross margin, cash flow
and the strength of your business in relation to bad debt history.

For this reason we establish a funding limit on those customers who usually represent more than 5% of
your average sales ledger balance or the amount specified within the Agreement, whichever amount is
the lower. For those customers above the funding limit, IGF will assess an appropriate higher funding
limit based on credit information from sources such as ICC, Experian etc.

We would encourage you to seek advice from IGF re the creditworthiness of debtors PRIOR to making
credit available – otherwise it may be too late and a sale may have been made to a non credit worthy
customer.

A funding limit for a new customer or an increase for an existing customer should be obtained by
sending in a Funding Limit Request form.
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NOTIFYING INVOICES AND CREDIT NOTES

You may send notification schedules to us as frequently as you wish, even daily!

There are now two ways in which Schedules can be sent via IGF-Idea. They can be sent either by
manually entering each item onto IGF-Idea or you can create a CSV formatted file that can be
uploaded to IGF. Both instances are explained in this section.

Schedules Note

Invoice and Credit note schedules may be sent manually for payment after receipt or through the IGF-
Idea which will enable the invoices to show on your availability straight away. Schedule headers for
IGF-Idea still have to be sent to our office, the same way as manual invoice schedules, for us to retain.

It is important that your invoices and credit notes show the accurate name, address and trading style
for that customer and it agrees with the name shown on our funding limit approval and your customer
name and address list.

Provided the limit approval procedure has been followed you should have debtor numbers for all
invoices and credit notes.
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Entering Manual Schedules

Note: - Manual schedules cannot contain a mix of Invoices and Credit Notes, please ensure that you
create a separate batch for each different transaction type i.e. Invoices and Credit Notes.

Schedules on IGF-Idea:

 Invoice/Credit Note entry
 Transaction type Invoice
 Debtor number – IGF supplies these for you – or you can use your own Customer Number as

long as IGF are aware that you require this facility
 Document number is invoice number allocated
 Date – Invoice date
 Document Value – Whole value including VAT
 Add Items
 Once you are happy with this invoice add item and start to process your next Invoice.

For Credit Note entry just ensure you change transaction type to Credit Note and continue in the same
way as you would when posting Invoices.

When you are happy you have posted all the invoice and credit notes to be sent to IGF, go to
Invoice/Credit note summary where you will find the breakdown of invoices and values for you to check
and then transmit to us.
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Once the invoices have been transmitted you will be given a Filename e.g. ICR12345, which should be
retained, should you have any queries in the future.

Please ensure that the Invoices/Credit Notes are sent to IGF, this can be done either by completing the
manual schedule form and attaching the original Invoices/Credit Notes, or you can scan and email the
schedule to schedules@IGFGroup.com

IGF-Idea Invoice/Credit Note summary:

12

mailto:schedules@IGFGroup.com


IGF-Idea Invoice/Credit Note Confirmation of posting:
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Entering CSV Format Schedules

This option allows an upload of a CSV file. The CSV file MUST be formatted as detailed below. The data
itself can be extracted from most Account Packages using the Reports Tool, thus saving on re-keying of
the data.

Each file can contain both Invoices and Credit Notes.

The Debtor Number can be either IGF’s Internal Number or your own Customer Number.

Please note: If using your own Customer Number, IGF must be informed of this to allow
the system to cater for this attribute.

CSV Schedule Format

Ensure your file adheres to the following file format rules:

 Debtor Number is mandatory
 Invoice/Credit Note Number is mandatory and 15 characters or less
 Date must be in the format dd/mm/yyyy
 Amount is mandatory and must be numeric

If any of these conditions are not met the file will be rejected.

Invoices and Credit Notes will be distinguished by the sign used on the amount. A positive(+) value
will indicate an Invoice and a negative(-) value a Credit Note.
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Example of an Invoice CSV file:

12345678,10001,21/07/2010,300.00

Example of a Credit Note CSV file:

12345678,C10001,21/07/2010,-555.99

Example of an Invoice/Credit Note CSV file:

12345678,10002,21/07/2010,100.00
12345678,10003,21/07/2010,200.00
12345678,10004,21/07/2010,300.00
12345678,C10005,21/07/2010,-111.11

Uploading a File

Before you can send the CSV file to IGF you will need to enter the Batch Amount, this will be the
TOTAL of all Invoices/Credit Notes in the Batch you are submitting, for example the Invoice/Credit Note
Batch above totals £488.89, it would be the £488.89 that was entered into the Schedule Balance.

Once this is entered you have the option to Browse for the CSV file. Click on the Browse button and
pick up the file. Once entered click on Upload Schedule Batch.

The system will then validate the file, ensuring that the format is correct, the screen below shows a file
that has been created incorrectly.
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Incorrect Batch

16



As you can see the file failed due to a missing Debtor Number (the content of the file is shown below).
The error messages produced will indicate where there is an error in the file, you will need to resolve
the error and resend.

120105 60000 21/07/2010 111.11
60001 21/07/2010 222.22

Correct Batch

As you can now see, the Schedule has been accepted and an ICR number given, please make a note of
this ICR number in case of any queries regarding the Batch.

The format of the correct Batch is shown below.

120105 60000 21/07/2010 111.11
120105 60001 21/07/2010 222.22
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DISPUTES AND CUSTOMER QUERIES

Disputes and customer queries will of course happen from time to time. If dealt with quickly and
efficiently they are not a problem. If disputes are allowed to remain unresolved and accumulate they
make the job of collecting monies due from your customers more difficult and could result in a longer
collection period and higher financing cost for you.

When a customer raises a dispute with us, in addition to any other means of communication the
situation may warrant, we shall advise you in writing of the nature of the customer’s problem and their
comments. In return we ask that you advise us within 7 days how and when the customer’s problems
will be resolved so that we may recommence our collections activity at the appropriate moment.

We also ask that when a customer advises you directly of a dispute, you advise us that the problem
exists and what the solution will be, thus avoiding chasing customers for invoices under dispute and
preventing the potential loss of customer goodwill.

As we are unable to collect a disputed debt until such time as the matter is resolved, the invoice
concerned will no longer be approved for funding, as the debtor at that moment is not likely to pay.

However if we know fully what the situation is regarding a dispute, we are often able to respond in a
more flexible manner whilst ensuring that the customer does not take advantage of the situation.

We do reserve the right, if you have not resolved a dispute within 60 days, to remove the item from
our sales ledger and reassign it to you.

If a dispute cannot be resolved quickly, please let us know – as long as we know what is happening we
will not necessarily remove the item unless you want us to.

On the next page you will see a list of dispute codes so that when you receive any information you can
quickly, at a glance, see what your items disapproved are in relation to.

Using IGF-IDEA you will be able to see the unapproved items on many of the debtor screens including
age analysis and top ten balances.

Errors on invoices

If you make an error on the value of an invoice, please contact your account executive to discuss the
action necessary to correct this.

Payments received direct from Customers

Inevitably, in the period following the commencement of factoring, you will continue to receive cheques
from some customers. We ask that you do not bank these payments, but send them to us on the same
day as you receive them, regardless of who the payee is – as we will have already provided funding to
you for these invoices.
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DISAPPROVAL CODES

IGF-Idea uses a variety of codes to control and report the status of invoices and account balances. The
codes which you will see most frequently on the reports which we will send you are explained below.
Generally, invoices or account balances affected by these codes are not eligible for prepayment.

Code

03 - Debtor Blanket Disapproval

Used to totally exclude a debtor from prepayments. An example would be a contra situation.

05 - Cheque returned “Refer to Drawer”

When a customers cheque has been received and credited to their account but subsequently returned
not paid by the bank.

06 - Invoice over Recourse Period

Indicates that an invoice is older than that agreed age for funding purposes.

09 - Funding Limit Exceeded

Indicates that an invoice or invoices are not approved because the funding limit has been exceeded.

10 - Green X/Overdue

This code indicates that an invoice will reach the recourse period during the current month and is
intended as a warning. We may retain against this category of invoice in some circumstances.

11 - Disputed Item

Indicates that an invoice has been disputed by a customer. Dispute notices will either be sent or the
reason is available to view from IGF-Idea.

19 - Funding Limit Part Exceeded

Funding limit part exceeded.

41 – Sounding Required

Invoice has been selected for random verification.
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PREPAYMENTS

Prepayments against invoice notification schedules will become available the working day following
receipt by us of the invoice notification.

We will normally only make prepayments to our Clients on request from them, either by phone or via
the IGF-Idea service.

Where your Bankers have taken a debenture over your company’s assets we may only make payments
direct to your bank.

We offer payment by either:

CHAPS / Telegraphic Transfer - which is same day transfer of funds to your bank account and for which
there is an additional charge, or by

BACS - which takes 3 working days before cleared funds are received to your bank account.

Calculating your availability

The amount available for prepayment is the total of “approved” debts outstanding on the sales ledger,
multiplied by the agreed prepayment level, less any amounts already prepaid and the invoice finance
charges accrued.

There will be some invoices or balances against which we will not be able to make prepayments such
as disputed invoices, balances in excess of credit or funding limits, unapproved invoices more than 90
days overdue and contra accounts.

As these types of excluded invoices or balances tend to be transitory, rather than exclude them from
the sales ledger, we hold specific retentions at the time they occur.

Prepayments made to you will be calculated in the following way:

Sales Ledger / Debts Purchased
Account Balance £100,000
Less:
Unapproved for Funding £10,000
Contra Accounts £10,000
% of balance over Limits £5,000

Overdue Invoices £5,000

Total Deductions £30,000
Approved For Funding £70,000
Prepayment Percentage 70% £49,000

Less Current Account Balance £35,000

Less Charges not yet debited £50

Available for Prepayment £13,950
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AVAILABILITY

This screen will provide you with information about the amount of funding available to you and
provides a full breakdown of how the availability is calculated. From the other screens available you can
“drill down” in detail if required.

NB: Please note that as this is a real time system the figures can change throughout the
day.
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Pre-Payments

This screen allows you to request a payment in real time. You can either request the full amount of
available funds or a reduced portion. Simply enter the amount you wish to drawdown and detail the
method required.

Payment closing time is 11.30am for sterling and 10.00am for all other currencies.

Click on the request prepayment button and this will automatically deal with your request.

Please check the Acknowledgements Option to ensure Availability Request has been received.
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As you can see from above the Payment of 1500 by T has been received.

NB. The amount requested cannot exceed the available funds; if you require more funding than shown,
please contact your Client Manager.
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TOP TEN BALANCES

This screen displays the top ten debtor account balances for the following: Account Balance, Funding,
Unapproved, Disputed and Days Overdue.

To select which type of top ten you wish to display, place the mouse over the top of one of the title
bars.

To view data specific to a particular debtor account, simply click on the name of the debtor and the
corresponding data will appear on the screen as detailed on the next page.
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By selecting a debtor account the option to view the Debtor Turnover, Ageing and Open Items will
appear in the menu to the left of the screen.

Simply click on the required option and the information will be displayed.
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ANALYSIS

The Client Analysis option shows a breakdown of the last 12 months transactions.

The data held within this can be shown in a graphical form, clicking on each Option i.e. Invoices will
invoke the graph. Use the scroll bars to view the data correctly.
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CASH RECEIPTS

The initial screen will highlight the dates for which there are cash receipts.

To view the cash receipts for a particular date, select the date from the drop down and click select. The
screen will load all the cash receipts found for the date specified.

Both Sterling and Euro receipts can be viewed in this manner.
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MINI CLIENT STATEMENT

To view the Mini Client Statement for a particular date, select the date from the drop down and click
select. You can select which balance you wish to view for that date.

The data held within this screen can sometimes expand outside the limits of the browser.

Use the scroll bars to view the data correctly.
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RESERVE FUNDS

Click on Reserve Funds and the value of reserved funds will be displayed.
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REQUEST REPORTS

This option is available to all users.

Different reports are available depending on the client’s business type. For domestic business types
you can request the following:

Debtor Index - details of all debtors set up on your account.

Age Analysis - copy of aged debtors analysis.

Client Statement - copy of your statement of account.

Advance Notice of Disapprovals - list of invoices which will be disapproved at month end.

Unapproved Items - list of items which are presently disapproved.

A request for a report will be created electronically and viewed using your browser. See option View
Reports.
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VIEW REPORTS

After requesting a report you can view the actual report created. A list of available reports is displayed
allowing you to select one.

A time delay may be detected between requesting and viewing the report.

On Screen – Allows you to view the report on screen.

Embedded PDF – Report is shown on screen in PDF format.

Download – File is downloaded in PDF Format allowing you to print or save.

All reports will be stored for a maximum of 60 days.
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ACKNOWLEDGEMENTS

The Acknowledgements option allows you to verify the status of the real time requests. Each time a
request is made a record is kept. If the system receives a request, then an acknowledgement is
returned confirming that it has received the request.
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OPEN ITEM ANALYSIS

The Open Item Analysis screen gives you the opportunity to look at open item information in respect
of:

 Invoices past due date

 Disputes

 Invoices not approved for funding

The Show Dispute Details option changes the on screen view to show any disputes and any information
about the dispute.

The Download info option allows you to download all the information in CSV format.
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DEBTOR SELECTION

The debtor selection screen is below:

The debtor selection screen allows you to enter search criteria for specific debtors. If no search criteria
are entered then all debtors will be displayed.

34



To select a debtor, click on it and hit the select button. The debtor details are now displayed in the top
frame and the debtor menu is operative which enables you to access debtor specific details on status,
turnover, ageing, open item & open item history.
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DEBTOR STATUS

Displays the name and address of the debtor together with the account overview including last
payment made and when, the limit on the debtor and the split of approved.
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Debtor Turnover:

This gives you a breakdown on a month by month basis of the turnover with this debtor.
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Debtor Ageing:

Displays the ageing profile of each debtor on an individual account basis.
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Debtor Open Items:

Gives full details relating to that specific account.
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Debtor Open Item History

Shows any item that has been closed, such as Cash allocated against invoices etc.
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CHANGE PASSWORD

This screen enables you to alter the password set for your account:
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DAILY REPORT DETAILS

IGF-Idea has several additional reports for you to view to help you keep in touch with your own sales
ledger. These and various other reports are available upon request.

DAILY REPORTS:

Acknowledgement / Invoice

These are generated each time we process an invoice notification schedule or credit note notification
schedule and shows the number of and value of the documents processed, the service charge and the
VAT on the service charge.

Factors Invoice/Credit Note

These are raised for transactions such as telegraphic transfer charges, additional discount charges and
other non-standard costs or refunds. The reason or the charge or credit is shown on the document.

Daily Cash List

This report is generated whenever a payment is received from one of your customers and whenever
cash is allocated to particular invoices/credit notes. If the cash is allocated on the day of receipt of the
payment both the receipt and the allocation will be shown together on the same report.

The report details the customer from whom the payment was received (by name and debtor number),
the amount of the payment, the invoices, credit notes or other sales ledger item allocated against the
payment and any discount, allowed or otherwise, taken in the payment.

Items Disapproved or Re-approved Today

Whenever an item or account is disapproved or re-approved for any reason this report details the
customers affected, the invoices concerned and their values plus the disapproval code indicating the
reason for the action.

Client Daily Summary

This report shows all movements and effect on the sales ledger and the current account after each
day’s business.

Daily Adjustment Report

List manual adjustments made to the sales ledger i.e. Discount deducted by debtor.

Dispute Report

This report is generated when a debtor raises a dispute; a section is provided for you to respond to the
query raised. Details of all disputes can also be viewed online.
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MONTHLY REPORT DETAILS

Client Statements

Our Monthly client statements are produced in three parts. The first, the Debts Purchased Statement, is
a statement of the net debts purchased from you and shows all invoices and credit notes purchased
from you during the month, cash received from your customers and any sales ledger debits or credits
raised by us during the month.

The second part, the Current Account Statement, is a statement of the amount prepaid by us to
you. It shows payments made, service and discount charges for the month and the effect of
payments received from your customers – these cash transactions appear in mirror on both
statements and are the mechanic by which the prepayments are repaid.

The final page, the Client Balance Statement, shows a summary of the funds in use and the debts
purchased from the carried forward figure of the previous month to the closing figure of the present
month.

Aged Debt Analysis

This report shows the status of all customers with a balance on your sales ledger at each month
end. The report includes, for each customer, the customer name, their debtor number, their credit
and /or their funding limit, the account balance, the detail of the items making up the balance,
disapproval codes and an aged analysis of the account. A summary aged analysis of your entire
sales ledger is shown at the end of the report.

Advanced Notice of Disapprovals

Lists all invoices that will become age disapproved at the end of the month.

OPTIONAL REPORTS:

These are reports which may be requested by you from time-to-time, as the need arises.

Turnover report

This report details, by customer and month, the sales to each customer over the past twelve months.

Debtor Index

This report shows all the details i.e. names and addresses of debtors.
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